
Today’s Tips for 
Zoom 101
HOW DO I …...?



Zoom 101-How Do I Get Started?

• Since this is a basic introduction, we’ll start at the very beginning. Turn on your device

• Open your browser (Google, Safari, Chrome, Duck-Duck-Go, Firefox, Edge etc.)

• In the search box, type alanonma.org

• You are now on the MA Al-Anon Website

• To go to a meeting, click on find a meeting and all the in progress and upcoming 
meetings will display

• Scroll down to the meeting you want to attend and click on the word zoom to attend.

• The meeting details will show on your screen and you simply click on the word Zoom to 
attend online 

• If you want to just phone into the meeting, click on the word phone instead



Open your browser (Google, Safari, Duck-Duck-Go, 
Firefox, Edge etc.)



In the search box, type alanonma.org



You are now on the MA Al-Anon Website 
Home Page 



Don’t see the home page? Click Triangle at top 
of page to return to Home Page 



Click on the Find a Meeting icon 
to locate your meeting



Meetings in progress and upcoming meetings will be 
displayed chronologically

•



Scroll down to the meeting you want to attend and 
click on the name of the meeting or the zoom button 
next to the meeting – to open meeting details

•



You will see the meeting details and you simply click 
on the word Zoom to attend online 

•



•

If you want to just phone into the meeting, click 
on the word phone instead



You are now connected to Zoom-
click Open Zoom Meetings

•



For computer users- The Zoom Meeting screen will open 
(see smart phone info later in the presentation_



Please Mute unless sharing – click 
microphone

Sometimes you can’t show your face- 
click video camera to stop showing your 
face



Rename yourself-right click on your picture/screen, or click 3 
dots on the upper right corner of the screen and select rename



Enter your screen name in the box & click change



I typed Simple Simon in the Box



Raise your hand- click the hand



Click on Chat
To Read or send to the Chat



Chat directly to someone or to everyone



Click on the Calendar of Event to locate an event



Scroll 

Down to 
see 

calendar 
events



Click on Event name



Click your Language of choice



Scroll down and click Zoom button



Click Launch Meeting



Click open zoom.us 



Click Join



Can only join 
most meetings 
15 minutes 
before start 
time



How do I mute myself on a landline phone or to dial-
in with a mobile phone 

• *6 mutes your microphone; press *6 again to 
unmute it
• *9 raises your electronic hand; press *9 again to 

lower it



If you are using a Smart Phone

The following slides will show show Zoom smart phone 
displays



The Meeting screen 
will open-iPhone



This screen may appear 
if your device is muted 

Swipe right or left to 
view other screens



To change your name on iPhone-
click participants on your screen



After Clicking your name on your 
screen-{iPhone(6)}-click Rename



After clicking Rename 
this screen appears



Type your name as you wish it to 
appear on screen-press done



You have successfully 
changed your name



mute/unmute by selecting the 
microphone. 
turn your video on/off by 
clicking the camera



Raise or Lower your hand-
iPhone view



Click on Chat to message 
someone in the meeting, or 
everyone



APPENDIX:  Zoom Meeting Hosting Tools

Why Should a meeting always have a Host?: to quickly 
remove an outside person who is there is disrupt meeting 
or to mute someone that has forgotten to mute

Train trusted members of group to host: a host and co-host 

are helpful in a meeting. Rotate this service job so no one 
burns out.

Do not share host key with everyone- keep it private to a 
trusted group 

The following slide shows how to host a meeting….



Claiming Host in 3 steps:   (1)First Click 
Participants  (2) Click Claim host Enter Host key



Claim Host  (3)  Enter 6 digit Host Key and 
press claim button

3



Now Terry is the meeting Host

CAUTION:

• If host accidently 
leaves meeting, 

meeting will end 
for everyone.

• Good Idea: tell 

group if meeting 
suddenly ends, 

please rejoin
• See next slide on 

how to change 

host or make 
co-hosts 



Host can- click More on Participant List to 
change host, make co-host, rename, remove,…



Or From participant picture square- click
3 dots on upper right of participant square



QUESTIONS?
Please send to:

Feedback@alanonma.org
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