
Overview 
Rotary will be starting virtual meetings for small groups so that we can continue to connect as Rotarians. 
 

Joining a Live Meeting 
Overview 
 
Download Zoom 
Like Skype, Zoom is an application that you download onto your computer, tablet, or smartphone. 
 
Begin by creating an account and downloading the application Click here to begin creating your account. 
Please try to create your account at least 30 minutes before your Zoom class so that we can begin 
classes on time.  
 
You can also download the application via the Outlook Meeting Invite. See the invitation for more 
information. 
 
From the homepage dashboard, you will see a box for your Next Meeting. You will be able to join this 
meeting right from your home screen. To see all of your upcoming meetings, select the Meetings icon on 
your homepage dashboard left navigation menu. The icon looks like a calendar and allows people to 
view, navigate, create, and enter live meetings.  
 
Before you can join a live meeting, you need to create your Zoom account. A Zoom account will be 
automatically created for you the first time you click Join Now or Start Instant Meeting on the Meetings 
page. 

 
Meetings Page Basics 
The default view of the Meetings page will display meetings scheduled for the same day; this is called the 
Today View. This page presents specific details about each scheduled meeting, including the meeting 
title, time, host, invitees, and associated course. Any meetings that are currently in progress or scheduled 
to start within the next 15 minutes will be at the top of the screen with a “Join Meeting” button. Click Join 
Meeting to launch the Zoom application and allow you to join the host and other participants. The Join 
Meeting button appears 15 minutes before the meeting is scheduled to begin. When you are ready to 
join, simply click on this button to launch the Zoom meeting application. While you can join the session 
any time the Join Meeting button is available, we recommend joining 5 minutes before class is scheduled 
to begin. This will allow time to connect your audio and video or to troubleshoot unexpected technology 
issues. 
 
The next 5 meetings will appear under the Upcoming Meetings . Click on the View All link to repopulate 
the page with all future meetings. Below the list of meetings, click the navigation arrows or page numbers 
to view a specific future date. 
 

Connecting Audio 
Upon entering the Zoom meeting room, you will encounter a pop-up window to join the audio conference. 
To connect to the audio conference you need a computer with a microphone and speakers. First, Test 
Computer Mic & Speakers. This will open an audio settings menu and allow you test your computer 
microphone by playing a sound and your speakers by recording your voice. Then, select Join Audio 
Conference by Computer. This method is called voice over internet provider, or VoIP.  
 
While VoIP is recommended and strongly preferred method of audio connection, you are also able to join 
the audio conference via telephone. This is recommended only if you cannot connect to a network for 

https://zoom.us/


VoIP or you have a problem with your computer microphone or speaker that cannot be resolved prior to 
meetings. 
 
Click Phone Call to dial into the audio conference from a landline or cellular telephone. Select the country 
you are calling from in the drop-down flag menu. Dial one of the toll numbers provided. Enter the Meeting 
ID, followed by the # key. Enter your participant ID, followed by the # key. You will then be connected to 
the meeting audio conference. 
 
Once your audio is connected, you will then appear as a participant in the meeting room. You must wear 
a headset or headphones with a microphone in all live meetings. This reduces audio feedback and 
background noise. 
 
To mute/unmute your audio during a meeting, click the microphone icon on the bottom left-hand corner 
of your meeting menu. 
 

Starting Your Video 
For all live meetings, you will need to start your webcam. To start your webcam, click Start Video on the 
bottom-left hand corner of your meeting menu. On occasion, you may need to briefly stop your video to 
use the restroom or attend to an urgent matter. To do so, click Stop Video from the same icon. 
 
 

  



 

Creating and Hosting a Meeting 

Start Instant Meeting 

The Meetings page also makes it easy to host meetings within your own Zoom account. To host a meeting, 
click Start Instant Meeting. This option is especially useful for an unplanned but immediately necessary 
meeting. For example, you and a group assignment member may determine over email that a particular 
issue requires more dynamic and efficient communication.  

 

Once you click on Start Instant Meeting, the Zoom application will launch and allow you to start a meeting 
immediately.  Within Zoom, you can invite others or send them a link to join your Instant Meeting. This link 
will be sent to the invitee’s email address. 

 

 

 



 

Managing Your Meeting and Participants  

As the meeting host, you will be able to control aspects of the Zoom meeting.  Your host controls will 
appear at the bottom of your screen.  

 

● Mute/Unmute: This allows you to mute and unmute your microphone. 
● Start/Stop Video: This allows you to start and stop your own video. 
● Invite: Invite others to join your meeting.  
● Manage Participants: This opens up the Participants window.  
● Share Screen: Click on this to start a screen share.  
● Chat. Displays a group chat visible to all participants.  

You can promote a participant to host or co-host by selecting Manage Participants. This opens the 
Participants window to display all members of the meeting.  

Hover over a participant’s name and click More to see all options. Select Make Host or Make Co-Host.  

 

 

 

 

https://support.zoom.us/hc/en-us/articles/201362183-How-Do-I-Invite-Others-To-Join-a-Meeting-
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-


 

Share Your Screen and Content  

As the host, you may share your screen with meeting participants. Click Share Screen at the bottom of the 
Zoom meeting window. Next, select from available options such as a specific desktop (if you are using a 
dual screen) or individual application. Participants may share their screens as well.  

When you are sharing your screening, the meeting controls will move into a menu that you can drag 
around your screen. To stop sharing your screen, click Stop Share. To open a second screen share 
window, click New Share.  

 

 

End Meeting 

When the session is complete or you alone have to leave, click on End Meeting in the bottom right-hand 
corner. This will give you a menu prompt to End Meeting for All or to Leave Meeting by yourself. Ending 
the Meeting for All will shutdown video and audio for everyone.   

   



Troubleshooting and Etiquette 
Audio Troubleshooting 

 Use a headset or earbud style headphones at all times. Do not use your computer speakers 
without a headset as this can cause static and/or an echo for other people in the room. If you 
need help finding a headset that will work with your phone, please contact Student Success to 
help you find one. 

 Click the phone icon on the menu bar in the bottom left hand corner to Mute audio. To unmute, 
unclick the phone icon again. 

 If there is feedback in the session, check to make sure you are not dialed in and on the computer 
audio at the same time. Additionally, you should always test your computer microphone and 
speakers before joining a meeting. 

Video Troubleshooting 
 Always use a wired Internet connection and test your computer video and audio before joining a 

session. If your video is not working, please follow these next steps. 

 Make sure all other programs that utilize the camera are not using the camera and or are closed. 

 Restart your computer. 

 Uninstall the Zoom application and reinstall the latest version. 

 Reach out to Student Success Technical Assistance if you continue to have challenges. 

 For video best practices, set up the camera so light is in front of you and at an angle to show your 
face. 

 Shut off all other programs that could be running on your computer. Turn off other devices that 
could be using your Internet connection, such as wireless printers and other computers. 

 Get in the habit of running a system check (refer to the module “Navigating the Online Campus”) 
prior to your first meeting for the week to ensure you have an up-to-date browser. For Zoom, 
check for updates on a monthly basis. It is also recommended that you reboot your computer on 
a regular basis as this will also ensure your computer is up-to-date and should minimize issues. 

Etiquette 
 Make sure you are in a quiet place for class. People moving around and noises in the background 

are a distraction for others as well as for you. 

 Remember that even though you may be at home during your live meetings, people in the room 
can see everything you are doing. Eating dinner while in class can be distracting to other people 
in the room. 

 Make sure you allow yourself enough time to connect to the live session, both audio and video, 
so class can start on time and others are not waiting for you to get connected. 

 Remove distractions like social media or texting during live meetings so you can be fully present 
with your professor and classmates. 

 


