
“Zoom 101 Workshop”



The following slides will give you a whistle-stop tour on the Basics of using 
Zoom. The majority of the content is from a Host perspective. These 

Zoom features will also be available to you if you’re made a Co-Host of 
the meeting. Some features may not be available if you’re using a free 

Zoom Account or if you are a participant in a meeting.



How to Schedule a Zoom Meeting (in Browser)

First, you’ll need to sign in to your Zoom Account.

Once logged in, click the ‘My Account’ button in the top right corner.

Then, click on the ‘Schedule A Meeting’ 
button along the top bar.



How to Schedule a Zoom Meeting (in Browser)

Remember to scroll down and press the ‘Save’ Button.

You can change the name of the meeting here.

Make sure to set it for the right time!

Select this box if you’d like to schedule a recurring meeting. 
(See next slide)



How to Set up a Recurring Meeting

You can set the end date, so 
when you’d like the recurring 
meeting to end. (You can edit 
this at a later date)

You can also set the end date after ‘X’ occurrences 
e.g after 7 meetings.

Make sure that recurrence is 
set to “Weekly”. (The default 
setting is Daily!)



Sharing the Meeting Invitation (V1)

Press the blue text link that says ‘Copy Invitation’

It will bring up a text box that 
looks like this:

Click the ‘Copy Meeting Invitation’ Button. You can then 
paste this into an email.



How to Start a Zoom Meeting (In Browser)

Once logged in, click the ‘My Account’ button in the top right corner.

On the left hand side of your page, select the ‘Meetings’ Tab

Hover your mouse 
over the meeting 
(the text will turn 
Blue) and select the 
‘Start’ Button.



Scheduling a Meeting (V2)

Use this button to 
Schedule a Meeting

You can change the name of the meeting here.

Select this box if you’d like to schedule a recurring meeting.

Make sure 
to set it for 
the right 
time!

Don’t forget to press the save button!



How to Set up a Recurring Meeting

You can set the end date, so 
when you’d like the recurring 
meeting to end. (You can edit 
this at a later date)

You can also set the end date after ‘X’ occurrences 
e.g after 7 meetings.

Make sure that recurrence is 
set to “Weekly”. (The default 
setting is Daily!)



Sharing the Meeting Invitation (V2)

Press the button 
with three little dots.

By copying the 
invitation you 
will be able to 
paste it into an 
email to share.

If you want to 
make any 
changes use 
the edit button.



Starting a Meeting (V2)

When you’d like to begin the 
meeting, press the blue start 
button (this can be done before 
the scheduled start time)



How to Join Computer Audio/Unmute

Use this button to mute/unmute. If you’re on 
mute there will be a red line through the symbol. If there’s no red symbol next to 

your name, you’re off mute.



How to Start Video

Me (Mrs Pig)

If your video is 
off, you will 
have a blank 
square with 
your name 
written on it.

Use this 
button to 
start/stop 
your video. 
If your video 
is off there 
will be a red 
line through 
as pictured.



How to change to Gallery View from Speaker View 

Click this button in the top 
right hand corner and select 
gallery view. This will bring 
up all participants on the 
screen at once. 



Full Screen Mode

To enter / exit full 
screen mode you 
can double click 
the screen.

You can also select the ‘View’ button in 
the top right corner of the screen and 
select ‘FullScreen’ or ‘Exit Fullscreen’



How to Access the Meeting Details once in the meeting
At the top left hand corner of the screen there is 
a tiny green shield-like Icon

By clicking on this button you 
will be able to access the 
meeting details.



How to send a message to people in the Waiting Room
Click on the participants icon (the one with the people symbol)

Participants in the 
waiting room will 
appear at the top. 
Click the blue 
‘Message’ button.

This will open up the chat below.

Begin typing you’re 
message in the box 
that reads ‘type 
message here’. 

The message 
you’ve sent will 
appear in the chat 
once you press 
the enter key.



How to let someone into the Meeting
Click on the participants icon (the one with the people symbol)

Participants in the 
waiting room will 
appear at the top. 

By Clicking the blue 
‘Admit All’ button you will 
let all of the people in 
the waiting room at once

If you’d like to let other leaders in one 
at a time, hover over their name and 
click the blue ‘ADMIT’ button.



How to Mute All Participants

Click on the participants 
icon (the one with the 
people symbol)

At the very 
bottom there 
is a mute all 
button. This 
will mute 
everyone 
except you!



How to make someone a Co-Host
Hover over the participant and click the “...” 
button in the top right hand corner. Hover 
down to the ‘Make Co-Host’ option.

Select ‘Make Co-Host. 
It will ask you to 
confirm your choice.



How to Rename a Participant

Hover over the participant and click the “...” button in the top 
right hand corner. Hover down to the ‘Make Co-Host’ option.

Type in their name and press 
the blue ‘OK’ button.



How to Unmute/ Ask a Participant to Unmute 

Hover over the 
participant and click 
the blue “Ask to 
Unmute” button in the 
right hand corner.



How to Mute a Participant

Hover over the participant and click the blue “Mute” button in the right hand corner.



How to Stop a Participants Video

Hover over the 
participant and click 
the “...” button in the 
top right hand corner. 

Hover down and 
select the ‘Stop 
Video’ option. 



Sending a Message in the Chat 
Click on the chat icon (the one with the message symbol)

If you’d like to 
message 
someone directly, 
click this button 
(it will probably 
read ‘Everyone’.

Choose who 
you’d like to 
send a 
message to. 
(If you’re a 
Host or 
Co-Host th



Chat Settings Click on the chat icon (the one with the message symbol)

Once the chat is 
open click the “...” 
button in the 
bottom right corner. 

The ‘Save Chat’ button 
will automatically save 
the chat to your 
documents.

You can change 
who participants 
can chat with, just 
the host or 
everyone



Reactions

Click on the reactions icon (the one with the smiley face)

If you have a 
question you 
can use the 
‘Raise Hand’ 
Feature



Screen Sharing

Firsty, Click on the share screen icon (the green one)

If you’re going to be playing a 
video, make sure you’ve ticked the 
‘Share Sound’ box. This will allow 
participants to hear the video.

The whiteboard feature will share a 
white Screen that participants can 
annotate over.

Select the tab you would 
like to share. Make sure 
you have this ready. If you 
would like to share 
something else you will 
have to stop sharing and 
reshare.

Press the blue share button when you’re ready to go!



Sharing Computer Sound ONLY
Select the advanced tab when you share your screen.

Select ‘Music or Computer Sound Only’. 
Participants will be able to hear whatever sound 
plays from your device. When you want to stop 
sharing, select the ‘Stop Share’ button.



Annotations/ Drawings
When you share your screen, this tab will appear along the top.

The Annotate button will allow you to draw or clear 
drawings on the screen. If the other Participants are 
unable to draw, press the More button and select 
“Allow Attendee Annotation”

Once you’ve pressed the 
‘Annotate’ button, it will 
open up another tab. To 
clear drawings press the 
‘Clear’ button.

If you’re a participant and you want to 
annotate, press ‘View Options’ next to 
the green tab along the top of the 
screen, and select the annotate 
Button. If this option isn’t available, 
the host needs to allow attendee 
annotation.



Stop Screen Sharing

To stop sharing your screen or sound, press the 
red button along the top that reads ‘STOP SHARE’



How to Spotlight a Participant (for everyone)

Hover over the 
participant and click 
the “...” button in the 
top right hand corner. 

Hover down and 
select the 
‘Spotlight for 
Everyone’ option. 

If you ‘Pin’ a participant, it will only show up on your screen.



Cancelling Spotlight Video (Gallery/ Spotlight View)

When in Gallery View, hover over the 
participant and click the “...” button in the 
top right hand corner. Hover down and 
select the ‘Cancel Spotlight’ Option.

If you’re in Speaker View, press the 
‘Cancel Spotlight’ button in the top left.

Once you’ve spotlighted someone, you can press 
the ‘View’ button to switch back to Gallery View so 
that you can see everyone.



Creating Breakout Rooms
Click on the breakout room icon (the one with 4 Squares)

Decide on the number of 
breakout rooms you would 
like. We’d recommend 
selecting the ‘Assign 
Manually’ option so that you 
ensure you have the correct 
ratio of Adults to Young 
People in each room. 



Assigning Participants to Breakout Rooms
Press the Blue ‘Assign’ Button

Select what participants 
you’d like in each breakout 
room.

Once you’ve assigned 
participants into Breakout 
Rooms and you’re ready to 
go, Click on the blue “Open 
All Rooms” button.



Joining a Breakout Room (As a Host) As a Host, you’ve got to join a 
breakout room manually. Select the 
breakout rooms button and you’ll be 
able to see who is in what room. 
Press the ‘Join’ button and confirm 
your choice (Yes/No) 



Broadcasting a Message to all Breakout Rooms

If you’d like to send a message to everyone in their 
Breakout rooms, you can broadcast a message that 
will appear at the top of their screens.

Type your message in the text 
box and and the Blue 
‘Broadcast’ button to send.



Closing a Breakout Room

Pressing the red 
button will close all 
Breakout Rooms

You can leave the breakout room immediately, or will be 
automatically brought back into the main room after 60 seconds.



Ending a Meeting
Press the red button to end or 
leave the meeting.

It will give you the 
option to end meeting 
for all, or leave the 
meeting and pass the 
Host rights onto 
another Participant.



If you’ve got any questions, don’t hesitate to send us an email.     
We are here to support you!

Alison Docherty-AAC Inclusion
Alison.Docherty@Cardiffandvalescouts.org.uk 

Fran Feehan-Area Youth Commissioner
Fran.Feehan@Cardiffandvalescouts.org.uk   

Kathy Fletcher-Deputy Youth Commissioner Inclusion
Kathy.Fletcher@Cardiffandvalescouts.org.uk 
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