
 

How to participate in a Collections Trust online event with Zoom. 

This guide explains how to join a Collections Trust Zoom session and goes through the basic controls. You can read our online 

event policy and code of conduct on our website here. 

 

Joining a session 

After the registration deadline, you will be sent an email to confirm your attendance. This email will include a link to join and the 

meeting password. Please note - although Zoom works in browsers, the functionality of the web-based version is limited compared 

to the app, so please consider downloading the app if possible.  

We are using the waiting room function of Zoom, so we can be sure to let in only people who have booked. Please join the session 

using the name that matches your registration information. When they are ready, the host will admit you into the session.  

 

https://collectionstrust.org.uk/events/online-event-policy-and-code-of-conduct/


 
Checking your speakers and microphone  

Zoom guidance for testing your audio - https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio  

You will be given an opportunity to test your speaker and microphone when you join a session.  

 

 

 

 

https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio


 
You can also check and change your settings during the session. 

 

 



 
Basic participant controls  

• Check if your video and audio are on. Please stay muted when you’re not speaking, to keep the audio as clear as possible. 

Please note, in some sessions you will be muted in advance.  

• Using your webcam is optional, and you may need to turn yours off if your internet connection is patchy. If you turn your 

video off, others will just see your name or photo (if you have set this up in advance).

 

To mute 

and unmute  

To turn your 

webcam on 

and off  



 
Participant list and changing your name 

We ask that you join the session using the name that matches your registration information, as we will only admit those we are 

expecting.  

In the room, the control panel will tell you how many participants are on the call. To see the full participant list, click the participants 

icon and the list will appear. You can also change your name here if needed.  

 

 



 
Using the chat 

You can type message and questions in chat, which will be seen by all participants. The host might not respond immediately - they 

will either respond in the chat or address the question at a later stage.  

You can also send messages to individuals, for example to the host if you would like to address something privately – please make 

sure you’ve selected the correct option.  

 



 
Raising your hand 

You will be instructed by the host how to ask questions. One option is to use the ‘Raise hand’ button, which you can find when 

viewing the participant list. Please wait until you are invited to ask your question over your microphone. Don’t forget to unmute 

yourself when invited, and to lower your hand once you’ve spoken. 

  



 
Breakout rooms 

In some sessions, you will be asked to join a breakout room. This is an opportunity to chat to other participants in small groups. You 

will be assigned a room by the host and will be given a set period of time before returning to the main session. 

 

 



 
Polls 

In some sessions, we will ask you to participate in a poll. This is a chance for the host to get a quick snapshot from participants in 

answer to a question. Select your answer and click to submit. 

 



 
Leaving the session 

When the session is finished you can leave the meeting yourself by selecting the ‘leave meeting’ function. Alternatively, the host 

may end the session and you will automatically leave the meeting.  

Collections Trust will usually send a link to an evaluation form after the event. It is requirement of booking to complete this 

evaluation. Once this is completed, Collections Trust will circulate any notes, documents or slides. 

 



 
Troubleshooting 

If you’re having connection and/or audio problems: 

• Check your internet connection. It can be useful to connect via cable rather than Wi-Fi to ensure a stable connection.  

• If you’re using the web-based version of Zoom, close any unnecessary internet tabs. 

• You may need to turn your webcam off if your internet connection is patchy. 

• Check your audio settings - https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio  

• If you are having audio problems, you can dial in via audio numbers in the invitation. 

• If you’re still experiencing a problem, try leaving the meeting to then re-join. Please inform the host via chat before you do 

this. 

 

Zoom troubleshooting information - https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting  

https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting

