Meeting Instructions for Zoom by Computer/Laptop or
Tablet/Smartphone
Below are visual instructions on how to connect to Zoom either from a Computer/Laptop or
Tablet/Smartphone. To connect from a Tablet/Smartphone begin on page 19.

Computer/Laptop
1. Go to www.meyer13.com and click on the “-Important Information for Upcoming 341
Meetings-” banner.

1

2. You will be redirected to the “(COVID-19) 341 Hearings Chapter 13” webpage. Scroll down
the page and click on the appropriate 341 hearing date that you are attending for.
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3. Click on the link provided for the Zoom meeting listed in the PDF. If you already have
Zoom installed, you may also use the meeting ID and password listed to join.
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4. Once the link is clicked, it is going to redirect you to Zoom and you should see the following
screen. If you do not want to or are not allowed to download the Zoom application, you may
click on “join from your browser”. If you are installing the Zoom application go to Step 13
on page 9.
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5. If you click on “join from your browser”, Zoom will connect you to the meeting and ask that
you enter your name and verify that you are not a web bot. Please enter your FIRST and
LAST Name, so that we may know who to bring in when your case is called.

6. If the meeting has not yet been initiated, the following screen will appear. Please be aware
that you must join at least 10 minutes before your meeting.
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7. If the meeting has been initiated, the following screen will appear. You will be placed into a
waiting room until the Host (Trustee) admits you into the meeting.

8. Once the Trustee admits you into the meeting, you will be asked to “Join Audio by
Computer”. Please click the button so that we may hear you.
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9. Some browsers will ask for permission to use your microphone, as shown below. Please
click “Allow”, else this will prevent your audio from connecting to Zoom.

10. Next click on the “Start Video” icon that looks like a camera. Again, some browsers will ask
for permission to use your camera. Click “Allow” so that Zoom may use your camera.
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11. If you are having audio issues, please verify that you are using the audio “Same as System”,
or the device that you are using for audio (headphones, Bluetooth headset, etc.).

12. If you are having video issues, please verify that you are using the video “Same as System”,
or the device that is used for your video (USB Camera).
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13. Click on either “click here” or “download & run Zoom”. The “click here” link will prompt
the file explorer to open and allow the user to choose the destination to save the file. If you
already have a set destination, this window may not appear. Click “Save” to save the
application file. If you clicked on the “download & run Zoom” link, the application will
automatically be saved and will run the installation.
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14. Once the application is saved, you may still see it in your browser window. Click on the
Zoom icon to run the application as shown below. (Only applies if you clicked on “click
here”)

15. Once the installation is running, regardless of which method was clicked: “click here” or
“download & run Zoom.” The following screen will appear.

10

16. Once the application is installed, it will prompt you to “Enter your name”. Please enter your
FIRST and LAST Name, so that we may know who to bring in when your case is called.
Click on “Join Meeting” to be admitted into the meeting.

17. Next, you will be prompted with a Video Preview. (The video will differ from what is being
seen on the screen) Please click on “Join with Video”. This will allow the Trustee and your
Attorney to visually see you.
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18. Once all of the steps above are completed, you will be admitted into a waiting room. You
will not be brought in until the Trustee admits you. At this time you should click on “Test
Computer Audio” to test your speakers and microphone. Again, please join the meeting 10
minutes before so it will allow you time to test your audio/video.
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19. To test that your speakers are working properly, click on the button next to “Speaker”. Zoom
will prompt you with the following tip: “If you cannot hear the test sound, select a different
speaker”, you may do so by clicking on the dropdown menu and select the appropriate
speaker.
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20. Next test your microphone by clicking on the button next to “Microphone”. Zoom will begin
recording and will playback the recording to verify that your microphone is working
properly. Zoom will prompt you with the following tip: “If you cannot hear your voice,
select a different microphone”, you may do so by clicking on the dropdown menu and select
the appropriate microphone.
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21. Once the Trustee admits you into the meeting, Zoom will prompt you to connect your audio.
Please click on “Join with Computer Audio”, this will connect your audio. It is important to
not skip this step as it will prevent you from hearing the meeting and the Trustee will not be
able to hear you.
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22. If you are having issues with your audio, you can click on the upward arrow next to the
microphone as shown below. Select the appropriate microphone and speaker. If you are not
sure what to select, you can select “Same as System”, which will automatically use the built
in devices of your computer/laptop.
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23. If you are having issues with your video, you can click on the upward arrow next to the
camera as shown below. Select the appropriate video camera feed. If you are not sure what
to select, you can select “Same as System”, which will automatically use the built in device
on your computer/laptop.

24. If you do happen to skip step 21 or you accidentally forget to connect your audio. You will
need to click on the “Join Audio”

icon.
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25. A pop up window will appear as shown below. You will need to click on “Join with
Computer Audio” to connect your audio.

26. Once the audio is connected properly, you will receive the following message: “You are
using the computer audio”, as shown below.
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Tablet/Smartphone
1. If you are using a tablet or smartphone, please download the "Zoom Cloud Meetings"
app from the Apple App Store or Google Play Store in advance of the meeting.
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2. Open your internet browser and go to www.meyer13.com and click on the “-Important
Information for Upcoming 341 Meetings-” banner.
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3. You will be redirected to the “(COVID-19) 341 Hearings Chapter 13” webpage. Scroll
down the page and click on the appropriate 341 hearing date that you are attending for.
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4. Click on the link provided for the Zoom meeting listed in the PDF. If you already have
Zoom installed, you may also use the meeting ID and password listed to join.
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5. Once the link is clicked, it is going to redirect you to the pre-installed Zoom application.
Please enter your FIRST and LAST Name, so that we may know who to bring in when
your case is called.
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6. Next, Zoom will show you a video preview (the video will differ from what is being
shown in the example below). Please click on the “Join with Video” button. This will
allow the Trustee and your Attorney to visually see you.
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7. After all of the steps above are completed, you will be admitted into a waiting room.
You will not be brought into the meeting until the Trustee admits you.
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8. Once the Trustee admits you into the meeting, Zoom will prompt you to connect your
audio. Please click on “Call using Internet Audio”, this will connect your audio. It is
important to not skip this step as it will prevent you from hearing the meeting and the
Trustee will not be able to hear you.
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9. Once the audio is connected properly, you will receive the following message: “You are
using the device audio”, as shown below.
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10. If you do happen to skip step 8 or you accidentally forget to connect your audio. You
will need to click on the “Join Audio”
icon. The same popup window from step 8
will appear and you will need to click on “Call using Internet Audio”, this will connect
your audio.
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