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Step-by-Step Manual for Joining a Zoom Meeting

Introduction:

Zoom is a widely used video conferencing tool that enables seamless remote communication
and collaboration. If you have received an invitation to join a Zoom meeting but are unsure
about the process, this comprehensive step-by-step guide will help you effortlessly join the
meeting and make the most of your virtual gathering.

Step 1: Receive the Zoom Meeting Invitation

Look out for an email invitation from the meeting host in your inbox. This email will contain all
the essential details you need to join the Zoom meeting, including the date, time, and a unique
meeting link.

Step 2: Install Zoom Application

If you don't already have the Zoom application installed on your device, don't worry! You can
easily download and install it by visiting the official Zoom website: (https://zoom.us/).

Choose the appropriate version for your operating system (Windows, macQOS, Android, or iOS)
and follow the on-screen instructions to complete the installation.

Step 3: Join the Zoom Meeting

On the scheduled day of the meeting, simply click on the unique meeting link provided in the
email invitation. If you already have the Zoom application installed, the link will automatically
open it. If not, you will be prompted to download and install the Zoom application quickly.

Step 4: Enter Meeting ID and Password (if applicable)

In case you prefer to join the meeting manually rather than using the provided link, you'll need
to enter the Meeting ID and, if required, the Meeting Password. You can find this information in
the email invitation to the Zoom meeting.

Step 5: Choose Audio and Video Settings

Once you successfully join the meeting, Zoom will prompt you to select your audio and video
settings. Depending on your preference, you can join with or without video and audio. Feel free
to mute or unmute your microphone during the meeting as needed.

Step 6: Participate in the Meeting

Congratulations!

You are now an active participant in the Zoom meeting. Familiarize yourself with the on-screen
controls to interact with other participants, share your screen if required, and use the chat
feature to communicate with others.
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How do you ask questions during a Zoom meeting?

The "Raise Hand" feature in Zoom allows participants to virtually indicate that they want to
speak or have a question during a meeting. When you raise your hand, the host and other
participants are notified, and the host can then give you the floor to speak.

Here's a step-by-step guide on how to use the "Raise Hand" feature in Zoom

1. Access the Participants Panel
Once you're in the Zoom meeting, you'll see a toolbar at the bottom of the screen. Click
on the "Participants" button on the toolbar. This will open the Participants panel on the
right side of the screen.

2. Locate the "Raise Hand" Button
In the Participants panel, you will find a list of all participants in the meeting. At the
bottom of the panel, there should be a button labeled "Raise Hand." It appears as a
hand icon.

3. Click "Raise Hand"
To indicate that you want to speak or have a question, simply click on the "Raise Hand"
button. When you do this, your hand icon will appear next to your name in the
Participants panel, indicating that you've raised your hand.

4. Host Notification
When you raise your hand, the meeting host and other participants will be notified. The
host may acknowledge your raised hand and give you an opportunity to speak when it's
appropriate in the meeting.

5. Lowering Your Hand
If you've raised your hand and the host has addressed your question or comment, you
can lower your hand. To do this, click on the "Lower Hand" button, which will replace the
"Raise Hand" button in the Participants panel.

6. Using the "Raise Hand" Button in Gallery View
If the meeting is in Gallery View, you can also raise your hand directly from your video
thumbnail. Hover your mouse over your video thumbnail, and you'll see the "Raise
Hand" button appear. Click on it to raise your hand.

7. Using the "Raise Hand" Button on Mobile Devices
If you're using the Zoom mobile app, you can access the "Raise Hand" feature by tapping
the "Participants"” button at the bottom of the screen. In the Participants list, you'll find
the "Raise Hand" button to indicate that you want to speak.
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Useful Tips

e Ensure a Stable Internet Connection: Before joining the meeting, check that your
internet connection is stable to avoid interruptions during the session.

e Test Audio and Video Settings: To prevent any technical issues, test your audio and video
settings in the Zoom application before the meeting starts.

e Respect Meeting Etiquette: Be mindful of meeting etiquette, such as muting your
microphone when not speaking and minimizing background noise to maintain a
distraction-free environment.

Seek Technical Support if Needed

If you encounter any technical difficulties during the meeting, don't hesitate to use the chat
feature to inform the host or seek assistance from other participants.

By following this clear and straightforward manual, you can confidently join and actively
participate in any Zoom meeting.

Embrace the advantages of remote collaboration and communication with Zoom and make your
virtual PMA gatherings more productive and enjoyable!

In Conclusion

Get ready for an exciting journey full of abundant opportunities for personal growth! During the
PMA Zoom meetings, make sure to absorb the invaluable insights being shared, as they will
empower you to reach new heights and achieve your goals!
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