
 

Zoom tools guide 

 

Logging into a meeting 

For details of how to access Zoom and log in to a meeting, go to the Zoom website:   

https://support.zoom.us/hc/en-us/articles/201362193 

You’ll find a video guide and details of how to get online from different phones, 

computers, or other devices. 

On a phone you might need o ‘join audio’ once you’re in the 

meeting.  Choose ‘call via device audio’ if you want to call in via 

your wifi. 

Once you’re in the meeting, there are a few key tools you’ll need 

to help you take a full part in this session.   

Views 

When you first come into the meeting on a 

laptop or desktop computer you might see 

lots of small pictures of people in a grid 

form – this is called gallery view and looks 

a bit like this: 

We only had two people on this call, but 

you might see a grid with 15 or 20 people 

in it. 

 

 

Or you might see one person’s image filling 

most of the screen – this is called speaker 

view and looks a bit like this: 

The person with the large image, the 

speaker, will keep changing as different 

people talk. 

 

https://support.zoom.us/hc/en-us/articles/201362193


You can change from one view to another 

in the top right hand corner of your screen 

where you will find one of these icons: 

 

Click to change from one view to the 

other. 

If you can’t see the icons, move your 

mouse to that part of the screen and they 

should appear. 

On a phone, swiping left or right will allow you to change between gallery and speaker 

view.  In gallery view on a smaller device, there’ll be a maximum number of people you 

can see on one page – it might well only be four.  But you can see the rest of the 

participants by continuing to swipe through the pages. 

Menu bar 

When you move your mouse or tap on the screen, you’ll see a menu bar appear at the 

bottom.  It will look a bit like this on a laptop or desktop: 

 

And a bit like this on a phone or tablet: 

 

 

Tapping on the three dots where it says more will bring up 

some other options which look like this: 

 

 

 

 

 

Mute allows you to turn your microphone on and off.  This might be handy 

if someone comes into the room and needs to talk to you, or there’s a lot 

of background noise where you are.  If you see a red line through this 

symbol, it means you are muted and no-one can hear you.  Sometimes the 

host of a meeting might mute all the participants to reduce background 

noise. 

 



Stop video allows you to turn your video on and off.  If you see a red line 

through this symbol, that means your video is off and no-one else can see 

you.  Normally you probably want to have this on, but if your internet is 

going slowly, switching your video off might help. 

Clicking on participants allows you to see who else is in the meeting.  If 

you then go to your own name and click on more or the arrow, you’ll have 

the option to rename yourself.  It helps everyone else in the meeting if 

you can do this so they know who’s who.  It can be very confusing to sit a 

look at a screen with 5 people all called iPhone! 

Chat brings up the option to type comments or questions.  You can choose 

to send them to everyone in the meeting, one particular person, or to the 

host only.  Chat is one of the ‘more’ options on a phone. 

Share screen gives you options for letting everyone else see what’s on 

your device.  You won’t need to use this if you’re attending a training 

session. 

Record allows you to save an audio recording of the meeting.  You will 

probably find that your meeting has been set up not to allow this to 

comply with data protection legislation.  The host or trainer will either 

advise you to take notes, or let you know that they will be sending notes 

around after the session. 

Reactions gives you the option to interact with the meeting by clapping 

your hands or putting your thumbs up.   

You’ll find these in the ‘more’ menu on a phone.  

This is how you leave the meeting once its finished.  You’ll find it in the 

top right hand corner on a phone. 

 

Raise hand: you have the option to virtually raise your hand if you want to ask a question 

or attract the host’s attention.  You’ll find this on a computer at the bottom of the 

participants list – click on the three dots if you can’t see it.  On a phone its on the ‘more’ 

menu. 

Breakout rooms: the trainer or host might put you into a ‘breakout room’.  This is just a 

space so you can have a discussion in smaller group.  You’ll see a pop up on your screen 

asking you join a room – click on join. 

Now you’ll have a new icon on your menu bar, or top left on your phone.  

Ask for help sends a message to the host that you’ve got a problem.  

They’ll be able to come into your breakout room and answer any 

questions.   

You’ll also see that the leave button has changed into leave breakout room – you’ll need 

this to get back to the main meeting when the host has asked you to, but they can also 

bring you back if you don’t return. 


