
How to Participate in Virtual Meetings with Zoom 

with thanks to 

Philadelphia and Northern Yearly Meetings, and Friends General Conference 

As we gather this year for AHYM we will use Zoom to stay connected, worship, and do 
our work. We hope these instructions help you join and navigate Zoom meetings.  

Zoom allows you to join a group meeting in a number of ways: 

• with a simple phone call – to just listen and speak, 

• from a computer - with options for video and audio depending on your equipment, 

• from a smartphone - with video and audio. 

We will send an email prior to AHYM with a web link, Meeting ID and password, plus 
phone numbers and a phone password. 

In this document: 

• Ways to Connect with Zoom 

• Participating in a Zoom Meeting After You Connect (visuals included) 

• Helpful Video from Woodbrooke Quaker Conference Center 

Ways to Connect with Zoom 

Zoom offers a short video and a page full of instructions on this site.  

At any time you can try a TEST MEETING online at the Zoom Test Site to make sure it 
works for you and your device, and become familiar with the features. If this is your first 
time using Zoom or you will be using it on a new or different device, we highly 
recommend this step, as Zoom looks and functions slightly differently depending on your 
device and its operating system. 

1. Join online with a computer, tablet, or smartphone 

This option allows you to see other participants on your screen, listen if you have 
speakers, and share video/audio if your device has a webcam (camera + microphone). 
Laptop computers, tablets, and smartphones typically have built-in webcams. If you are 
using a desktop camera, you will need speakers to listen, and a webcam or microphone 
attached to your computer to speak. Performing a Zoom test will let you first check to see 
if these are already built into your computer. If you don’t have the necessary equipment, 

Page  of 1 7

https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://zoom.us/test
https://zoom.us/test


you can still use your computer to view others, but you’ll need to telephone in to listen 
and speak. 

Set up: Well before the meeting, download the Zoom software/app to the device you will 
use. Otherwise, Zoom will ask you to download and install the software the first time you 
try to join a meeting. We recommend you create a free account, though this step isn’t 
strictly necessary. Due to increasing security issues, meeting and event organizers are 
likely to require an authenticated account to assure the participant is a Friend/friend. 

This is what you will see on your screen when you download the app: 

 
If you don’t install the Zoom software/app, you can join directly from a web browser 
(Google Chrome is the most compatible; others have some limitations on sharing video 
or audio from your computer): 

• Open your web browser 

• In the address bar, type join.zoom.us. Your browser will show: 

 

• Enter the Meeting ID (usually an 11-digit number) and click Join 

• Enter the Meeting Password 
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You should see the following on your screen. 

 

 

Click on the (yellow highlighted here) Open Zoom button to join. If the “Open Zoom?” 
system dialog does not appear, follow the instructions and click on “click here” or 
“download & run Zoom” to join. 

2. Join by phone (not a smartphone) 

You can listen and speak by dialing in from an ordinary land line or cell phone.  

• Find the email announcement for the meeting you want to join 

• Dial the phone number (or any of the numbers if there is more than one). 

• Using your phone’s keypad, enter the Meeting ID that is provided and the phone 
password (this may be different than the password to join via browser or app). Each 
meeting has it own Meeting ID and password. 

Note: Participants who joined via browser or app can see the phone numbers of those 
who joined by phone. If you would like to keep your phone number private, contact the 
event organizer – give the phone number you will call from and what you would prefer 
the screen to show instead (e.g., your name, pronoun, monthly meeting). The event 
organizer can then watch for your number to join and change what’s displayed. 

Participate in a Zoom Meeting (After You Connect) 

Note: Controls hide themselves to save screen space. If you don’t see the controls 
move the cursor to the bottom or the top of the screen. 
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Audio: Depending on how the host set up the meeting, you may be muted when you first 
enter the meeting, and others won’t hear you. Please stay muted until you need to speak, 
especially if your location has background noise. To help those who phoned in, please 
state your name when speaking. Also, please mute yourself again after speaking, 
especially if you are in a large meeting. 

To unmute (and re-mute) yourself: 

• From a computer, tablet or smartphone, click/tap the microphone icon 

• From a phone, press *6 on the keypad 

Video: You can share video if you have a camera. Depending on how the meeting was set 
up by the host, your video may be turned off when you first enter the meeting (i.e., others 
will see your name instead of your image). 

• Start/Stop Video from the video camera icon (on the controls bar at the bottom or top of  

the screen) at any time. 

• Click the up arrow next to either the microphone or camera icon to adjust your settings. 

• On a computer or tablet you can switch from Gallery View (multiple images appear in 
little rectangles distributed across the screen) or Speaker View (the person speaking 
appears within in a large rectangle and the others smaller across the top). Computers 
show the icon in the top right corner; tablets in the top left corner. The Gallery View 
option may not be available on devices with small screens. 

• If there are many participants, you may not see all of them on one screen. Click the 
arrows on the right or left edge of the screen to get to another page. 

Chat: If you join online, and if the host has enabled this feature, you may use the Chat 
function to type comments to one person or to everyone. Sometimes the Chat is only used 
for technical questions, or by people who are unable to use their audio to speak and need 
to have someone read their message aloud. Typically the event organizer will let everyone 
know how to use the Chat function. 

• Click the Chat icon from the controls bar to open the Chat window. On a smartphone, it 
may be a combined Participant/Chat icon. 
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• Select a recipient or everyone from the drop-down arrow, type your message, and tap 
Send or press Enter on your keyboard. 

 
Click here to open a Chat window on right-hand side of the video screen and type a 
message to everyone or one participant in the meeting. 

Participants: To see a list of people in the meeting, click the Participants icon on the 
control bar. Some people may not have an identifiable name, but they can edit their name 
if they wish. If you would like to change your name or add additional information (e.g., 
pronouns, Meeting): 

• Move the mouse near your name in the Participants list until you see the option to 
select More. 

• Click on More and select Rename. Edit your desired name or other information and 
click OK. 

• If you use a smartphone, find and tap on your name from the list, to select Rename to 
make your changes. 

• See who has joined, change your name, and/or raise your hand here: 

 
Raise Hand: In larger meetings, the host may ask participants to use the Raise Hand 
function in order to be recognized. This is particularly helpful when not all participants 
appear on the screen or participants prefer not to share their video. 

• Click on the Raise Hand button below the participant list. When you do this, your name 
rises to the top of the participant list and a small blue hand appears next to it to get the 
host’s attention. When done speaking, click again on the button (which now says Lower 
Hand). The host may also do this for you once you’ve been recognized to speak. 

• If you’ve phoned in, you will need to unmute yourself (*6) and ask to speak. Press *6 
to mute yourself when done speaking. 
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Leave Meeting: Simply select Leave Meeting from the controls bar when you no longer 
wish to participate or hang up if you’re dialing in.

 
Enlarging a shared screen 

If somebody is sharing their screen with you and it is too small for you to read there are 
three things you can do. 

1. You can make your Zoom window full screen by clicking this icon in the upper 
righthand corner: 

  
2. You can make the participant squares smaller by dragging this icon to the right:

 

3. You can increase the magnification by clicking the bar labeled “view options”: 
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These icons appear here on a full-size screen being shared:  

Helpful Video from Woodbrooke Quaker Conference Center 

Watch this 7.5-minute video from Woodbrooke Quaker Conference Center on how to use 
Zoom for worship. The video shows you how to join from your computer, test your video 
and audio, change views, and use the controls, including the Chat feature. You’ll also see 
how things look on different types of screens. Note that some of the instructions are 
specific to Woodbrooke Conference Center.  

Additional Resources and Links 

• For more on using Zoom with mobile devices (phones and tablets) 

• Various Zoom video tutorials, recorded trainings (mostly for hosts), & live trainings 

• Tech support from Zoom. When something is not working, contact the meeting host or 
tech clerk of the event via email or phone. Their contacts can often be found on the 
event page or in the email confirmation/invitation you received. 

Particular thanks to Ellie Greenler, FGC Central Committee Planning Working Group
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https://www.youtube.com/watch?v=-7gn2qJPRDI&feature=youtu.be
https://support.zoom.us/hc/en-us/sections/200305413-Mobile
https://support.zoom.us/hc/en-us/sections/200305413-Mobile
https://support.zoom.us/hc/en-us/articles/217214286-Watch-Recorded-Training-Sessions
https://support.zoom.us/hc/en-us/articles/360029527911-Live-Training-Webinars
https://support.zoom.us/hc/en-us/articles/201362003-Zoom-Technical-Support

