
Zoom Overview 
Including How to Use Breakout Rooms 
 
How to Enter the Zoom Meeting 
 

1. Download the Zoom app to your computer. 
2. Click on the Zoom link located in the event invitation, OR open the Zoom app, click Join, 

and enter the Meeting ID found on the event invitation. 
3. Attendees may need to wait for the host. If so, the following screen will appear: 

 

 
 

4. Once the host starts the meeting and approves the attendee list, you will be added to 
the Zoom meeting. 

 
 
Zoom Main Controls 
 
A main menu with basic controls will always be available at the bottom of the screen.  

 

 
  
Some important features include: 

1 – Mute control allows you to silence yourself. Muting is the recommended default for 
all participants when not directly speaking in the meeting. 
2 – Stop Video will turn on/off your webcam for others in the meeting to see you. 
Allowing video to remain on is recommended. 
4 – Manage Participants (or simply Participants) will allow you to see who else is in the 
meeting. This is also where you will find the Raise Your Hand feature. 
6 – Chat is a space to communicate with others in the meeting, either to the full list of 
attendees or specific people. See Chat section below for more details. 
8 – Breakout Rooms will quickly allow you to join your designated breakout room. You 
can join different breakout rooms by contacting the meeting host. 



 
 
How to Use Chat 
 
As shown above, there is a Chat feature located in the main menu bar. Clicking on that feature 
will open a window on the right side of your Zoom screen where you can chat with the full 
room or specific people. It is also where messages from the meeting host will appear. 
 
Make sure to choose the right audience for your message by selecting where you want the 
message to go (see below). The default is Everyone, but a full list of participants is available 
when you click the small down arrow. You can select any individual from the list to have a 
private chat with that person. 
 

 
 

 
How to Use Breakout Rooms 
 

1. The host will assign each person to a breakout room. Once assigned, you will receive a 
notice similar to the image below. Click Join Breakout Room to enter the room. 

 

 
 

2. Everything will work the same as the main room. However, the main control menu will 
have a new option called Ask for Help. Clicking this will notify the meeting host that you 
need assistance and they will join the breakout room to help. 



 

  
 

3. If the host wants to communicate with all meeting attendees while they are in their 
respective breakout rooms, a message will appear at the top of the screen or in the Chat 
window (click Chat icon on the main control menu to see all public chats).  
  

4. To leave the breakout room to return to the main room, click Leave Breakout Room in 
the bottom right corner of the main control menu. You will be prompted with the 
message below. Click Return to Main Session to go back to the main room. 

 

 
 

5. It is possible that the meeting host will end the breakout room sessions to bring all 
participants back into the main room. If this happens, a notification will appear on the 
screen with a 60-second countdown (example below).  

 

 


