
Navigating the Meeting Window 
 
Once you are in your meeting, you will be in the Meeting Window. 
The window is divided into: 

• The Main Content Area [the major portion of the screen]: 
o In the centre will be either the video feed of the person speaking or 

the gallery of participants or a combination of video and icons. It is 
possible that you will see a main video with a bar of participants 
across the top. 

o In the top left corner is a green icon that when selected will show 
the particulars of the current Zoom session. 

o In the top right corner is an icon either depicting four arrow 
pointing in or out. This allows you to display the participants in 
either speaker view [only the speaker occupies the major portion 
of the screen] or Gallery view [everyone is in the Main Content 
Area]. 

• The Bottom Tool Bar with: 
o Mute: this allows you to control your audio output. Ideally, this 

should be in Muted mode. This helps keep the audio traffic 
background noise to a minimum. When you want to unmute to 
speak, simply press and hold the Space Bar. 

o Start Video: turns on/off your video feed. This is helpful if you are 
having the equivalent of a “bad hair day” and want to post a picture 
instead of a video. 

o Invite: this option allows you to invite someone else to the 
meeting. 

o Manage Participants: when initially selected, it will display a list 
of all the current participants. However, along with the list of 
participants, there is a menu that, depending on the initial controls 
[usually at the discretion of the host], will allow the control to: 

§ Mute participants  
§ Disable video 
§ Prevent other participants from sharing their screens 
§ Lock the meeting so that no new participants can enter 

o Share Screen: selecting Screen Share allows you to share either 
your whole desktop or select windows. This will minimize the main 
meeting screen and replace it with the window that you are sharing. 
When done sharing, simply select Stop Share. 

o Chat: this will bring up a list of participants and will allow you to 
communicate with everyone or select individuals by selecting the 
appropriate option from the menu. 

o Record: [This is a host controlled option. If the host has granted 
permission, a participant can record the meeting into a file on 



their computer] Clicking Record starts recording the session. To 
store the recording you need to go to Settings   Recording. 
 


