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Sydney U3A: Notes for Zoom Meeting Participants 
Sydney U3A Zoom Courses 

Sydney U3A is offering selected courses online via 
Zoom during the movement restrictions imposed to 
counter the  COVID-19 Coronavirus.  

Hundreds of millions of people of all ages successfully 
use Zoom every day.  

Dive in. You’ll quickly be comfortable communicating 
with friends and family, and participating in courses. 

Easy to Use 
Zoom is very easy for participants to use.  
This document outlines participant actions. 

Meeting hosts also find it quite easy. Another 
document will outline actions that hosts need to do. 

Don’t be daunted by these two pages of notes.  
It’s easier to join and participate in a Zoom session than 
you might imagine. 

 

Quickly Join A Meeting 
Later in this document is advice on preparing your 
device, choosing where to sit, and other useful 
information. If everything is ready, and you just 
want to join a meeting: read this section.  

Install Zoom 
Install Zoom on your device, as detailed on the next 
page.  

Meeting Invitation 
The meeting host creates a meeting, and sends an 
email to all participants that contains a a link, plus a 
Meeting ID and Password. 

Connect to a Zoom session 
Connect to Zoom Meeting via the Link 

Just double click on the link in the invitation. This 
usually joins the meeting. Sometimes it doesn’t work 
– in which case, use the Meeting ID and Password 

Connect to the Zoom Meeting via the Meeting ID 
and Password 

• The Meeting ID is a 10 digit number in the 
format nnn nnn nnnn 
The Meeting Password 
The host chooses the meeting password. 

• Start the Zoom app on your computer, tablet, 
or phone. 

• Click the Join button. 
Then, in the Join Meeting window  
• Enter the Meeting ID 
• Type in your name.  

This is displayed during the meeting, and 
lets the host and participants recognise 
each other 

• Leave unchecked the two boxes for Don't 
Connect To Audio and Turn Off My Video 

• Click on another Join button 
• In the next window, enter the password. 
• The Zoom window should now open 

Mute Your Microphone 
Mute your microphone immediately after joining a 
meeting. Unmute briefly when you talk. 

Be Prepared 
Choose your device 

Zoom can run on any of the following: 

• Computer. 
Zoom has software for both Windows and Mac on 
the Zoom website at Zoom.us 

• Tablet 
Zoom has apps for iPad and for Android tablets on 
Apple’s App Store or the Google Play Store. 

• Phone 
Zoom has apps for iPhone on Apple’s App Store 
and for Android phones on the Google Play Store. 
Phones are OK for discussion groups, however 
their screens are very small if a presenter is 
showing a PowerPoint presentation or photos. 

Note: Your will need speakers to hear the 
presentation, and a microphone to speak. 
They are built into many newer devices. 
Older computers may not have either. 
A headset, with earphones and a microphone, 
is very useful whether or not your computer 
has speakers and a microphone.  

Note: With so many different types of phones and 
tablets, it’s not possible for us to nominate the 
exact location of every button or other control. 
This guide mentions buttons and controls for 
the computer version of Zoom. Phones and 
tablets will have similar functions, though their 
controls may not be in exactly the same place.  

Install Zoom Early 
Install the Zoom software on your chosen device at 
least a day or so before the first meeting.  

This will give you a chance to check that it works OK. 

What Zoom Plan – Free or Paid 
If you are a participant, use the Free plan.  
This can be used by all participants free of charge to 
them. 

Paid plans are only needed by the host of meetings 
that are longer than 40 minutes. 
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Sound Check 
Before every session, check that your speakers and 
microphone (or headset) are working. Play some music 
to check the speakers or headphones. Use the Zoom 
microphone test function. Remember – even if they 
worked before, the settings may have been changed. 

Choose Somewhere to Sit 
Sydney U3A sessions on Zoom will last quite a long 
while. We expect they could be anything from half an 
hour to about an hour and a half.  

Choose a comfortable place where you won’t disturb, 
or be disturbed by, others 

Camera View 
The camera in your computer/phone/tablet will usually 
be on during the meeting.  

Make sure there’s nothing private behind you that the 
camera can see. 

Physically Support Your Device 
• Computer 

Laptops work well on desk or lap.  
Desktops: on a desk or table, of course! 

• Tablet 
Prop tablets on a table or lap. 

• Phones 
Holding in your hand is not great: your arm will 
get very tired after a few minutes. 
 

A good trick: find a sturdy case for glasses or sun 
glasses, open it and put it on a desk or table. 
Then place the phone on its side in the case.  
The glasses case will hold the phone at a good 
angle. 

Headphones and Headsets 
• If you are just listening to a course, headphones 

and headsets are optional. 
They can make it easier to hear a presentation, 
particularly if you have background noise 
wherever you are. 

• A headset with a microphone is really important if 
you need to speak for more than a few seconds.  
Using the built-in microphone in computers, 
tablets and phones gives really poor sound that 
the listeners find hard to understand.  

Dedicated headsets are great, but even the 
earbuds with a microphone in the cord are a great 
improvement. They come with many 
smartphones. 

Leave the Meeting 
• To leave the meeting, click the "Leave Meeting" at 

the bottom right of the computer window. There 
is a similar function for phones and tablets. 

In a Zoom Session 
Mute Your Microphone 

Zoom switches the video to whichever participant is 
making a noise or speaking.  Unfortunate background 
noise is distracting to everyone.  

Please mute your microphone unless you are actually 
talking.  

• At the bottom left of the screen on computers are 
two little symbols that look like a microphone and 
a movie camera.  

• As soon as you enter the meeting, click on the 
microphone symbol to mute your microphone.  

• A red slash shows that the mike is muted. 
• To temporarily unmute the mike during a 

meeting, simply press the space bar and hold it 
down while you speak.  
Release the spacebar to mute the mike again. 

Active Speaker View or Gallery View 
Zoom normally opens with the video from one person 
taking up most of the window. This is the Zoom Active 
Speaker View. It switches to whoever is speaking. 

 
A film strip at the top shows thumbnail images of 
yourself plus other participants. 

• Scroll the film strip left and right to see other 
participants 

• To see thumbnails of all participants, click on 
"Gallery View" at the top right of the Zoom 
window 

 


