
Zoom for beginners
Are you a seasoned Zoom user? You don’t need this document. New-ish to Zoom? Stymied by
its interface? Just want to go to a panel but don’t know where to start? This is for you!

Zoom version

First thing worth knowing: your Zoom software should be on the latest version that your
computer (Mac, Windows, or Linux), iOS (iPhone) or Android device can handle. In all cases,
you should be on Zoom client version 5.0.0 or higher.

Ideally, if you are using a computer, you should be on Windows or Mac Zoom version 5.4.3 or
higher. If you are prompted to update your Zoom software, you should do so.

Windows or Mac?

This guide will assume that anyone who is on Linux already knows what they are doing 😉.

Second thing worth knowing: when it comes to joining Breakout/Panel Rooms (important for this
conference!), the Zoom application looks and behaves a little differently depending on whether
you’re using Mac or Windows. The process is the same but the steps look slightly different. This
guide includes screenshots from the Windows interface, but if you’re unsure about how to join a
Breakout Room on a Mac, please see page 5 of this guide.

Windows 10
When you click on the link to join the Zoom meeting, you may see a window asking you if you
want to launch the Zoom application in order to join the meeting. Indicate that you want to do
this.

Zoom will ask you if you’d like to join the meeting with video (with your webcam turned on). You
should be able to see a little video preview of yourself that looks like this:
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If you want to share your video right away, make sure you look fantastic and click the ‘join with
video’ button. If you’d rather not share your video right now, you can always choose to share it
later.

After you join the meeting, you will be taken into the Foyer. You should see this room as the
digital equivalent of the space where people mill around between panels, eating muffins and
drinking coffee. You’ll see a background consisting of panel information and a window of
everyone who is currently in the foyer. It will look something like this:

The panels each take place in ‘Breakout Rooms’, which you should see as the digital
equivalents of panel presentation rooms.

Look at the information on the screen. For each panel slot, you’ll see information on the name of
the panel, its participants, chairs, and its location (‘breakout room’). The locations are
colour-coded (see above).
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Exiting full-screen mode:

Because the information on the screen in the Foyer is being shared from someone else’s
computer, it may be in Full Screen mode. This means that you won’t be able to adjust your own
settings, multitask, or move between rooms until you exit full screen mode.

The top of your screen may look something like this:

If so, click the black ‘View Options’ menu button and choose ‘Exit Full Screen.’

This may shift all of your Zoom content into a skinny vertical window, but now that you are out of
full screen mode, you can freely drag the window to resize it or click the ‘Maximize’ square icon
in the top right corner of the window.

You should also follow the above steps to exit full screen mode in individual panel rooms.

Joining a panel:

All panels will take place in ‘Breakout Rooms.’ In order to join a panel in a specific breakout
room, look to the menu bar at the bottom of your Zoom screen. This menu bar is where you’ll do
the majority of your clicking over the next three days. It looks like this.

To join a panel and enter its room, click on the ‘Breakout Rooms’ icon (it looks like a square
divided into four).
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Clicking this icon will open a new window. This window will show you the following information:

● The names of each Breakout Room (corresponding with the more detailed panel
information)

● The names of the people currently occupying each Breakout Room
● A ‘Join’ button

Click the ‘Join’ button for whichever Breakout/Panel Room you’d like to join.

You will now be transported to the Breakout Room of your choice. You’ll see a window indicating
that you are being moved.

Once you are in the Breakout Room, please be sure to observe the rules outlined in the “Panel
etiquette” section (page 6).

If you are having trouble seeing slides or viewing clips, you can visit a webpage (organized
by panel) that contains video clips and presentations that have been uploaded by presenters.
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Mac
Although there are some minor differences between the Windows and Mac versions of Zoom,
most interactions are the same. The only major difference is the interface when joining Breakout
Rooms, which is very important for this conference!

To join a panel and enter its room, click on the ‘Breakout Rooms’ icon (it looks like a square
divided into four).

Clicking this icon will open a new window. This window will show you the following information:

● The names of each Breakout Room (corresponding with the more detailed panel
information)

● The names of the people currently occupying each Breakout Room
● A blue number on the far right side of the window indicating how many people are in the

room.
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Roll your cursor over the number of people in the Breakout/Panel room you’d like to join. Please
note that you won’t see an option to join until you place your cursor over the blue number in
your desired panel room. A ‘Join’ button will then appear.

Click the ‘Join’ button. You will now be transported to the Breakout Room of your choice. You’ll
see a window indicating that you are being moved.

Once you are in the Breakout Room, please be sure to observe the rules below.

Panel etiquette:

Please mute yourself

Ensure that you are muted! Not muting yourself means that everyone will be able to hear all the
ambient sounds around you, which is distracting and can get extremely noisy if multiple people
don’t turn off their microphones.

You can mute yourself by clicking the microphone icon in the bottom left of your Zoom menu
bar. NB: When the icon has a red line through it and ‘unmute’ written underneath it, you are
muted.

You can similarly turn your video on and off by clicking on the camera icon.

Please note that you may be automatically muted when you enter the room, and that the panel
chair can mute all participants, so don’t worry if you forget to mute your microphone.

There are a number of tantalizing options in Zoom rooms that we’d ask you to avoid while
presenters are speaking.

Chatting with everyone

The ‘Chat’ function (available in the bottom menu bar) will allow you to do exactly that: send
typed messages either to everyone in the room or privately to individuals.
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The chat window tries to be transparent about who will see your message by looking like this:

Please be very careful with this feature, as many people accidentally assume that they are
privately messaging someone and they end up sending their message to the entire room! This
is very distracting for presenters, so please do not send chat messages to ‘Everyone’ while
presenters are speaking.

Using nonverbal feedback

There are two places where Zoom allows listeners to provide nonverbal feedback. This can be a
very useful feature but also gets distracting and confusing when speakers are bombarded with
it, so please avoid it while presenters are speaking.

If you’ve opened the ‘Participants’ window in the lower menu bar, you’ll see a list of options that
look something like this below the list of people who are in the room:

Although you should make use of the ‘raise hand’ feature during the Q&A session, please do
not use it while presenters are speaking.

In the lower menu bar, you’ll also see a ‘Reactions’ button. Clicking it will show a bunch of
emojis you can choose to silently express yourself (👍🎉😮). Clicking one of these emoji will
silently show everyone that emoji in the upper left-hand corner of your Zoom window.
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These emoji reactions are fun and great to use in more casual situations, such as during the
Q&A or during social events, but, as they are distracting, we ask that you refrain from using
them while a presenter is speaking.

Leaving a breakout room

Once the panel is completed or if you want to move to a different panel, click the blue ‘Leave
Room’ button on the far right of your Zoom window. Please note that clicking this doesn’t mean
that you’ll quit Zoom/the conference entirely. Instead, you will be presented with an option: do
you want to leave just your individual Breakout/panel room or do you want to leave the meeting
(conference) entirely?

If you choose ‘Leave Breakout Room’, you will be given a list of the other available
breakout/panel rooms that you can join. You can also return to the Foyer, join the ‘Cafe’,
‘Lounge’, ‘Bar’, or rooms if you just feel like socializing. You can also go to the ‘Test Room’ if
you’d like a space to try out your tech before presenting.

As with in-person conferences, please leave panels unobtrusively in order to avoid disruption
(i.e., don’t turn on your microphone and scream, “I’m leaving!” before leaving).
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