
Joining a meeting with  

 

Hi everyone, 

 

A few quick pointers to make the most of the Zoom meeting app. 

 

You will be sent an email with an invite to join the meeting. You can 

join in anytime before the meeting is due to start and will be placed 

inside a waiting room. 

To join the meeting, you will simply need to click on the link inside the 

original invite email: 

 

 



When you click on the link, your computer will start a browser which 

should show a dropdown box asking you to start Zoom. You should 

have downloaded and installed this app prior to the start of the meet. 

Follow the instruction to Start Zoom and you should then see a 

window as below. Note that your screen may not be exactly the same 

as mine…

 

Select the option to join to Join as per the above graphic. This will 

then take you to the next screen below: 

 



In the Join Meeting dialog box, enter the meeting number from the 

invite email. You may also be able to type in your name, but please 

remember to use your correct name, any unknown aliases will not be 

allowed to join the conversation. 

 

The meeting room may be open or you may be held in a waiting room 

if signing in before the meeting is due to start. Once inside the 

meeting room, you will see the next screen: Please note it may take a 

few seconds for your camera and video to start to work. 

 

There are some very handy facets to this meeting software which 

have been marked in red A through to J. 

A: this is your microphone switch. You can turn it on or off by clicking 

on the mic icon. 

B: this is your Camera switch. You can turn it on or off by clicking on 

the video icon. 

C: This is the list of participants in the meeting and is used in the Chat 

window. 



D: this is the Chat window where you can ask questions by type, other 

features explained later. Click this icon to open Chat and then click on 

Participants (Item C) to see other names and send files etc.… 

E: is to share your desktop with the rest of the group, handy if you 

have a chart or something to show others. 

F: is a set of icons within Chat window. You can raise your hand by 

clicking on the blue hand icon, this will notify that you want to make a 

comment if you cannot get into the current chat. 

G: is a list of participants you can chat with individually or make a 

group comment. You can have a private chat with a selected member 

of the chat audience if you wish. 

H: is a Windows box which allows you to place a file in the Chat 

section to share a chart or doc with the rest of the group. 

J: is a type box for you to type a comment for the Chat window which 

can be seen by everyone or by selected members of the group. 


