
 

Zoom How-To Guide 

 

 

 

  

 

 

 

 

 

 



Initial Zoom Invitation Email 

 

 

 

 

 

 

 

 

  

 

 

Read all instructions, then click the 
link to set up your registration. 



Post Registration Email from Zoom 

 
  

 

 

DO NOT use the 
cancel function – this 
will not cancel your 

enrollment. 

Add class to your 
calendar (optional). 

Retain this email 
and join meeting 

when ready. 



Joining the Meeting 

 
 

 

 



Joining the Meeting – Class Not Yet Open 

 
 

 

 

This screen means that the host has 
not yet started the class. You should 
return when the start time is sooner 

(approximately 15-20 minutes 
before class begins). 



Joining the Meeting – Class Is Open 

 
 

 

 

The host will let you in soon 
for an audio/visual check. 

In the meantime, you should 
test your speaker and 

microphone. 



Testing your Speaker and Microphone 

 
 

 

 

You may need to select a different 
speaker/microphone, especially if you 
are using a headset or have external 

speakers. 



Enabling Video 

 
 

 

 

You must join with video. We 
require your camera to be on 

at all times except during 
breaks. 



Enabling Audio 

 
 

 

 

You must join with audio so 
you can interact with the 
instructor and your peers. 



Using your Phone for Audio 

If your device’s audio isn’t working properly 
and the cohost/AV technician’s troubleshooting 

advice isn’t solving the issue, you have the 
option to join using your phone as audio. 



Using your Phone for Audio (continued) 

1. Click the Join Audio button on the bottom left
2. Dial any of the listed phone numbers
3. On your phone, enter Meeting ID, followed by #
4. Enter Participant ID, followed by #



Using your Phone for Audio (continued) 

 
 

 

 

The audio image on the bottom left will look like a phone receiver 
when you have successfully synched your audio. 

Click unmute and speak into your phone when you need to 
speak. Don’t forget to mute again when you’re done! 



Basic Functions 

 
 

 

 

Click Unmute when you would 
like to speak. Remember to mute 

again when you’re done! 

Click Stop Video if you would like 
to turn off your camera during 

breaks. Remember to turn it back 
on once class has resumed! 



Gallery Vs. Speaker View 

 
 

 

 

You can switch between Speaker (shows 
only the person speaking) and Gallery 
(shows all participants) view at the top 
right corner. We recommend Gallery so 
you can see everyone at the same time. 



Changing your Screen Name 

 
  

 

 

1. Click Participants at the bottom navigation bar 
2. Hover over your name 
3. Click More 
4. Select Rename 

Please use both your first and last name for recordkeeping purposes. 



Changing your Background 

 
 

 

 

Select the small arrow on the Stop 
Video button and select Choose 

Virtual Background, Video Filter, or 
Video Settings (recommended if you 

have clutter or distractions behind 
you). 

We recommend using the blurring 
feature or one of Zoom’s built-in 

virtual backgrounds. 



Using the Chat 

 
 

 

 

Click Chat on the bottom navigation bar. 

You can broadcast a message to 
everyone or select a specific person. 

The cohost/instructor may send 
messages with pertinent information 
or questions so be sure to have this 

open! 



Using the Virtual Raise Hand Function 

 
 

 

 

Click Reactions on the bottom 
navigation bar and select: 

Raise Hand 
 



Viewing PowerPoints 

 
 

 

 

This is what you will see when 
the instructor shares their 

screen. 



Viewing PowerPoints (continued) 

 
 

 

 

You may adjust how big/small 
the PowerPoint appears by 
dragging the vertical bar. 



Leave Meeting 

 
 

 

 

Once class is over, you may 
leave the meeting by clicking 
the red Leave button at the 

bottom right. 



 
Trainer-Level Classes Only 

 

OSHA #500, #501, #502, #503, #5600, etc. 

You will be required to give a presentation in these courses. These instructions 
will guide you in sharing your screen and presentation with the class. 

 

 

 
 



Sharing Your Screen 

 
 

 

 

Click Share Screen on the bottom 
navigation bar. 

A window will appear for you to select 
which screen you would like to share. 

You can select your entire screen 
(recommended if you will be switching 

between documents) or a specific 
document (recommended if sharing 

only one document/PowerPoint). 



Sharing your Screen (continued) 

 

 

 

 

 

 

 

 

 

 

 

Don’t forget to click the Share Sound 
button if you plan to play a video or 
have a PowerPoint slide with audio! 



Sharing your Screen (continued) 

 
 

 

 

Your navigation bar will 
move to the top. Click 

the red Stop Share 
button to end sharing. 

You will still be able to see some 
participants (you can see more if 

you have two monitors). 



Sharing your Screen (continued) 

 
 

  

 

Begin your slideshow either by: 

1. Clicking the Slide Show icon on the 
bottom right of the PowerPoint. 



Sharing your Screen (continued) 

 
  

 

 

Or by: 

2. Clicking From Beginning under the 
Slide Show tab at the top navigation 

bar. 



 
Thank you for joining us 

for our Zoom class! 

 

 


