
  
 

 
 

If you experience issues with Zoom, you may refer to the additional documentation or contact the ITS 

help desk at 909-621-8061 or servicedesk@pomona.edu. Additional documentation is available via 

Pomona College ITS at https://ritg.pomona.edu/resources/instructional-continuity or the Zoom online 

knowledgebase: https://support.zoom.us/home. 

Getting Started 

 
1. A quiet distraction-free location with minimal ambient noise.  

2. An internet-connected computer, laptop, or web-enabled device. Wired connections are preferred 

over wireless, if possible.   

3. Closing email and other active applications will reduce distractions to you and provide the needed 

extra bandwidth for video chat. 

4. Prepare your background. If you have a sunny window directly behind you, close the blind. A clean 

wall or curtain is ideal. 

 

Video: An external webcam or built-in camera on your computer 

• Check your camera angle. Ideally, it should be coming from the middle of the screen or 

even with their eyes. 

 

Audio: You can join a Zoom meeting by using the built-in microphone and speakers of your 

device, by using an external microphone connected to your device or by using landline or cell 

phone.  

 

How to Launch Zoom and Participate in Your Meeting  

 

When you are invited to participate in a Zoom meeting, you'll receive instructions similar to what 

you see below. 

  

Zoom is a cloud-based meeting tool which combines video conferencing,  

online meetings, and mobile collaboration into one platform. Its  

dependable, high-quality and easy to use design have made it so much  

easier for groups around the world to connect and collaborate. 

Zoom Participant Quick Guide 

https://ritg.pomona.edu/resources/instructional-continuity
https://support.zoom.us/home
https://support.zoom.us/home
http://ottawa.zoom.us/


 

1. Click on the link provided 

OR 

2. Go to the Pomona College Zoom web site at PomonaCollege.Zoom.us 

• Click on Join Meeting 

• Enter the nine digit Meeting ID number 

 

Waiting for the Meeting to Begin  
 

You'll be presented with the following or similar screen if the host has not started the meeting at the time 

you join. We recommend that you check your audio settings while waiting for the meeting to start.  

 

Audio Options 
When entering the meeting, you will be prompted to select an audio connection option. Please click 

desired option. 
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The Zoom Menu Bar  
 

The Zoom menu bar appears at the bottom of the Zoom window once the meeting begins. If 

you don't see the menu bar, move your mouse slightly, and the bar will appear. (The bar 

disappears after a few seconds when in full-screen mode.)   

 

1. Mute/unmute your audio (not the audio of the participants) 

2. Stop/start your video (shown here with camera off) 

3. Invite more people to join by email, IM , SMS (mobile users) or meeting ID 

4. View a list of participants 

5. Create and conduct a poll 

6. Share your desktop (everything you have open) or select a specific application to share 

(e.g., Microsoft PowerPoint or Excel) 

7. Send a message to one person (private chat) or to all participants 

8. Record the meeting  

9. Leave or end the video meeting  

 

Switching Between Views (Share Screen and Video)  
 

As a participant, you might be asked to share your desktop or an application. During a meeting, 

you can switch back and forth between sharing your screen and sharing your video as often as 

needed.  



 

2. A window showing all the possible options for you to share displays.  Click on the item you want to 

display and then click "OK": 

 

If you are displaying your screen, switch back to camera only by:  

1. Clicking "Stop Share" from the sharing/annotation menu at the top of the screen: 

 

The view will immediately switch back to showing the webcam videos of the participants.  

Audio And Video Mute and Unmute  
 

During a session, you might be asked to mute your microphone or camera until you have a 

question or comment. Muting audio helps to minimize feedback. Mute your audio or video by 

clicking on the microphone or camera icon located in the lower left-hand corner of the toolbar.   

 

Audio is not muted  Audio is muted  

 

Chat  

  
The chat feature provides the ability to send instant messages during the session. You can 

send a private chat to one person or message all participants. In the event you experience 

issues with your microphone, using the chat feature can serve as an alternative means of 

communication. 

 

If you are in video mode, switch to screen share by:  

1 .  Clicking on “Share”: 

1 .  Click on “Chat” in the lower toolbar: 



2. Type a message and press "Enter" on your keyboard to send. Messages are sent to all 

participants by default. You can message an individual participant via private chat by clicking on 

the drop-down menu, and selecting an individual's name. 

 

 

 

How to Configure the Settings  
 

You can find the Settings prior to entering your meeting or by selecting the arrow next to the 

microphone or camera buttons in the toolbar and selecting settings. 

 

 
 

After clicking Settings, you will have the following options:   

 

 

 

Examples of settings features: 

• Audio: Test, select, and adjust your speakers and microphone 



• Video: Select and test your video camera 

• General: You can select additional preferences, such as how Zoom appears when it is 

launched 

• Feedback: Use this option to send questions, comments, or feedback to Zoom 

• Recording: Here you can browse/open your stored recordings and edit where 

recordings are stored on your computer (all recordings are stored on your local 

device/computer)  

The Zoom Mobile App  
 

The Zoom mobile app is available for both iOS and Android devices.  

• For iOS, search "Zoom" on Apple AppStore or open Safari and enter zoom.us. It will 

direct you to http://itunes.apple.com/us/app/zoom.us-cloud-video-meetings/ 

id546505307. 

• For Android, search "Zoom Meetings" on Google Play. It will direct you to 

https://play.google.com/store/apps/details?id=us.zoom.videomeetings.  

 

http://itunes.apple.com/us/app/zoom.us-cloud-video-meetings/id546505307
http://itunes.apple.com/us/app/zoom.us-cloud-video-meetings/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
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