
Taking your 
meetings and 

activities online



What we’ll cover before the break

Zoom basic controls e.g. sound
How to take part this afternoon
Introductions as a whole group
Zoom controls
Using the chat box to write messages
Zoom settings and scheduling your meetings

3.10pm - comfort break (15 minutes) 

2pm - start 



What we’ll cover after the break

A quick Zoom poll
How to share your screen
Tips for staying safe in your meetings
Final questions
Next steps

3.25pm – Start of second session

4.30pm – end of training



How to take part today

Mute (turn off your sound) 
unless you are talking
Turn on video (if you can) when 
we are all together talking

Hold onto questions until the end 
of each section of training…



Speaking aids for chat

Want to talk/
Have a question

Direct response 
(to previous)

Clarify



How to take part today

Tap / click on the three dots that 
says More if you’re looking for 
something that’s not obvious

Tap your screen 
lightly to see the 
toolbar if you are 
on a mobile phone



Rename and hide you from yourself

2. ‘Hide self-view’ so 
you don’t have to 
look at yourself 
through the meeting. 
Everyone else can 
still see you if your 
video is turned on.

1. Click on the 3 dots by 
your video to Rename 
yourself. 

Laptop / computer  example



Rename yourself on mobile

Example from an 
Android phone
1. Tap on participants
2. Then on your name
3. Tap on Rename

Apple devices will be similar.



Hide you from yourself on mobile

Example from an iPad 
1. Tap on three dots More
2. Then meeting settings
3. Turn off self view

Android phones are similar 
but it may be called ‘Show my 
Video in Gallery View’



Make sure you…



It’s OK to…



Getting started

Explaining how to take 
part in your meeting 
or activity, including 
video, sound and how 
to move around Zoom

See our guides for how to join 
Zoom

https://superhighways.org.uk/files/index?folder_id=44179149


Changing your sound on desktop

Click on the little arrow by 
your Mute icon to see where 
your microphone and 
speaker sound is coming 
from.

You can also click on audio 
settings to test your sound if 
things aren’t working





Struggling with sound on a mobile

Have you clicked or tapped on 
unmute?

 ‘Call over internet’ to connect your 
audio

Ensure Zoom has access to your 
device's microphone

Try using headphones
Restart your mobile device

https://support.zoom.us/hc/en-us/articles/204484835-My-audio-is-not-working-on-iOS-or-Android


Are you hearing a horrible sound?

When someone uses two devices 
in a meeting, you will need to turn 
off (disconnect) the audio for one 
of the devices.

This example shows a mobile 
phone (android). Find this setting 
by tapping the 3 dots …



Changing your view on desktop

Click on ‘View’ in 
the top right of 
your screen and 
click ‘Gallery’.

This will show every 
person in your 
meeting on one 
screen.



Changing your view on desktop

Click on ‘View’ to 
show ‘Side-by-side 
Gallery’

This is useful when 
someone is sharing 
a screen with you 
but you still want to 
see other people’s 
reactions



Changing your view on desktop

Click on ‘View’ to 
show ‘Side-by-side 
Speaker’

This is useful when 
someone is sharing 
a screen with you 
and you only want to 
see the face of the 
person speaking.



Changing your view on a phone

Usually you will need to 
swipe right. 

You can only see a small 
number of people at any 
one time (usually 4 max 
on one screen).



Checking device settings 

Example 
from an 
iPad



Q & A





Using the 
reactions 
and chat 
functions 
in Zoom



Reactions and raising your hand

From your laptop or computer From your mobile device 



Reactions and raising your hand

Limited reactions and Raise / Lower hand are 
available at all times. There are extras but you must 
enable them in your Account Settings:



Using the chat box

Tell us what Zoom could 
helps you to do.

Or how you might use it? 
Answers using the  chat box



Zoom enhanced chat security
When you set up your own meetings you can decide how 
you want others to communicate



Zoom enhanced chat security

Example 
from an 
Android 
phone



Inviting 
people to 
your 
meeting….



Schedule a meeting - desktop



Schedule a meeting - desktop



Schedule a meeting - desktop



Scheduling a meeting security

These are some 
things you can do 
when scheduling 
your meeting e.g.
enable waiting 

room
mute participants 

on entry



Zoom scheduling security settings

Change your settings to 
control how people 
both join your sessions 
and interact in them.



Schedule a meeting - mobile

Then click on Done



Schedule a meeting - mobile

You can invite people 
straight away to some 
other providers. Tap on 
Invite and this box will 
pop up.

Or give them your 
Meeting ID and passcode



How will you invite people?

Text them the ID number and password
Send a link in a ‘bcc’ email or text
Calendar invitation to email
Zoom registration

Also consider…
Devices people are using to join (maybe ask in 
advance?)



Q & A
Settings DEMO and 
any questions 
about scheduling 
meetings



15 
mins



Quick poll

On a scale of 1-10 (with 
1 being low and 10 being 
high) what is your 
energy level?  



Sharing your 
screen, files 
and maybe 
even video!



https://youtu.be/JMOOG7rWTPg

https://youtu.be/JMOOG7rWTPg


https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen


Sharing video

 Share computer sound!
 Check your sound levels pre-session
 Video ready to start on one screen
 Decide on embedding in your 

presentation
 Stop share and re-start if you make 

a mistake





Sharing your screen from mobile
Be careful with sharing 
‘Screen’! This gives 
access to your device. 
It can be useful but 
make sure you are 
aware of the security 
or confidentiality risks



Enable screen share on your Android phone

Don’t forget, you may need 
to allow Zoom to access 
your device first before 
sharing your screen. Go to 
Settings and Apps

When you try to share Zoom 
may ask for your permission



Example 
from an 
iPhone 
phone

Press the 
home button 
on an iPad 

Enable screen share on your iPhone

https://support.zoom.us/hc/en-us/articles/115005890803-iOS-screen-sharing


In-meeting file transfer
You can only send 

a file to someone 
to download 
straight away if 
you are using a 
laptop or 
computer.

! Not mobile 
phones



In-meeting file transfer
You have to enable File Transfer in your 

Account Settings.



In-meeting file transfer

You can share Word 
documents, PDFs, 
photos and more.

But check that you 
have enabled it in your 
settings

See how on this webpage

https://support.zoom.us/hc/en-us/articles/209605493-In-meeting-file-transfer


Sharing your 
screen 

Practice in 
small breakout 
rooms

20
mins



Zoom breakout 
rooms for 
smaller group 
discussion



Zoom: creating breakout rooms
Click on Breakout Rooms –
sometimes you’ll find this if you 
click on the three dots

Decide if you want to 
randomly assign people 
to a space. Or pick and 
choose from a list 
(manually)



Zoom: creating breakout rooms
Click on Breakout Rooms –
sometimes you’ll find this if you 
click on the three dotsRe-name your rooms

Delete if you created too 
many

Assign individuals to specific 
rooms

Names disappear from the 
tick list as you assign people 
to each room



Zoom: creating breakout rooms

Don’t forget to click on Options 
to set the time for your session 
and a countdown that will be 
broadcast to the group.

When you are ready ‘Open All 
Rooms’.



Q & A



Basic 
security
options



Zoom in-meeting security desktop

Decide who 
can share 
screens

Kick people 
out

Lock the 
space

Ask people to 
re-name



Zoom in-meeting security mobile

You have the same controls 
on mobile devices.

Suspend Participant 
Activities keeps the meeting 
open but stops your 
participants doing anything. 
Useful if people behave 
badly. 
Or you can remove a 
participant



Change your background desktop
You must have downloaded the app for your laptop or PC/Mac. Then sign in to go to your settings

https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background


Zoom – who's in control?

Only Hosts can start the meeting
Only Hosts can set up break out rooms
Only Hosts can assign Co-hosts
Only hosts can create polls
Co-hosts can admit people from the waiting room
Co-hosts can put everyone on Mute 
Co-hosts can start a recording

See more info

https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#:~:text=Co%2Dhosts%3A%20Shares%20most%20of,hosts%20cannot%20start%20a%20meeting.


Digital safeguarding

Activity & audience 
specific

Check out 
the DigiSafe
resource a step-by-
step digital 
safeguarding guide, 
for charities taking 
services online

https://digisafe.thecatalyst.org.uk/


Finally…

Jump in but 
keep it simple. 

Start small 
and have fun.



Check out:

What’s the one thing 
that’s been most 
useful from today?
Or what would you 
like to know more 
about?

10
mins



About Superhighways
Providing tech support to 
the sector for 20 years

 Training
 Support
 Consultancy
 Digital inclusion
 Datawise London

E-news sign up  https://superhighways.org.uk/e-news

https://datawise.london/
https://superhighways.org.uk/e-news


Further resources
Guides on how to take part in Zoom meetings that we developed 
with Mind (useful to explain to others too). They may be a little 
different from what you see but will give you an idea…

Join with a laptop or PC
Join with an Android phone e.g. Samsung
Join with an Apple phone

Guidance on checking audio and video settings on your laptop or PC
Zoom Help Centre and Live Webinars
100% Digital Leeds also have some Zoom guides in different 
languages

https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_a_Zoom_meeting_from_a_laptop_or_PC.pdf
https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_Zoom_via_Android_mobile.pdf
https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_Zoom_via_iOS_mobile.pdf
https://superhighways.org.uk/files/view/guides/troubleshooting-audio-and-video-issues/Troubleshooting_audio_&_video_in_Windows_10.pdf
https://support.zoom.us/hc/en-us
https://support.zoom.us/hc/en-us/articles/360029527911
https://drive.google.com/drive/folders/1EaVbPVOEmBd675QvITHgysh_8HmiaGrB


Need help?

Insert Zoom pic of Kate and I

info@superhighways.org.uk
www.superhighways.org.uk

Thanks for taking part today:

Sorrel Parsons
Kate White
Philippa Leary

mailto:info@superhighways.org.uk
http://www.superhighways.org.uk/

