
How to use Zoom as a session presenter/attendee 

For information on how to join an NCA Zoom session please see this resource on the NCA website. 

Please follow virtual session etiquette by keeping your microphone on mute when you are not speaking. 

We also recommend keeping your video off until you are presenting and/or the floor is open for 

discussion. Please note, if you have your video on during the presentation, your face may be visible in 

the session recording.  

Zoom Icons and What They Do 

 

 

Microphone Icon: This icon mutes/unmutes your personal microphone. If the icon has a red line 

through it, your microphone is off (muted). To unmute the microphone, click the icon.  

Video Icon: This icon turns your video on/off. If the icon has a red line through it, your video is 

turned off. To turn on video, click the icon.  

Participants/People Icon: This icon opens a list of all session participants on the right side of your 

screen. The participants area is also where you can raise your hand to be recognized by the 

session chair and respond yes/no to a question. 

 

 

 

https://www.natcom.org/sites/default/files/annual-convention/Accessing%20Session%20Content%20%20FINAL.pdf


Share screen: All participants in the session are able to view what is on the sharer’s screen. If you 

have multiple computer screens, you can share a specific screen. You can also share a specific 

browser window or open program (such as a PowerPoint presentation or video player). If you are 

sharing something with sound, make sure you check the “share computer sound” box. You should only 

share your screen when it is time for you to present and if your presentation includes slides or other 

visuals. 

 

 

Chat Icon: You can use the chat icon to ask questions throughout the session. You can send the 

message to everyone in the session or to a specific person such as the session host (chair).  

 

Leave button: If you would like to exit the meeting, or the session has concluded, click the leave 

button to exit the Zoom room. If the session chair ends the meeting, the Zoom session will 

automatically close to all participants. 

 


