
INTRODUCTION 
TO ZOOM

Welcome to Online Learning



Different devices may show different 
screens. 

Sometimes icons/buttons are in different 
places. 

Features may work on some computers but 
not on others.

Do not panic!         



◦ Sometimes the screen may be obscured by the box showing all 

participants in this session.

◦ Move the curser to the top of the box until a black bar 

appears, hold down left mouse button, then drag to shift them.  

Boxes can be resized by dragging the edge of the box to 

enlarge or minimise. 

◦ Sadly, this does not work on all computers.

Hint…..



We are going to begin 
by looking at some of 
the zoom buttons.

If you cannot see the 
toolbar, try moving 
your cursor around the 
screen until it appears.

The main toolbar is 
often (but not always) 
at the bottom of the 
screen.

Zoom Toolbar



Full Screen

Hover your cursor in the top right hand 
corner there is an option to Enter Full 
Screen.

If you are already in full screen the icon 
changes to Exit Full Screen. 

Next to the Full Screen icon we find Views



Changing the View
◦ Gallery View 

◦ Participants are shown in a grid pattern on 

the screen 

◦ The current speaker is outlined in yellow

◦ This is the best view if you want to be able to 

see all participants

◦ Speaker View

◦ The current speaker fills the screen

◦ Other participants are thumbnail pics 

around the main screen



Microphone and Video

In the bottom left corner of the of the toolbar is an image of a microphone 
and video camera (you may need to move your cursor to make it appear).

When participating in a session, turning off your microphone prevents you 
and your background noises from being heard by everyone else. 

Remember to turn your microphone on if you want to speak.

The video icon turns your picture on and off so the others cannot see you.

Microphone is on                                                 Microphone is off

Video is on                                                 Video is off



Participants 
This button is on the Zoom Toolbar.

Click it to open a box that lists the people in this meeting. 



Chat
When you click Chat it opens a box which allows you to send a message. You can choose 
to send to everyone in the meeting, the presenter or a participant.  

This is great if you have a question to ask or a comment to make.  It is also a good way to let 
the presenter know if you have a problem.

Please understand that Zoom allows people to speak at the same time, when this happens 
discussion is impossible.  

Chat is important to keep discussions happening in a fair and reasonable way.



Reactions are at the end of the Zoom Toolbar.

Use the waving 

hand to attract 

attention if you 

need to make a 

comment or ask 

a question.

Use thumbs up 

for OK.

No thumbs will 

mean not OK.



Opening Other Programs

There are times when you need to move out of Zoom in a learning 

session.  If you can see the toolbar this is easy (see below*).

- Minimises the screen,             Expands the screen     X Closes the whole program

So you can see other toolbars                                                You will need to log into Zoom again

Once Zoom is minimised you can open other programs or use 

the internet.

*If you are in Full Screen you cannot see 
the toolbar…. 
Exit full screen first
This will show the tool bar at the top of the 
screen.



To go back to Zoom

If you have been working on another program look for this icon 

in the task bar at the bottom of your screen.

Click it to go back to your Zoom session.



Screen Sharing

◦ Click the Share Screen button located in your 

meeting tool bar.

◦ Select the screen you want to share. You can 

also choose an individual application that is 

already open on your computer, the desktop, 

or a whiteboard.

◦ Click Share Screen.

◦ Zoom will automatically switch to full screen to 

optimize the shared screen view and you will 

no longer be able to see the participants.

◦ Click Stop Share to return to normal screen 

To see 

participants 

during screen 

sharing,  untick 

this box

To have 

sound, if 

showing a 

video, click 

here



Ending the Zoom Session

◦ The Host must end the Zoom meeting by clicking End the Meeting for 

everyone. 

◦ If you need to leave early, as a courtesy, please send the presenter a note 

using Chat to let them know you are leaving, then click the Leave Meeting 
button.


