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« Using Zoom’s features in meetings

Once you have entered a Zoom meeting, your window will look like this (note: the screenshots in this guide show what Zoom looks

like on a computer — the smartphone/tablet computer versions of the Zoom application are set out slightly differently):
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Note: the central grey space will be taken up by video of participants who are currently speaking, and the top pane

will show previews of other participants’ video.
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Il notice, at the bottom of the screen, there is a toolbar. This is what it looks like in detail:
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is a description of what each button does (going left to right):

Unmute: toggle this on and off to mute or unmute yourself respectively. When the microphone symbol has a line through it,
everyone in the meeting cannot hear you. The arrow next to this button lets you adjust your device’s microphone settings.
Start video: this toggles your camera on and off. When the camera symbol has a line through it, everyone in the meeting
cannot see you. The arrow next to this button lets you adjust your device’s camera settings.

Participants: clicking this will open a sidebar that shows you who is in the meeting. There are more details on the sidebar
below.

Chat: clicking this will open a sidebar that allows you to send a message to the whole meeting. There are more details on
the sidebar below.

Share Screen will be disabled in most meetings.

Reactions: clicking this will let you send an ‘applause’ or ‘thumbs up’ emoji to the meeting. You can use this to indicate your
non-verbal reaction to what is being discussed

Leave meeting: will remove you from the current meeting. If you accidentally do this, you can re-join at any time
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The sidebar looks like this:

v Participants (2) Going through the features from top to bottom:
O ~i O ¥
@ . ¥ o e The top half shows a list of names of who is in the meeting, and whether

their microphones and cameras are on and off

e The middle portion allows you to give some non-verbal feedback.

o Raise hand is a way of getting the meeting facilitator/chair’s

attention
) "‘E’d ° Q ? N Q ° o Go slower / go faster is a way of indicating that you need whoever is
speaking to slow down or speed up their verbal delivery
Invite Unmute Me
: chat e The lower portion of the sidebar is a chat function. Please note: whatever

you send in this chat will be viewable by everyone in the meeting.

Type message here...
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