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A short guide to using Zoom 

What is Zoom? 

Zoom is an online app that lets us have meetings and connect with each 

other while we can’t meet in person. Lots of people can join a meeting at 

once and you are able to see and hear each other. 

 

Why are we using it? 

During the Coronavirus situation we have all been staying in more and 

unable to take part in our usual activities. This means we are not able to 

hold our face-face drop ins but network members expressed they would 

like to keep in touch with each other.  

Dundee Healthy Minds Network (and lots of other organisations) have 

been using Zoom as a way to connect with each other since March and so 

far, it has been working well. 

 

How do I get Zoom? 

You do not have to download Zoom if you do not want to. As long as you 

have internet access, when the network coordinator or engagement 

worker send you a link to a Zoom Meeting you will just need to click on it 

and attend the meeting via the 'web browser'. 

But if you do want to download it you can. This may be easier if you are 

planning on joining regular Zoom meetings.  

• search for Zoom (on Google, for example) or enter 

www.zoom.us/download  

• click to download ‘Zoom client for meetings’ and follow instructions 

(can download to a phone or computer, whichever is preferred) 

• create an account. It will ask you a few questions about such as 

your email address (you will need one of these) and to create a 

password. 

 

 

http://www.zoom.us/download
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Do I have to pay for it? 

No. You can download the 'Basic Plan' for free on to a phone, or tablet, 

or laptop. This gives unlimited meetings that are up to 40 minutes long, 

with up to 3 people. 

However, the Mental Health Engagement and Involvement team has paid 

for the 'Business Plan' which means we can organise online meetings for 

lots of people and they can last as long as we need. 

 

How do I join an online meeting? 

1. The Network coordinator (Lynsey) or Engagement Worker (Louise) 

will set up a meeting and will send you a link. We can send to you 

in an email, on Facebook or by text. All you have to do is click on 

the link or copy and paste the link into an online search. 

2. This will then 'launch' Zoom on your phone or computer. 

3. Once you’ve clicked the link the planned meeting will pop up.  

4. You can then choose to join the meeting via video link (if you have 

a camera on your phone/computer) or just with sound ('audio'). The 

choice is yours. 

5. You will then go into a ‘waiting room’ and we will let you into the 

meeting. 

6. You will be able to hear and/or see the other people in the meeting, 

the meeting can start and you are an 'attendee'. 

 

During the meeting - some practical tips 

Mute/Unmute: This allows you to have your microphone on or off (it 

looks like an old-fashioned microphone, if it is crossed out that means you 

are muted and others cannot hear you) 

Start/Stop Video: This allows you to start or stop your own video if you 

have a camera (it looks like an old-fashioned TV camera, if it is crossed 

out that means your camera is off and no one can see you) 

Chat: people in the meeting can also type messages at the side of the 

screen under the heading Chat. 
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Non-verbal feedback: You can click on the symbols to give your opinion 

or to ask for help etc. For example, Raise Hand places the raise hand 

symbol beside your name and people can see you want to speak or have 

a question. 

 

Leave the Meeting: Only the person who set up the meeting can end it 

completely but you can choose to leave at any time by clicking on 'Leave 

meeting.'  

 

During the meeting - good practice 

Although Zoom is a great way to connect with each other it does take a 

little bit of getting used to. It is different from seeing someone in person 

and it can be tricky when lots of people are in the meeting.  

We can develop our own Healthy Minds Network Online group agreement, 

but some top tips include: 

• make sure, where possible, you have a quiet space where we won't 

be interrupted so we can hear each other's voices if you have 

chosen to use the microphone  

• try to make sure the area is well lit so we can see each other's faces 

if you have chosen to use the camera 

• be aware of what is in your background and be sure you don’t mind 

others seeing what is around. You might want to remove any family 

pictures for example.  

• make sure to take turns and give each other time to speak - this 

means conversations will be slower than they would be in person as 

only one person can speak at a time 

• If you are having trouble hearing someone speak, let them know 

when you can or pop a message into the chat box  

 


