
To learn more about joining a Zoom Meeting, click on How Do I Join a Meeting. 

You will need to either load the software on a desktop computer or download 
the app on a mobile device or tablet.  The link shared above lists the process for 
different devices.

The Zoom screen looks slightly different depending on the device you are using. 
The placement of the toolbar may be different but the sample on the next page 
details the buttons that you will need to use during the meeting.  

On a mobile device or a tablet, the tool bar will be visible when you first log in and 
then will be hidden to allow you to have more viewing space.  To bring the tool 
bar back in focus tap on the middle of the screen and it will remain visible for a 
few seconds.  Tap on the tool that you want access to when it is visible.  

Joining a Zoom Meeting

https://support.zoom.us/hc/en-us/articles/201362193-How-Do-I-Join-A-Meeting-


On a computer your toolbar will be on the bottom of the screen 
when the meeting initially starts.  When the host is sharing the 
presentation the toolbar will move to the top of the screen.  

Zoom Meeting Toolbar

Click on the up arrow on 
audio settings to select the 
device that you want to use 
to listen and speak with for 
the meeting.  You can also 
test the audio from this menu.

Click on Chat if you want to 
make a Motion during the 
discussion periods. Indicate 
that you want to make a 
motion in Chat Box.

Click on Raise Hand if you 
want to ask a question during 
the Q&A time periods.



To Vote During the Meeting

During the meetings there will be an 
opportunity to vote on various motions
using Zoom polls (example shown).  

You will have the following options 
available to you when you vote.  

• If you are attending on your own, select 
the option that is for 1 vote.  

• If 2 people are using the same computer 
to attend the meeting, please select the 
options that add up to 2 votes.  

• If you choose to skip the vote, click Skip 
Poll at the top of the menu. 



Q & A and Making a Motion

To ask questions during the meeting:
1. Click the Raise Hand icon and the host will call on you in the order hands are raised.  
2. When the host announces you, the box below appears. Click Unmute and speak. After 

speaking, the host will mute you. 

 

 

To bring up a point of order or make a motion, do three things: 
1.  Click  the Chat icon and type what you would like to do. Your message will go to all 
presenters.
2.  Click the Raise Hand icon to alert the host to recognize you. 
3.  Unmute yourself when the box above appears. Once you are done speaking, the host 
will mute you. 
 

If a motion is brought forth and seconded, all hands currently raised will be lowered and 
anyone with a question must click Raise Hand.


