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Mute your microphone 
 

To help keep background noise to a 
minimum, make sure you mute your 

microphone when you are not speaking. 

Be mindful of  
background noise 

 
When your microphone is not muted, avoid 

activities that could create additional 
noise, such as shuffling papers. 

Using video 
 

If you choose to use a web camera, be sure 
it is in a stable position and focused at eye 

level, if possible. 

Limit distractions 
 

You can make it easier to focus on the 
meeting by turning off notifications, 

closing or minimizing running apps, and 
muting your smartphone. 

Asking questions 
 

Use the ‘chat’ feature to ask questions, 
make comments, or to indicate you’d like 

to unmute to make a comment. 



Attendees have access to these features: 

 

Mute / Unmute: Mute and unmute your microphone. 
Audio Controls (click the ^ arrow next to Mute / Unmute): Allows you to 
change the microphone and speaker that Zoom is currently using on your 
computer, leave computer audio, and access the full audio settings.  

 

 

Tip: Use the following keyboard shortcuts to mute or unmute yourself. 
You can also use push to talk if you want to unmute yourself by 
holding the spacebar. 

• Alt + A  

 

Start Video / Stop Video: Turns your camera on or off. 
Video Controls (click the ^ arrow next to Start Video / Stop Video) 
 

 
 
 

Participants: See who's currently in the meeting.  

 

https://support.zoom.us/hc/en-us/articles/201362623-About-Settings
https://support.zoom.us/hc/en-us/articles/205683899
https://support.zoom.us/hc/en-us/articles/360000510003


You can also access to these options:  

• Rename: Hover over your name, click More, and choose Rename to 
change your screen name displayed to other participants. 

 

• Using in-meeting chat 
The in-meeting chat allows you to send chat messages to other users 
within a meeting. You can send a private message to an individual 
user, or you can send a message to an entire group.  

 
In-meeting chat can be saved by the host. Note: Private messages 
between participants are not viewable by the host. 

 

Zoom Video Tutorials 
If you would like to learn more about Zoom Video Calls, there are a 
number of tutorials that you can access: 
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-
tutorials 
 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
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