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CHAPTER 1 
What is a Virtual Meeting?

A virtual meeting is a 
way you can connect to 
people online without 
leaving your home.

People use computers, 
tablets, and mobile phones 
for meetings.

You can see each other 
if you both turn your 
cameras on.
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CHAPTER 2 
When Do People Use  

Virtual Meeting Spaces?

Some people use virtual 
meetings for school to go to 
class. 

People use virtual meetings 
for work, school, or social 
activities.  

People use virtual meetings 
to hang out with friends and 
family.

People might use a 
virtual meeting for an 
Individual Education 
Plan (IEP) meeting.
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CHAPTER 3 
Virtual Meeting Platforms

Some virtual meeting 
platforms are Zoom, 
Google Meet, Teams 
Meeting, Webex, or others.

Some people like one 
platform over another.

Whatever platform you 
use, there are typical 
features in each.
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CHAPTER 4 
Virtual Platform Basics 

You can create an account.

For most virtual platforms, 
it’s free to use the basic 
features.

You don’t need to create an 
account to join a meeting.

You can join a meeting if you 
have the link, or meeting 
number and passcode.
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CHAPTER 5 
Joining a Meeting

If someone sends you a 
link, you can click it to join 
the meeting. 

If you get a meeting 
number and a passcode, 
enter the details at the 
platform website.  

Sometimes you type your 
name in to enter the meeting.
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CHAPTER 6 
Virtual Meeting Restrictions

If you only have a basic 
account, meetings may be 
time limited.

Some basic accounts allow 
you to hold 40-minute 
meetings. Others allow 60 
minutes. 

When your meeting is over, 
you can start a new one. 
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CHAPTER 7 
Getting Started in 
a Virtual Meeting 

If you want people to see 
or hear you, you must turn 
those features on.

To turn on the microphone 
or camera, click on the icon.

To turn the microphone 
or camera off, click on 
the icon again.

In some meetings, people 
may tell you to turn off your 
microphone and camera 
unless you are speaking.
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CHAPTER 8 
Testing Your Sound 

You can test your 
microphone before you 
enter the virtual meeting.

To test your sound, 
follow these steps:

• �Go to audio, then “test
speaker and microphone.”

• �The software will help you
check if your audio and
microphone are working.
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CHAPTER 9 
Functions in Virtual Meetings: 

Chat

Use the chat to send 
messages to people in 
the meeting.

To use the chat, click 
your cursor in the chat 
box.

Type your message.

To send the message, 
click on the “send” icon 
or hit enter.
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CHAPTER 10 
Functions in Virtual Meetings: 

Raising your Hand 

If you want to speak, 
you can raise your 
virtual hand.

To raise your hand, 
click on the react icon 
and select “raise hand.”

To lower your hand, 
select “lower hand.”

10



CHAPTER 11 
Functions in Virtual Meetings: 

Reactions

Some people use reaction 
buttons to express themselves.

To use a reaction, click on 
the reaction icon.

Click on the reaction 
you want to send.
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CHAPTER 12 
Functions in Virtual Meetings: 

Mute

To stay silent during a virtual 
meeting, you can mute your 
microphone.

It helps other people focus on 
the person who is talking. 

To unmute, press the 
spacebar or click on the 
microphone icon.

After you speak, lift your 
hand from the spacebar, 
or click on the icon again 
to mute yourself.
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CHAPTER 13 
Functions in Zoom: 

Captions and Transcript

To see what people are 
saying, use the captions.

To turn captions on, click 
the “CC” icon.

You can also read the 
transcript. The transcript 
types what was said during 
the entire meeting.

To see the transcript, click 
on captions and “view full 
transcript.”
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CHAPTER 14 
Functions in Zoom: 

Screen Sharing

To screen share, you can 
click the “screen share” 
button. 

You then click the space to 
share your screen, or share a 
document. 

You can share your screen 
to show something or 
to work on a document 
together.
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CHAPTER 15 
Software Updates

Sometimes virtual 
meetings get a software 
update.

Software updates 
help your program run 
smoothly and safely.

Icons might change or 
move around. 

You might have to look for 
the icons if they change or 
move.
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CHAPTER 16 
Starting a Virtual Meeting

You can start your own 
virtual meeting on your 
computer, tablet, or phone. 

Go to the meeting website 
or download the app.

Log into your account. 
Enter your username 
and password. 
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CHAPTER 17 
Invite People to  

Join Your Meeting

You get a meeting link to 
share with others when 
you schedule a meeting.

If you added the meeting 
to Google, Outlook, or 
another calendar, the link 
is automatically included.

When in the meeting, 
click Participants → 
Invite → Copy Invite Link 
to share it quickly.
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CHAPTER 18 
Help with Virtual Meetings

If you need help, go to 
the website support page.

You can read their 
articles or talk to a 
virtual agent.

You might also get 
help from a friend, 
parent, or teacher.
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CHAPTER 19 
Things to Remember 

Ask someone you trust 
for help if the buttons or 
screens feel confusing.

It’s okay to take breaks and 
step away if the meeting 
feels too long.

You can use the chat if 
talking out loud feels hard.
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Reach out to TechOWL to learn 
more about accessible technology.

800-204-7428  
TechOWL@temple.edu 

21

mailto:TechOWL%40temple.edu?subject=

	Chapter 1
What is a Virtual Meeting?
	Chapter 2
When Do People Use 
Virtual Meeting Spaces?
	Chapter 3
Virtual Meeting Platforms
	Chapter 4
Virtual Platform Basics

	Chapter 5
Joining a Meeting
	Chapter 6
Virtual Meeting Restrictions
	Chapter 7
Getting Started in 
a Virtual Meeting

	Chapter 8
Testing Your Sound

	Chapter 9
Functions in Virtual Meetings: Chat
	Chapter 10
Functions in Virtual Meetings: Raising your Hand 
	Chapter 11
Functions in Virtual Meetings: Reactions
	Chapter 11
Functions in Virtual Meetings: Mute
	Chapter 12
Functions in Zoom:
Captions and Transcript
	Chapter 13
Functions in Zoom: 
Screen Sharing
	Chapter 14
Software Updates
	Chapter 15
Starting a Virtual Meeting
	Chapter 16
Invite People to 
Join Your Meeting
	Chapter 17
Help with Virtual Meetings
	Chapter 18
Things to Remember 



