
Zoom Participants Guide 

 

How to Download Zoom:  
• Go to the download page, and under the title Download Center you will find a number of different 

downloads available. You are only interested in the download directly under the title “Zoom Client for 

Meetings”.  Click the blue Download button and it will download the appropriate client for your 

computer system. Once the download has completed, click the file and the installation will begin. You 

can then select Zoom from the application menu of your computer or from the Zoom application 

shortcut if you chose to have one added to your desktop. 

• This is a link on how to install Zoom on a Mac and it includes helpful video instructions because it is 

slightly different than a Windows 10 machine. 

https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac 

• If you are using a tablet or smartphone, you will need to download the Zoom App from either the 

Google Play Store or the Apple App Store to your device. This is very simple and easy to do.  The Zoom 

download center also has links to both app stores.  

How to Join a Meeting? 
• Via the Zoom app on your computer, laptop, tablet, or smartphone. You can login to your Zoom and 

connect using the meeting ID information sent to you from the Area after registering for the Assembly.  

Only members who register will receive the necessary meeting information. 

• Through a link via the Area email invitation. Each member who registers for the Assembly will receive an 

email from the Area regarding the Assembly Zoom meeting information and all the necessary links.  

Therefore, it is very important to use a working email address when you register. 

• Through the zoom.us website using your favorite web browser. You will need to have the meeting ID 

information provided via email from the Area to complete your login using this method. The link to the 

website is https://zoom.us/  

Once at the website you should select “Join A Meeting” from the top right side of the window. The next 

screen will prompt you for the meeting ID.  Once you have entered the information press the blue JOIN 

button.  A new window will then prompt you to click “Open Zoom Meetings” and it will then prompt you 

for the meeting password. Once you have entered the information click the “Join Meeting” button, and 

it will do the rest.  

• Via telephone dial in. There will be telephone dial in information provided in the Assembly meeting 

information from the Area.  We highly encourage all voting members (DCM/GSR and their alternates) to 

please use one of the three methods listed above to be able to fully participate in the Area Assembly.  

To get connected, dial the phone number provided, when prompted enter the meeting ID and the 

password for the meeting.  

There is more detailed information at https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-

meeting.  However you choose to join the meeting, you will be put into the Assembly waiting room and 

one of the Ushers will take care of you from there. 

https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
https://zoom.us/
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting


Information for the Zoom Application  
 

Attendee Controls During the Meeting 

Rather than going through each of the controls (mute, stop video, participants, chat, reactions, raise hand, etc) I 

thought it would be easier to take you directly to the website and you can select the type of device you are 

going to use from the list.  This will walk you through how to rename yourself and many other functions. There 

are functions that will not be available (recording, screen sharing) and you will also have one to be able to select 

the audio channel that you need (English/Spanish) 

https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting 

 

Use gallery mode, speaker mode and two-window mode 

Many, but not all know that Zoom offers two main modes, a "gallery mode" (which shows up to 25, and even 49 

faces) and "active speaker mode" which shows the current speaker filling your window.   They are both useful, 

and in an interactive session, you will want to regularly switch between them to both get a sense of the group as 

a group, and then to get that higher quality image of the person speaking. 

Go into Zoom settings, and on the "General" tab check the box "Use dual monitors."  When you enter or start a 

Zoom meeting it will create two windows — initially on two monitors — but you can move and resize them to 

put them on your main screen if you desire.   One will show the Gallery view and the other will show the speaker 

view, or if you use the "pin video" function it will show you a higher quality video of whoever you pin. (Only one 

of them will show your Zoom meeting controls when you move the mouse to the bottom of it.) 

Hide non-video participants 

Another useful trick is to go into Zoom settings and check "Hide non-video participants."   This will remove 

those who are not showing video.   Zoom will show you either 25 people in the gallery, or 5 on top of the 

speaker, and you would prefer those all be people be ones with something to see, who are fully engaged in the 

meeting, not just names or icons.   It still tells you the name of a non-video speaker at the top of the screen 

when one talks.  You can also go to that box at the top and ask it to show you the non-video people again, 

 

Creating Your Assembly “Homespace” 
 
We encourage you to select a “homespace” that is away from distraction, that is comfortable for you and has 

good lighting. By selecting somewhere private with little distraction it will also help to ensure that you are doing 

what you can to protect the anonymity/privacy of others during our virtual assembly.  

 

We also suggest that if possible, you use a laptop, computer, or tablet.  We believe that it is much easier to see 

all the information that is being presented and that these devices allow you to be able to fully participate in the 

Assembly. While connecting via a smartphone or through dialing in allows you to participate, it does not allow 

for the full experience that is the assembly. 

https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting


We encourage you to test your technology – make sure that your internet connection is sufficient to allow you 

to connect to Zoom. When setting up your workspace, raise your webcam to eye-level so that you are looking 

the camera in the eye (you will thank us later for this suggestion). It is important to be aware of whatever you 

have behind you is visible to the other participants.  

We would like everyone to use a good headset with a microphone if possible. If you do not have a headset, we 

ask that you make sure to test your device in Zoom with the audio tests for microphone and speakers. The 

reason that we suggest the use of a headset is to improve your ability to be heard when speaking, to hear others 

completely, and to improve privacy/anonymity.  

Assembly Day Reminders 
 

• Dress comfortably, you will be sitting for long periods.   

• Stretch often – this can be done easily while seated and take time during breaks to move around. 

• When you are taking a break from your computer/tablet/phone – turn off your video before moving 

around or standing up from your workspace.  It is distracting to have someone walking around with their 

video on and it can sometimes lead to unintended consequences.  

• If you need to step away and the body is voting, let one of the Ushers know so that they can make your 

alternate the voting member for your home group or district while you are away. 

• Chat will be disabled except to talk to the Ushers (host/cohosts) for technical assistance.  

• To seek recognition from the chair of the meeting, raise your (virtual Zoom) hand. 

• Everyone will be muted unless at the “microphone” or presenting.  Attendees will not be able to unmute 

themselves.  
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