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1. Overview
2. Zoom
Overview
Zoom is a digital tool that is used frequently for virtual meetings, whether that is professional or personal. Often when Zoom is used, it doesn’t provide the space for one to explore and figure out what each of the buttons are for. As Zoom has grown in popularity and usage, so too have the options available to interact with it. Today is meant to set aside time to look through most of the buttons and options that are most commonly used, and then further explore for yourself what each thing does.
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Zoom Icons Explained From Left to Right

1. Unmute/mute – With the red slash through the microphone icon, this means you are muted. Anything you say cannot be heard until you click on that icon and the red slash goes away.

2. Start Video – With the red slash through the camera icon, this means your camera is not on. If you are not using a device with a camera, you will not be able to start your video. Also, if you have a piece of tape over your device’s camera, or any kind of cover, even if you start your video, the video you present will be black.

3. Participants – This is the list of people who are attending the Zoom meeting with you. Names are whatever they set up when they signed in.

4. Chat – This is the chat feed of messages typed and sent by the participants and the presenter. You have the option to send a message to everyone (default) or to select who you would like to send a message to. Keep in mind that if you send a message to the presenter, they will be notified, but if they are in the middle of presenting, they may not be able to respond right away.

5. Share screen – This is the option to present your screen with everyone. Depending on how the Zoom meeting is set up, you may not be able to do this unless the host allows you to or asks you to.

6. Record – A video recording copy of the meeting can be made. As a participant, if you click on this, it requests permission from the host. Once permission is granted by the host, click again to record the meeting. When recording, it will make the participants aware of the recording and give them the option to continue or leave before the recording begins. The recording will be saved as an .MP4 file and most likely will be saved to a Zoom folder on the computer of the one who recorded it.
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7. Reactions – These are ways that you can respond or react to the host without typing or using your camera/microphone. These icons will show up on your video that the host and other participants see. For example, if the host asked if there were any questions, you could “Raise Hand” to show you wanted to speak. Or, if you wanted to tell them you liked what they had to say, you could select the celebratory popper or a heart. When you click “Raise Hand,” new words will pop up that say “Lower Hand” in their place. Once you’ve been called on, make sure you click “Lower Hand.”
8. Apps – This is a relatively new addition to supplement the meetings. Because there is so much, I would recommend looking around at the different features on your own time, and many of them won’t apply to you. Some things that might be incorporated that are fun include a “timer” or a “padlet” that collects responses from the participants. However, these are all additional things to download.

9. Whiteboards – A collaborative space for the host to set up for participants to share responses and ideas. 

View
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There are two main views you might want to choose between: Speaker and Gallery.

1. Speaker – Video focus changes to whomever is speaking at the time. If there are multiple speakers, the camera will bounce back and forth.
2. Gallery – Shows the host and all participants equally at the same time.

Additionally, there is the option to make your view Fullscreen. The Zoom meeting takes up the entirety of your screen when using a computer. You are able to exit fullscreen by hitting the ESC key on your keyboard.



Changing Your Background[image: ]
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If you want your camera to be on, but you don’t want people to see what’s behind you, you can choose to change your background by hovering the mouse over the top right corner of your screen and clicking on the blue square with three dots that appears. You will be presented with a menu of options, and here are the most commonly used:

1. Blur My Background – Blurs the background area around you, but leaves you in focus.

2. Choose a Virtual Background – Rather than blurring, you can choose a premade background that Zoom offers, or load your own picture for a background.

3. Choose Video Filter… – This is a silly way to change your background, and sometimes how you appear.
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