
Zoom 101
for Bard LLI



This document covers how to…
• Be heard, or not heard
• Be seen, or not seen
• Know who is talking
• Enlarge your view of the presenter
• See who else is here
• Raise your hand to ask a question
• Message/chat
• Leave
• Get more help



Getting in



PC or MAC iPAD or TABLET

Click the microphone to “mute” yourself.
(Avoid the little arrow to the right of it)

“Mute” yourself so others can’t hear you

2 Tap the headphones to “mute” yourself

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Click the microphone again. 
(Avoid the little arrow to the right of it)

“Unmute” yourself so everyone can hear you

2 Tap the headphones again

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Hide yourself so others can’t see you

2 Tap the video camera to hide yourself

Click the video camera to hide yourself.
(Avoid the little arrow to the right of it)

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Un-hide yourself so everyone can see you

Click the video camera again.
(Avoid the little arrow to the right of it)

2 Tap the video camera again

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Know who is talking

Green outline around speakerYellow outline around speaker



PC or MAC iPAD or TABLET

Enlarge your view of the presenter

Oops! If you click on      to the right of ”Speaker View,” the 
whole Zoom window will expand to fill your entire screen. 
This can be confusing if you do it by accident!
If this happens, to go back to the normal view, press the 
Esc key on your keyboard.

Click “    Speaker View” 2 Tap “Switch to Active Speaker”

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Switch back to the “Brady Bunch”

Oops! If you click on      to the right of ”View,” the whole 
Zoom window will expand to fill your entire screen. 
This can be confusing if you do it by accident!
If this happens, to go back to the normal view, press the 
Esc key on your keyboard.

Click “    View” 2 Tap “Switch to Gallery View”

1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

See who else is here

1 Tap anywhere to 
bring up the menu

2 Tap the Participants icon

1 Click the Participants icon

2 The Participants panel will appear

3 The Participants 
panel will appear



PC or MAC iPAD or TABLET

Raise your hand to ask a question

1 Tap anywhere to 
bring up the menu

2 Tap the Participants icon

1 If necessary, click the Participants icon

2 Click to raise your hand

3 Tap to raise 
your hand



PC or MAC iPAD or TABLET

Message or chat

1 If necessary, click the Chat icon

2 Tap the More icon

3 Tap “Chat”1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Message or chat

2 Choose who will see the message

3 Type the message here.
Hit the Return key to send it.

4 Choose who will see the message

5 Type the message here, 
then tap “Send”



PC or MAC iPAD or TABLET

Leave

2 Tap the Leave button

Click the Leave button 1 Tap anywhere to 
bring up the menu



PC or MAC iPAD or TABLET

Get help

2 Choose “Host”

3 Type a message here.
Hit the Return key to send it.

2 Choose “Host”

2 Type a message here, 
then tap “Send”

1 Start Chat 1 Start Chat




