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A simple guide through Zoom 
during the Workshop



Audio settings

• When you join the session,

will ask you to choose one

audio option.

• Select “Join with Computer

Audio” button



Audio settings

• At the left bottom corner you

can mute/unmute your mic

If your speaker/earphones or mic

doesn’t work, try to select “Same as

System” options in the audio

settings that you will find in the

chevron arrow next to mic icon



Video setAtings

Here you can turn on/off your

webcam.

If your webcam doesn’t work,

check if its available in the video

settings that you will find clicking

in the chevron arrow next to

video icon.

Also, you can blur your

background or choose a virtual

background if you want.



Video settings

Then you can choose from the

virtual backgrounds available.

If you prepared a special background

for the event or your organisation

has one, you can add it clicking in

the white cross icon at the upper

right corner, and select it from the

file explorer

To change your background, just

click in the option in video

settings (previous slide)



How to rename yourself?

Click the “Participants Icon"

A list with participants will appear

at the right side.

Don’t forget to rename yourself, this is important and helpful 

for the organisers in case that you need assistance.

Click in the icon and the “rename”

button will appear.

• Your name will be the first at

the top of the list.

• Move the pointer over your

name and a settings icon

(three dots) will appear at the

right.



How to join a group?

If you can’t see the Breakout

Room, click in “More” icon and

then you will find the “Join

Breakout Room” option

When the Breakouts Rooms are

ready, a pop up will appear.

You need to click in the “Breakout

Room” icon



How to join a group?

• A window will appear with all

the groups available

• Choose the group that you

were told to, or the one that

you want.

Repeat this  process if you lose connection and need to join the 

session and your group again.



Video settings

Click in the “interpretation” icon

and choose the language of your

preference.


