
ZOOM Instructions 

Downloading the Zoom app 

Before joining a Zoom meeting on a computer or mobile device (tablet or smart phone), you can 
download the free Zoom app from our Download Center. (If you “control click” on this link it will 
take you to the address to download the Zoom app.)  Or you can go to 
https://zoom.us/download.  Note that if using a mobile device, not all the features of the Zoom 
app will function as they will on a computer. 

You can also join a test meeting to familiarize yourself with Zoom. 

Joining the Meeting 

If you get an invitation through an email, you can just “click” on the link and it will take you to 
the meeting.  It will be necessary for you to “join using audio/video” from your device.  If you do 
not already have the Zoom app downloaded, you will be prompted to download the app for you 
to join. 

If you already have Zoom downloaded onto your computer, you'll see a prompt that asks if it's 

OK for your device to open Zoom. Click Open or Allow (the question may be worded differently 

depending on your device). 

 

• Each meeting has a unique meeting ID and password that will be required to join a Zoom 
meeting.  You may be asked to insert these, though the direct link in your email invitation 
should bypass them and take you directly to the meeting. 

• If you are joining via telephone, you will need the teleconferencing number provided in the 
invitation. 

The Waiting Room 

Once you’ve joined, you will be sent to a “waiting room” and the host of the meeting will admit 

you into the meeting. 

Viewing Participants 

Once you are in the meeting, you will see all the participants that have “joined” the meeting.  
There are two different views – look on your device (usually up in the left hand corner or down in 
the lower section) for a symbol that looks like this… 

    

https://zoom.us/download
https://zoom.us/download
https://zoom.us/test
https://is-tracking-link-api-prod.appspot.com/api/v1/click/5650784830881792/6485262250278912
https://support.zoom.us/hc/en-us/articles/201362373-What-is-a-Meeting-ID-
http://zoom.us/zoomconference


Gallery view is where you can see all the participants’ “little boxes.”  It might have their live 
view faces, or it might just have their initials if they don’t have their cameras on. 

Speaker view is giving you the view of whoever is speaking at the moment.  However, in 
“gallery view” you can tell who is speaking because their “little box” will be lit up around the 
outside of it when they talk. 
 
If you cannot see all of the participants, they may be on another page which you can get to by 
either clicking on the arrow that is on your screen on the right side, or if you are on your phone, 
there will be three dots at the bottom that look like this  . . .  
(Click on those dots to see other screens on your phone.) 
 

Other Information You Will See 

  
The other information you will see on your screen, either at the top or on the bottom, will look 
like this… 

 

Starting from the left, the “Mute” icon is important. This means your 
microphone is not on and we cannot hear you.  Most of the meeting will be in 
this mode.  Otherwise we will have a lot of garbled sounds because of the 
delay in response through our systems. 

If you do not want the participants to see you, you need to click on the 
“Video” button next to the mute button.  This means we will only see your 
initials and not your live view. And of course, if you wish for us to see you, 
click on that button to show the video from your screen. 

If you would like to “Chat” (type a message) with someone, or everyone, you can 
use this button.  When you click on it, you can choose whether to say something to 
the whole group or if you use the “drop down arrow” you can chat with individual 
members.  Whenever someone has typed in the “chat room” you will see numbers 
next to the chat button on your screen, showing that someone has “chatted”. 

This button… shows how many participants are “in the house”. 

 

And this button…is where you can give a “thumbs up” that you either agree or 

understand, or you can “clap your hands” for fun!   

And lastly, this button…is how you leave the meeting.  Yours will probably say 
“Leave Meeting” while this one says “End Meeting” because it is the one 
that’s on the “host’s” screen. 

If you have any questions, or if you find that you need assistance, either before or during the 
meeting, please contact GDHA board members Lynn Tedford at (817/454-0666) or Thomas 
Williams at (817/441-8329). 


