
Guidelines for Zoom Meetings 

Club meetings will be conducted remotely via video conferencing using Zoom. Please use the following 
steps to join a meeting that has been announced via email from the Club. 

A. Assemble your equipment 
1. You'll need a desktop, laptop, or tablet computer with either an integral or add-on video camera 

and microphone. 
2. We will not admit telephone participants because of significant audio problems with telephone 

participants. 

B. Set up your equipment 
1. Choose a quiet room to eliminate noises that would interfere with the meeting. 
2. If you participate by video, face your light source to illuminate your face while on camera. Avoid 

being back-lit. 
3. Position your computer, so the camera sees your face straight on. 
4. If multiple devices are used in the same room during the meeting, only one device should be 

audio-enabled to prevent feedback and echoes on the video. 

C. Join the meeting 
1. Club meetings will be announced via emails that include a link for the meeting. 
2. Click on the link, and you will see a screen that says "Waiting for Host..." You are now in the 

"waiting room," awaiting action by the meeting's host to admit you. 
3. The host of most Club Zoom meetings will begin to admit participants shortly before the 

scheduled time of the formal meeting. This is to allow you, the participant, to check your 
equipment and the host to admit all participants, also to address possible issues. 

4. In order to be admitted into Club Zoom meetings, ALL participants' screen names must 
represent their real names. Please see "Further Assistance" below for instructions on changing 
your screen name and, optionally, saving it for use in subsequent Zoom meetings. 

D. While in the waiting room 
1. Be sure your screen name reflects your real name in readiness for recognition and admission. 
2. Click the "Test Computer Audio" button and follow the instructions on your screen. Please see "Further 

Assistance" for help with setting up your audio and video. 
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3. When the host is ready to begin the meeting, you will be admitted. You can see yourself on a video 
screen as others in the meeting see you. Adjust your camera for the best view of yourself. 

4. The host will disable your ability to mute/unmute your microphone. Your ability to talk 
during the meeting is managed by the host using the directions below. 

E. Participate in the meeting 
1. While waiting for the meeting to begin, adjust the controls for your computer or device. See 

"Further Assistance" below. 
2. In the top right-hand corner, click Speaker View/Gallery view to select the view you prefer. 
3. Scroll to the bottom of the screen to view the control bar. 
4. If you do not want your face to be on camera, click the "stop video" button, and your name will 

replace your face. Optionally you can create a profile picture, but instructions for doing so are not 
included here. 

5. To ask a question during the meeting. 

o Raise your hand option: Click the Participants button. You will see a list of everyone who has 
been admitted to the meeting. Look at the bottom of the participants' window. See the "Raise 
Hand" button? Click that button, and a hand will appear on the window showing your face or 
name. At the same time, the host will see your name added to the list of people who want to 
talk. The host will unmute you when it's time for you to talk. If you change your mind and no 
longer wish to talk, click the "Lower Hand" button, and your name will be removed from the 
list. 

o Chat option/written comments: Click the chat button at the bottom of the page, and you will 
see a Chat window in which you can write your question(s); either the speaker and/or host will 
answer them. Many meetings have particular times assigned for audience questions or 
comments, so your message might not be acknowledged 
immediately. 

F. End the meeting 
1. When the meeting is over, the host will stop the meeting for all participants. 
2. If you wish to leave the meeting before the end, click the red Leave Meeting button on the right 

of the control bar at the bottom of the screen. 

G.	Further Assistance:	
1. Setting up and checking your audio and video for use in Zoom meetings:  

a. https://www.youtube.com/watch?v=-s76QHshQnY  
0. Instructions for changing your screen name before being admitted to a Zoom meeting: 

Please note that the following procedures work on both Windows and Apple systems. 



a. If joining a Zoom meeting by following the website URL that was issued within the invitation: 
After following the Website URL, you will shortly see a pop-up window that shows you 
your existing screen name. That name is editable. If necessary, PLEASE edit it to be your 
first name, space, and then your last name. Notice that you have the option of the new 
name being remembered for future use at Zoom meetings. 

b. If joining a Zoom meeting by entering the meeting's ID and password (this requires that you  
have the Zoom application loaded on your system): 

      After entering the meeting ID, you will shortly see a pop-up window that shows you 
your existing screen name. That name is editable. If necessary, PLEASE edit it to be your 
first name, space, and then your last name. Notice that you have the option of the new 
name being remembered for future use at Zoom meetings. 

c. If joining a Zoom meeting from a smartphone or tablet: 
       Although the screen contents will be slightly different than described above, you will be 

informed of your screen name. That name is editable. PLEASE edit it to be your first 
name, space, and then your last name. Notice that you have the option of the new 
name being remembered for future use at Zoom meetings. 
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