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IMHN Online Meetings Guide 

Joining Zoom Meetings 

 

Please note: the screenshots given as examples in this guide were taken on a laptop 

computer. If you are using a different device, they might not look exactly the same. 

 

You will always receive an email or notification about the meeting in advance. This 

email will set out the following information: 

 

• The meeting join link 

• The meeting ID 

• The meeting passcode 

 

Image 1: an example of a mailout containing the above referenced information. 

 

Normally, all you have to do is click the join link, which will 

automatically open Zoom on your device and put you in the 

‘waiting room.’ 

 

Sometimes this doesn’t work. In that case, open Zoom on your device, click ‘Join’, 

and when prompted, enter the meeting ID and then the passcode. 

 

Note: there are different steps to follow if you are ‘telephoning’ into a meeting. 

Please see our separate guide for this. 
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Audio and video settings and troubleshooting 

 

When you join a meeting, the below window will display. Until you click the 

highlighted button, no one in the meeting will be able to hear you.  

 

 

Image 2: turning on your audio within a meeting 

 

The Test Speaker and Microphone button can help you identify a problem if your 

microphone isn’t working.  

 

The first time that you use Zoom on your device, you may be asked to ‘authorise’ or 

‘give permission’ for the software to use your device’s microphone and camera. This 

is normal. 

 


