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Description

This training will introduce participants to basic to intermediate 
Zoom functions in order to build the foundational skills necessary 
to host, facilitate, and provide technical assistance for any virtual 
meeting, training, and/or conference.



Online Etiquette

We encourage you to:

Leave your video on

Stay muted until you have questions 

Ask questions or post comments via the chat



Zoom Controls
Audio (What people 
will hear from me)

Visual (What people 
will see of ME)

I want to allow/not 
allow participants to 

do something

Who is in this 
meeting?

Let’s talk to 
people! 

(Individuals or the 
whole group)

Visual (What people 
will see on my 
COMPUTER)

Let’s ask the group 
a question(s)!

Make sure you have 
memory space to record 

the meeting!

My participants need 
accommodations or service

Let’s put people in 
smaller groups! 

(Randomized, pre-
assigned, or let them 

pick)

Let’s give 
feedback by 

using emojis! Time to go!



Zoom Controls (Audio/Visual)



Zoom Controls (Visual cont.)



Zoom Controls (Visuals cont.)

Only view the person 
speaking

View multiple people on 
the Zoom call 
(only works on 

laptop/desktops)
This is your view while 
in a meeting, no shared 

screen



Zoom Controls (Security)



Zoom Controls (Participants)

Participants tab opens up on the far right of 
your screen



Zoom Controls (Participants Cont.) 



Zoom Controls (Participants Cont.) 



Zoom Controls (Chat)

Click the chat button and a 
separate window pops up. 

Reminder: 
PAY ATTENTION 
to whom you are 
messaging!

From the ‘to’ menu, you can message 
those in the waiting room, everyone in 

the meeting, or select an individual 
person to private message



Zoom Controls (Chat cont.)

You can share files directly 
through the chat



Zoom Controls (Share Screen)

When you click on the share screen 
button, this menu pops up



Zoom Controls (Share Screen cont.)
Select which 

portion of 
your screen 

or 
application 
you would 

like to share

If you are sharing a video, make sure 
you share the sound from your 

computer

Don’t forget to 
actually share!



Zoom Controls (Share Screen cont.)

Sharing your screen already? 
Here’s your new toolbar!



Zoom Controls (Share Screen cont.)



Zoom Controls (Share Screen cont.)



Zoom Controls (Share Screen Participant View)



Zoom Controls (Share Screen Dual Screen View)



Zoom Controls (Record/Closed Caption/Reactions)

Adding a question opens up a 
separate window tab



Updating Zoom

Adding a question opens up a 
separate window tab



In Zoom App Settings (General/Video)



In Zoom App Settings (Audio)



In Zoom App Settings (Share Screen/Recording)



Backend Setup (Scheduling a Meeting)

After you save and access the meeting again, these 
settings are at the bottom of the details:



Backend Setup (Registration)



Basic Best Practices
Check to see if 

your Zoom 
account needs to 

be updated at 
least once a 

week! 

Update your 
computer and 
browsers at 
least a day 
before the 
training!

Log in early to 
check your 

connection, screen 
share, etc. 

(Preferably with 
another individual to 

confirm your 
connection sounds 

good!)Remember that 
people’s video will 

likely be in the 
upper right corner 
blocking content. 
Adjust your slides 

accordingly.

Share your slides ahead of 
time (if possible). Include the 
instructions for any breakout 

rooms too!

Remember that 
mistakes will 

happen! It’s okay!

Share ”Housekeeping” 
information at the 
beginning of your 

training via chat and 
verbally (e.g., slides 
will be shared at the 

end of today’s 
training)



Thank You!


