CONNECTING TO A ZOOM MEETING USING MACBOOK AND SAFARI BROWSER (THESE INSTRUCTIONS
ARE BASED ON A COMPUTER SYSTEM THAT HAS A WORKING CAMERA AND MICROPHONE INSTALLED)
STEP 1. Click on the Zoom meeting URL that was provided to you. If you do not having a meeting URL,
please open your default browser and navigate to https://join.zoom.us/ where you will be asked to
enter in the Meeting ID and Password as seen below:

Likewise, you can click the URL which was sent to you for joining the meeting. Below is just an example
of a URL that you will receive for upcoming meetings. ***Please note that a Zoom meeting invite will be
sent out to you regarding the upcoming board meeting.

STEP 2. Upon entering in the meeting ID or clicking on the meeting URL sent to you, you will be
prompted to install a small application on your computer in order for Zoom to run properly. The below
screenshot is the request to install the Zoom application using Google Chrome browser. This request
comes up if you do not have Zoom already installed on your PC / laptop. If nothing starts to download
automatically, you may need to click on the “download & run Zoom”. Once the download is complete,
double click on the file (as seen below) in order to install the application.

STEP 3. Next, you will receive a popup dialogue box asking you to run the install application. Please click
on “Run” in order to complete the installation process.

STEP 4. Next, when connecting to the Zoom meeting, a dialogue box may pop up asking you to choose
an audio conference option. Make sure to select “Join with Computer Audio”.

STEP 5. Upon Zoom successfully accessing you video camera and microphone / audio system will be
connected to the Zoom meeting and should see a screen similar to the one seen below:

***Note: If you see red slashes over the microphone or video camera icon as illustrated in the image
below, this means that either others can’t hear you or see you or both, depending on which icon has a
red slash over it.

Additionally, if you see that the microphone icon (as seen below) has a green arrow and text reading
“Join Audio” that means that no one is hearing you. Click on the icon and select the appropriate
microphone/audio system that is installed on your system.

MANAGING MEETING FEATURES
Here are some options to consider using while being connected to the meeting.

Clicking on the “Participants” option brings up a list of all participants that are connected to the
meeting. Additionally, clicking on the “Chat” option brings up a dialogue area which allows you to chat
with everyone, or specific individuals. In the above example, both the “Participants” and “Chat” options
are open.
A useful feature you will find in the “Participants” dialogue box is the “Raise hand” option. Use this
option if you want to request to speak.

At any time during the meeting, If you want to mute yourself and or suspend your video camera, simply
click on the microphone and or video icon. A red slash will show up over the icons as seen below.

NOTE: As a best practice, it is strongly suggested that you mute your microphone when you are not
talking. Muting your microphone helps the meeting organizer eliminate background noise that may be
heard from active participants joined to the meeting.
OPTIONAL: If you want to change your video background so others see a different background for you,
click on the “^” symbol next to the video icon and select “video settings” option which should bring up a
dialogue box like the one seen below.

Make sure to select the “Virtual Background” menu option to see if your system allows you to change
your video background. If it does, the best results are when you have a green screen behind you or at a
minimum, a solid wall as your current physical background. Click on the “+” option as seen above and
navigate out to the image you want to use as your new virtual background.

