
Area 61 (WI and UP) Zoom Help Guide 
This guide covers basic zoom tasks and is broken down by device type. 

Windows Computer 

Main Screen 

 

If you do not see the bottom bar, you may need to move your mouse to make it appear. 

1. Use this button to mute or unmute yourself. You are muted when the red line is through the 

microphone. 

2. Use this button to access the participants list. 

3. Use this button to access the chat. 

4. Use this button to access raise hand. 



Exit Full Screen 

 

When a presenter is sharing their screen, you will often automatically be put into full screen mode by 

Zoom. To exit this, go up to the top to “View Options” and select “Exit Full Screen”. 

  



Rename 

 

Open the participants list (see Main Screen). Hover over your name (at the top of participants) until you 

see the more button and click on it.  

 

Click on the rename option and update your name. 

  



Chat 

 

Open the chat (see Main Screen). Type your message in the box in the lower right-hand corner and send. 



Apple Computer (Mac) 

Main Screen 

 

If you do not see the bottom bar, you may need to move your mouse to make it appear. 

1. Use this button to mute or unmute yourself. You are muted when the red line is through the 

microphone. 

2. Use this button to access the participants list. 

3. Use this button to access the chat. 

4. Use this button to access raise hand. 



Exit Full Screen 

 

When a presenter is sharing their screen, you will often automatically be put into full screen mode by 

Zoom. To exit this, go up to the top to “View Options” and select “Exit Full Screen”. 

  



Rename 

 

Open the participants list (see Main Screen). Hover over your name (at the top of participants) until you 

see the more button and click on it.  

 

Click on the rename option and update your name. 



Raise Hand 

 

Open the participants list (see Main Screen). Select raise hand. 

Chat 

 

Open the chat (see Main Screen). Type your message in the box in the lower right-hand corner and send. 



iPad 

Main Screen 

 

If you do not see the top bar, you may need to tap the screen to make it appear. 

1. Use this button to mute or unmute yourself. You are muted when the red line is through the 

microphone. 

2. Use this button to access the participants list. 

3. Use this button to access additional features. 

  



Rename 

 

Tap the participants button (see Main Screen). Tap on your name and then tap on Rename and update 

your name. 



Raise Hand 

 

Tap on More (see Main Screen). Tap raise hand. 



Chat 

 

Tap on More (see Main Screen). Tap chat, type your message, and send. 



iPhone 

Main Screen 

 

If you do not see the bottom bar, you may need to tap the screen to make it appear. 

1. Use this button to mute or unmute yourself. You are muted when the red line is through the 

microphone. 

2. Use this button to access the participants list. 

3. Use this button to access additional features. 



Rename 

 

Tap the participants button (see Main Screen). Tap on your name then tap on Rename and update your 

name. 



Raise Hand 

 

Tap on More (see Main Screen). Tap raise hand. 



Chat 

 

Tap on More (see Main Screen). Tap chat, type your message, and send. 



Android Phone 

Main Screen 

 

If you do not see the bottom bar, you may need to tap the screen to make it appear. 

1. Use this button to mute or unmute yourself. You are muted when the red line is through the 

microphone. 

2. Use this button to access the participants list. 

3. Use this button to access additional features. 



Rename 

 

Tap the participants button (see Main Screen). Tap on your name then tap on Rename and update your 

name. 



Raise Hand 

 

Tap on More (see Main Screen). Tap raise hand. 



Chat 

 

Tap on More (see Main Screen). Tap chat, type your message, and send. 


