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Introduction 
 

We have compiled this Guide to Zoom & Best Practice for Online Spaces to assist 

participants in preparation of and during our online events. This guide covers general queries on 

Zoom, how to join a meeting using Zoom, and guidelines on specific Craft Scotland online events.  

We aim to make our use of Zoom as accessible as possible, and we welcome feedback on this guide. 

If you have any comments, feedback, or suggestions for this guide, please email us at 

hello@craftscotland.org. 

  

Joining a Meeting 
 

1. Receiving the Zoom call details: 
 

Ahead of the meeting, the organiser will send an email with details on joining the meeting, alongside 

information specific to the event you have booked. These details can also be found on Eventbrite 

(details below).  

The details will include:  

 A link 

 A meeting ID and password 

 A telephone number 

You will need one of those three to join the meeting, depending on your device.  

Please only forward or share the meeting ID and password to people you know, to ensure the 

meeting remains private for attendees.  

 

2. Accessing Zoom call details on Eventbrite: 
 

Written description: 

1. On the Eventbrite homepage, log into your account 

2. Go to “Tickets” 

3. Once on the Tickets page, click on the relevant ticket 

4. Click on the “View Links” button to the left-hand side 

5. You will be taken to a page with all meeting details 

 

 

 

 

 

 

 

 

mailto:hello@craftscotland.org
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Visual description:  

 

Step 1 

  

 

Step 2  

 

 

Step 3 
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Step 4 

 

 

Step 5  

 

If you have not received this information, or cannot access it on Eventbrite, please 

contact us as soon as possible at hello@craftscotland.org 

 

3. Joining the meeting on desktop, tablet or mobile phone (app):  

 

Written description:  

1. Download the desktop version or mobile application depending on your device 

a. Download the desktop version (for Mac and PC) on the Zoom website 

b. Download the application for iOS device on the Apple app store 

c. Download the application for Android device on Google Play 

2. Open the desktop or mobile application and click “Join a Meeting” 

3. Enter the link or meeting ID, and type in your name – your name will be visible to 

participants and hosts 

mailto:hello@craftscotland.org
https://zoom.us/download
https://apps.apple.com/us/app/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
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4. Please make sure you use a legible display name so that we can match you to your 

Eventbrite booking 
5. Enter the password 

6. You will be directed to a Waiting Room before joining the meeting  

 

Visual description [desktop app]: 

Step 1 

 

 

Step 2 
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Step 3 

 

 

 

 

 

 

 

 

Step 4  

 

 

 

 

 

 

 

 

 

 

 

Step 5  
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Visual description [mobile phone app]: 

Step 1 

 

Step 2 
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Step 3 

 

 

4. Joining the meeting by mobile phone (call) or landline: 

 

1. Type in the number that was provided in your meeting information and call. For a full list of 

international dial-in numbers at https://zoom.us/zoomconference 

2. Dial an in-country number. If you dial a toll number, your carrier rates will apply 

3. You will be prompted to enter the meeting ID provided in the meeting information email, 

followed by # 

4. If the meeting has not already started, press # to wait 

5. You will be prompted to enter your unique participant ID. This only applies if you have 

joined on the computer or mobile device or are a panellist in a webinar. Press #to skip 

6. Use *6 to mute/unmute yourself and *9 to raise hand or undo raise hand 

7. You will be dialled in to the same call as everyone, but you won’t be able to see you and 

they won’t be able to see you 

 

If you are experiencing problems with joining the meeting, please email us at 

hello@craftscotland.org and we will do our best to help you.  

Please note that we can only offer advice and guidance to the best of our ability and 

cannot guarantee we will always be able to correct your issue. For any ongoing issues 

with Zoom, please contact their support team by clicking this link.  

 

 

https://zoom.us/zoomconference
mailto:hello@craftscotland.org
https://support.zoom.us/hc/en-us
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5. What the Zoom dashboard looks like (visual description): 

 

What the Zoom dashboard looks like on the desktop application: 
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What the Zoom dashboard looks like on the mobile phone application: 

 

 

Craft Scotland Open Forum May 2020 
 

1. What to expect when you arrive: 
 

a. Audio and video: 

 

You will be asked if you want to use your device’s video. You do not have to join video for the Craft 

Scotland Open Forum if you do not want to, and this will not affect your participation in the call.  

You can read more on video in the Best Practice section below. 

All participants will be placed on mute when they arrive, this is to reduce background noise and 

guarantee the best audio quality from the speakers. 

You will be invited to unmute if you would like to ask a question during the Q&A. 

 

b. Best Practice: 

 

 This is an open forum for free discussion. Please be considerate and respectful in your 

interactions with all other participants. 

 Please keep your mic on mute whenever you are not speaking, this reduces the amount of 

background noise. 
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 It is recommended to use headphones, as it helps focus the sound and reduce echo and 

feedback from the speaker. 

 You do not have to join video if you would prefer not to. 

 You can also use a Virtual Background to hide the room you are in, read guidelines on how 

to use a Virtual Background by clicking this link. 

 Use the chat mindfully: anything posted on the chat, either to everyone or to a specific 

participant, can be downloaded in the meeting minutes and accessible to the meeting host 

after the event. Your comments in the chat facility are not private. 

 Close all tabs and applications on your device to optimise the call performance.  

 Mute notifications from email and other applications as these can be distracting to other 

meeting participants. 

 

c. Waiting Room:  

 

You will be placed in a waiting room, and a member of the Craft Scotland team will approve you on 

the call.  

Please make sure you use a legible display name so that we can match you to your 

Eventbrite booking. 

 

2. How the Q&A will operate: 

 

The Open Forum is designed to enable you to participate in the conversation. We will aim to enable 

as many attendees as possible to participate but we may not have time for every question in this 

session. You can ask a question or make a comment in one of two ways. Either by raising a hand, in 

which case you will ask your question verbally when called upon by the moderator, or by typing a 

question into the chat function in which case your question will be read on your behalf. Please see 

below for detailed instructions. 

 

a. Use the chat function to ask a question: 

 

You can use the chat function to ask questions at any time during the introduction and provocations, 

a member of the Craft Scotland team will moderate the chat and ask selected questions on your 

behalf. 

Please direct your question to the host or speaker by sending it to everyone, and not the host or 

speaker individually, or your question might not be picked up.  

Depending on the volume of questions we receive, we might not be able to answer everyone, please 

be understanding of the limitations of the forum. 

If your question has not been picked up during the event, or you would like further information 

about the topics discussed, email us at hello@craftscotland.org after the event and we will attempt 

to address your question as best we can. 

 

https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background#h_72079fb4-b9b6-4212-a265-5f1f50d3174e
mailto:hello@craftscotland.org
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b. Access the chat function on desktop: 

 

Written description: 

1. Click the “chat” icon in the Zoom toolbar at the bottom of the screen 

2. This will open the chat. To ask a question, you can type a message into the chat box and 

send to “everyone” - this will usually be selected by default  

3. Click on the drop down next to “To:” if you want to send a message to a specific person 

 

Visual description: 

Step 1 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 
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c. To access the chat function on mobile phone application:  

 

Written description: 

1. Tap the screen to make the controls appear 

2. Click on “...More” 

3. Select “Chat” 

4. You can type your chat message and click “Send”,  

5. If you want to change who it is being sent to, click the arrow next to “Send to:” and choose 

a different person or group of people 

6. Incoming chats will be displayed in the “Chat” and you will see a notification when new 

messages are posted or sent to you 

 

Visual description: 

Step 1 

 

Step 2 

 

 

 

 

 

 

 

 

 



14 
 

d. Using the “raise hand” function to ask a question: 

 

Alternatively, you can use the “raise hand” function. During the Q&A, the host may call your name 

and you will be unmuted to ask your questions/offer your perspective. 

Depending on the volume of questions we receive, we might not be able to answer everyone, please 

be understanding of the limitations of the forum. 

If your question has not been picked up during the event, or you would like further information 

about the topics discussed, email us at hello@craftscotland.org after the event and we will attempt 

to address your question at best we can. 

 

e. To access the “raise hand” function on desktop:  
 

Written description: 

1. Click the “participants” icon in the Zoom toolbar at the bottom of the screen 

2. You will see a list of all participants and some buttons at the bottom of the window 

3. Click “raise hand” 

4. Wait for the speaker to announce your name and unmute yourself to speak 

 

Visual description: 

Step 1 

 

 

 

 

mailto:hello@craftscotland.org
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Step 2 

  

Step 3 

 

 

f. To access the “raise hand” function on mobile phone application: 

 

Written description: 

5. Tap the screen to make the controls appear 

6. Click on “...More” 

7. Select “Raise Hand” 

8. You can “Unraise Hand” at any time in the same menu 

9. To come back to the main menu, click “Cancel” 

10. When the speaker announces your name, you can unmute yourself in the main menu 
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Visual description: 

Step 1 

 

 

 

 

 

 

 

 

 

 

Step 2 

 

 

Getting started: Zoom FAQ 
 

1. What is Zoom? 
Zoom is a web-based video conferencing tool with a local, desktop client and a mobile app that 
allows users to meet online, with or without video. 
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2. What device do I need to use Zoom?  

You can use Zoom on your desktop computer, laptop, tablet or mobile phone.  

You can also dial-in from a mobile phone or landline, however, for participatory calls such as 

Webinars and Forum, we cannot guarantee that you will have access to the same functionality as 
with other devices. Learn more about joining a call by phone or landline by clicking this link. 

 Download the desktop version on the Zoom website 

 Download the application for iOS device on the Apple app store 

 Download the application for Android device on Google Play 

 

3. Do I need to download Zoom? 
You need to download Zoom to use on your computer or laptop (desktop version) and if you are 
using Zoom on your phone (app version). 

 

4. Do you need an account to use Zoom?  
A Zoom account is not required if you are strictly joining Zoom Meetings as a participant. If 
someone invites you to their meeting, you can join as a participant without creating an account.  

 

You can see more specific questions answered on the Zoom FAQ 

 

Here are two helpful visual guides on what Zoom looks like and how to use:  

 Super Easy Guide to Zoom – PowerPoint by Amy Lenzo on LinkedIn: 

https://pt.slideshare.net/nmaljkovic/super-easy-guide-to-zoom  

 Knowledge Base Wales’ Calls with Zoom: https://info.copronet.wales/video-calls-with-zoom/ 

 

  

https://support.zoom.us/hc/en-us/articles/201362663-Joining-a-meeting-by-phone
https://zoom.us/download
https://apps.apple.com/us/app/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
https://support.zoom.us/hc/en-us/sections/200277708-Frequently-Asked-Questions
https://pt.slideshare.net/nmaljkovic/super-easy-guide-to-zoom
https://info.copronet.wales/video-calls-with-zoom/
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Troubleshooting common issues during a Zoom call 
 

1. Video  

If your video is not working and you would like to use it, you can read more on troubleshooting 

video for Zoom by clicking on this link. 

 

2. Audio 
Echo: echo in a meeting might be due to participants being connected to the meeting audio on 

multiple devices, or if two participants joined in from the same place (ie if you are calling from the 

same house or room):  

 Make sure your microphone is on mute when you are not talking 

 If two or more are joining from the same house, ensure you are not calling from the same 

room 

You can learn more about common causes of audio echo by clicking this link. 

Mobile device: read tips on troubleshooting audio that isn't working on your iOS or Android 

device by clicking this link. 

 

https://support.zoom.us/hc/en-us/articles/202952568-My-Video-Camera-Isn-t-Working
https://support.zoom.us/hc/en-us/articles/202050538-Audio-Echo-In-A-Meeting
https://support.zoom.us/hc/en-us/articles/204484835-My-Audio-is-Not-Working-on-iOS-or-Android


About
Supporting Makers, Promoting Craft 

Craft Scotland is the national development 
agency for craft. 

We put makers at the heart of all we do, 
championing diverse and high-quality 
contemporary craft. 

We help people learn about, appreciate and 
buy craft, promoting the contribution of 
craft to Scotland’s cultural, economic and 
social well-being. 

Through our exhibitions and events 
programmes, digital platforms and strategic 
partnerships, we provide leadership for 
the sector. 

We create opportunities for makers to 
develop their creative and business 
practice, and to exhibit and sell work in 
Scotland and beyond. 

We are a registered charity supported by 
Creative Scotland. 

Craft Scotland is a company limited by guarantee registered in Scotland no. SC 270245.  A registered Scottish Charity no. SC 039491.

Craft Scotland, Studio 6 & 7, Castle Mills
2 Gilmore Park, Edinburgh EH3 9FN

Contact

www.craftscotland.org
hello@craftscotland.org
+44 (0)131 357 3288 

http://www.craftscotland.org
http://www.craftscotland.org
mailto:hello%40craftscotland.org?subject=Enquiry
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