
Tips and protocol for using Zoom 

 

Zoom is an online meeting platform. In light of COVID19, we will be using this tool for the purpose of conducting 

meetings remotely. Many of you will likely have used Zoom by now but, if you have not used this platform before, 

please review this tutorial for some of the basic information. Other useful tips and notes on protocol are listed 

below for everyone’s review. 

 

Accessing the meeting 

 Log in from a computer if at all possible. Webcam is preferred so that we can visually see if you have a 

question. If you do not have a webcam but do have a computer with internet access, please still use it, 

and use the chat function to notify Jen if you have a question.  

 If you do not have a computer or internet access, you will be able to join using your phone. Jen will be 

sure to ask for questions from the phone one by one. 

 If you are on a webcam, it is recommended that you find a space to set up that has limited potential for 

movement behind you. 

 You will automatically be muted when you join. Please test your microphone and audio before joining. 

 It is recommended that you use the “Speaker view” during presentations, so that whoever is speaking has 

the largest box. During any Q&A or discussion, you may want to switch to “Gallery view” so that all 

participants have boxes of equal size and are constantly displayed (though you may need to scroll in order 

to see everyone). 

 

During the meeting 

 All discussion will be managed one speaker at a time. In order to accomplish this, please write “question” 

in the chat box, and you will be called on to ask questions or give a response. If you are the person asking 

the question, please clearly indicate who should answer the question, as much as possible. That person 

can then unmute themselves. We will continue to call on people in order until there are no more 

questions left. 

 Muting when you are not speaking is important as any background noise may interrupt the audio and the 

visual for whoever is speaking. Remaining on mute unless you are speaking is incredibly important, 

especially with a group of our size. Jen will be watching for comments in the chat box--please wait until 

you are called on to unmute yourself.  

 At times, we may choose to have our screen shared--that function will temporarily disrupt whichever view 

(speaker or gallery) you have chosen for the purpose of having everyone see the same thing at the same 

time. If that happens and you have a question, please notify Jen using the chat function.  

 

https://support.zoom.us/hc/en-us/articles/201362193-How-Do-I-Join-A-Meeting-

