
 

A Zoom How-to Guide 

For computer users 

1. Click on the meeting 
invite link sent to you by 
the CAN team. 

 
2.  If you have never used 

Zoom before you will 
need to click “Download 
and run Zoom.” 
 
If you have already 
downloaded Zoom then 
click, “Open Zoom” 

 
3.  You will be asked for a 

password. You can find 
the meeting password in 
the meeting invite.  

 



 

4.  You might see a little box 
like this one show up. 
Once the CAN leader has 
arrived then you will be 
let in! 

 
5.  When you come in you 

might be muted. This 
means you can hear the 
CAN leader, but the CAN 
leader cannot hear you. 

 
6.  When you are invited 

you speak you might see 
a message like this pop 
up. Click the “Unmute 
myself” button. 

 
7.  If people in the group 

cannot hear you then: 
- Try clicking the ^ 

button beside the 
microphone and 
selecting a 
microphone 

If people in the group 
cannot hear you then:  

- Try clicking the ^ 
button beside the 
video icon and 
selecting a 
camera  

  
8. You can mute yourself by 

pressing “Mute” on the 
bottom left of your 
screen. It is a good idea 
to keep yourself on mute  



 

until it is your turn to talk 
or you have something 
to say.  

9.  
 
 
 
 
 

 

You can type in the chat 
box if you need to send a 
message. The button is 
at the bottom of your 
screen. 
 
 
 
 

  
 
 
  

9.  You can choose who you 
want to see in the zoom 
meeting too.  To view all 
members in the meeting 
you can choose “ Gallery 
view”    

10. If you prefer just to see 
the person who is 
currently speaking 
choose “speaker view”  
and zoom will display an 
enlarged view of the 
person currently 
speaking. 

 



 

11. If you want only the 
coach’s screen to stay 
enlarged you can “PIN” 
a screen.  To do this, 
mouse over the screen 
you want to pin, and click 
on the three dots, then 
click on “Pin Video” 

 
10. When the meeting is all 

over you can say 
goodbye to everyone 
and click “Leave 
Meeting” 

 
 

 

For iPad users 



 

1. Download the Zoom Cloud 
Meetings App 

 
2. Open the app and press “Join a 

Meeting” 
 
Enter the meeting ID number 
given to you by CAN, write your 
name and press “Join” 

 
3.  You will be asked for a 

password. You can find the 
meeting password in the 
meeting invite.  

 

https://apps.apple.com/us/app/id546505307
https://apps.apple.com/us/app/id546505307


 

4.  You might see a little box like 
this one show up. Once the CAN 
leader has arrived then you will 
be let in! 

 
5.  When you come in you might be 

muted. This means you can hear 
the CAN leader, but the CAN 
leader cannot hear you. 

 
6.  When you are invited you speak 

you might see a message like 
this pop up. Click the “Unmute 
myself” button. 

 
7. Press “Join with Video” 

 



 

8.  Press “Call using Internet 
Audio” 

 
 

9.  You can mute yourself by 
pressing “Mute” on the bottom 
left of your screen. It is a good 
idea to keep yourself on mute 
until it is your turn to talk or you 
have something to say.  

 
10. If you would like to send a 

message to the group press the 
“More” on the top right hand 
side and press “Chat” 

 



 

11. When the meeting is all over you 
can say goodbye to everyone 
and click “Leave Meeting” 

 

 

 


