
Zoom Instructions: 
Webinars & Meetings
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Joining a Webinar

To join a webinar by invitation 
link, click the link that you 
received in the registration 
confirmation email. 
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You can manually join a 
webinar by entering the 9-digit 
webinar ID number located in 
your registration email. 



Joining a Meeting

To join a meeting from a desktop, 
1. Open Zoom and click “Join a Meeting”. 
2. Enter the Meeting ID and enter your display 

name if you are not already signed in. If you 
are signed in, your default display name will 
appear. 
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To join a meeting from your email, 
1. Click the join link in your email or 

calendar invitation.
2. You will be prompted to open Zoom.  



Checking Audio Settings 

All attendees are muted for the 
duration of the webinar.
If you are waiting for the host to 
start the webinar, you can check 
your audio settings by clicking on 
“Test my Speaker” and it will play a 
test tone.
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If you are in the webinar or meeting, click on the drop-down menu on 
the microphone icon to select the speaker you want zoom to use. 



Changing Your Display Name
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Please use your full name, so we can verify your participation. 
If you need to change your display name, please complete the 
following instructions: 

1. Click on the “Participants” button 
2. Hover your mouse over your name in the “Participants” list on the 

right side of the Zoom window. Click on “Rename” 
3. Enter your full name and click on “OK” 



Asking Questions During a Webinar

If you have any questions for our speakers, please type them in 
the Q&A box found at the bottom of your screen. Our speakers 

can only see questions posed in the Q&A box.

If you are experiencing technical issues, please use the chat box 
to let us know. We will try to assist you. 

Please do not use the chat box to ask questions for our 
speakers or to talk with other attendees. 
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Asking Questions During a Meeting
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If you have any questions for our speakers, please 
type them in the chat box found at the bottom of your 

screen. 

Please do not use the chat box to talk with other 
attendees or answer another attendee’s questions. 

Otherwise, our speakers will not be able to keep track 
of your questions.

Click the dropdown menu in the chat window to 
change who can see your message. 
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