



Zoom CHEAT SHEET for participants 

Connecting to your Zoom Meeting 
Requirements 
-Internet Connection

-The Meeting ID and Password

-Headset (Optional but recommended to avoid feedback)

-A Zoom Login (Optional but highly recommended) 

If you do not have a Zoom Account, you can sign up for free at 
https://zoom.us/freesignup/ 

Instructions 
1. You will receive a Zoom Meeting Invitation though email.

2. Click on the meeting URL/LINK provided in the meeting 

invitation.  Enter password when prompted.  Please be patient 
until a host lets you in. 

When you join the meeting 
-A window will open that allows you to select Computer Audio 
and test your microphone and speakers

-Click the Test Computer Mic & Speakers link if you need to 
check your audio feed before the meeting.


If you accidentally leave the meeting 
-You can log back into the meeting at any time using your 
registration link and password… You will have to wait for the 
administrator to let you back in.


Zoom View Controls 
Important video tutorial on View Controls.  

https://www.youtube.com/watch?v=v3IPAbpVjd4&feature=share


https://zoom.us/freesignup/
https://www.youtube.com/watch?v=v3IPAbpVjd4&feature=share


If you have audio problems 
-Check your computer volume.  Is it set to mute or to a low 
volume?

-Are your speakers/headphones selected for the active output in 
zoom?


In your class meeting 
-Once the meeting begins, the Zoom window will open.  The 
Zoom menu bar is located at the bottom of the Zoom window.  
The menu bar is located at the bottom of the Zoom window.  If 
the menu bar hides when in full screen mode, move your mouse 
slightly to make the menu bar visible again.

-The meeting may will start with audio and/or video off.  If and 
when the host or co-host wants participants to open audio and/
or video, you can click on your mute and/or video icons at the 
bottom left corner of the screen.  The host and co-host also have 
the ability to turn open and close these functions.  




 


Mute/Unmute Audio Feed 
During the meeting, keep your audio feed muted unless 
instructed otherwise.  This reduces audio feedback and 
background sounds that may be distracting to other participants.


Audio Issues 
1. Can’t hear the instructor or other participants

- Check your computer / headphones. Is the volume turned up? 

Are your headphones/speakers connected?

- Are your speakers/headphones selected for the active output 

in zoom?

2. Other participants can’t hear you?

- Check your microphone set-up in zoom.


3. Do other participants hear an echo when you talk?

- Adjust your microphone level in your computer sound settings

- Try using a headset to reduce feedback

- Make sure you’re not connected to both your computer and 

cellphone to access Zoom.


Video Issues 
Other participants can’t see you 
- Make sure your camera is turned on

- Make sure nothing is blocking your camera view

- If you’re using an external webcam, try using a different usb 

port.




LIVE Q and A 
Raising your hand to ask a question 

During the meeting, click on the icon labeled “participants” at 
the bottom center of your screen.  Next, at the bottom of the 
window on the right side of the  screen,  click the button labeled 
“raise hand.” Your digital hand is now raised.  You can remove 
your raised hand again by clicking again on the same icon.


Additional Sources 
How to join or test my computer audio? 
https://support.zoom.us/hc/en-us/articles/201362283-How-Do-I-Join-or-
Test-My-Computer-Audio- 

How do I test my video? 
https://support.zoom.us/hc/en-us/articles/201362313-How-Do-I-Test-My-
Video- 

How do I share my screen? 
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-
My-Screen- 

How do I change the video layout? 
https://support.zoom.us/hc/en-us/articles/201362323-How-Do-I-Change-
The-Video-Layout- 

Participating in Breakout Rooms 
https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-
Breakout-Rooms 
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LIVE Tech Support 
Still having issues? We have LIVE support! 

Hi my name is Evan Martin and I will be 
your on-demand support for this meeting! If 
you are having tech issues, here’s how to 
reach me…


1.Email - evan@evanmartinproductions.com

2.Direct chat in zoom chat box

3.Text me @ 857-203-2310

mailto:evan@evanmartinproductions.com

