
Zoom Guidelines, Basics, & Troubleshooting 

● If you are new to Zoom, please contact Sarah Fleming sooner than later at (sarah@algomatrad.ca) to 
arrange for a test run so you are more comfortable using Zoom. 

● Your Zoom experience will be best on a computer for ease of viewing, and use of the chat. 
● Make a free account and download and install the free desktop app for your computer ahead of time at 

www.zoom.us, and sign into it. 

Attending a Zoom: 

1. You will be muted upon entering, but please still connect to 
audio (otherwise you won’t be able to hear the class and the 
teacher won’t be able to hear you).  Please keep yourself muted 
throughout the class unless you are asking a question.  Some 
teachers, such as those who are not teaching instrumental 
classes, may ask that you use the chat at certain times.  The 
volunteer host will be keeping an eye on the chat to bring 
questions to the teacher’s attention. 

2. Please make sure that you are in a quiet, well-lit space (without 
being backlit, so you don’t have light behind you, such as from a 
window).  If you are unmuted, it makes it difficult to hear and can cut off others if there are background 
noises.  

3. You will be admitted from a waiting room for your classes.  The volunteer host will start admitting 
participants 5 minutes before class starts.  It will help class start on time if you join at that time.  Thank 
you.  

4. If you are attending a music/step dance class, turn on “original sound” at the beginning of every 
class, which will be found in the top left corner of your computer screen (see enabling original sound 
instructions under Zoom Basics).  This will help you sound better if your teacher asks you to play with 
your mute off.  
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Zoom Basics 
Turn on/off video during a Zoom: 

● On a computer: 
○ On the bottom left corner of your screen you’ll find “stop or start video” (under the blue arrow in 

photo below). 

 
  
Turn on/off mute during a Zoom: 

● On a computer: 
○ On the bottom left corner of your screen you’ll find mute or unmute (under the red arrow in 

photo above). 
 
Viewing: 

● You can change your view between speaker view and gallery view by clicking on the words in the top 
right corner. 

● You can pin your teacher’s video by hovering your mouse over the video of the teacher, clicking on the 
three dots in the top right corner of the video, and clicking on pin video.  

 
Enable Original Sound: 

● Go to your applications and open Zoom.  Then click on preferences. 

● Next click on audio. Then turn on “show in-meeting option to “enable original sound” from microphone” 
and “high fidelity music mode”.  Once you have done this once, your settings will remain the same each 
time.  However Zoom does not remember to keep your original sound on for each meeting.  You 
need to turn it on, as mentioned at the bottom of page 1 for each meeting. 

 



● Use original sound when you are sharing music/step dancing, etc. and when everyone else is on mute, 
otherwise you are likely to get some echoing. You can always turn it off then back on as needed.  

● As an FYI, if you are hosting a meeting, to be able to have “turn on original sound” visible on your 
screen and for others, you need to go to zoom.us and log in to your account, go to settings, advanced, 
then toggle on “allow users to select original sound in their client settings”. 

 
Sharing Audio 
Zoom screen sharing allows you to share the desktop, window, application, or audio/video. However, should 
you encounter any issues, try the following: 

● Sharing audio with shared content: 
1. Start or join a Zoom meeting.  

2. Click on Share Screen  on the meeting toolbar. 
3. Select the program or desktop you wish to share.  
4. Select Share Sound in the bottom-left corner of the share selection window.  
5. (Optional) Select the down arrow ˅ just to the right of the Share Sound option to view audio 

options and switch between Mono and Stereo (high fidelity) audio options.  
6. Click on Share in the bottom-right corner to begin sharing with your device's audio included.  

 
Zoom Troubleshooting 

 
Very rarely will you need any of these steps, but just in case, they may prove helpful and are in a sequential 
order of what to try for each issue.  Also, please make sure you download and install the Zoom app to your 
computer to prevent running into tech issues. 
 

1. I can’t hear you and you can’t hear me.  
a. Make sure that you have connected your meeting to audio (check the bottom left corner of your 

screen. 

b. If needed, leave the meeting and rejoin, being sure to connect to audio. 

FYI: Using external speakers without setting up proper settings ahead, on some computers, can cause you to 
not hear and not be heard.  So I don’t recommend using an external speaker for listening to Zooms, as you 
may have to disconnect the speaker and rejoin the meeting anyways, unless you know how to set things up.  I 
have had no issues to date with using plug-in headphones.  If you would like to try out any audio devices 
beforehand, I’m happy to do so with you.  Just be sure that if you do use a speaker, to test out your settings 
well ahead so you know that it won’t cause you last minute issues. 

2. Someone’s video is frozen. 
a. Let them know in the chat so they can do #3. 

 
 



3. My video is frozen. 
a. Turn off your video, then turn it back on again. 
b. If it is very glitchy because of your connection, you may want to keep your video off. 

 
4. My Zoom meetings are glitchy but they aren’t usually. 

a. Leave the meeting and rejoin. 
b. Make sure all other devices are disconnected from the wifi in your house. 
c. Plug your computer directly into your modem. 
d. You may need to reboot your modem by unplugging it for a minute, then plug it back in. 

 
5. What If I Have Tech Issues During a Class? 

a. See if your problem can be solved using the Zoom Troubleshooting Recommendations. 
b. If you still have tech issues please send a chat message to the Zoom host in the Zoom meeting.  
c. If that’s not possible, please send the host and Sarah Fleming a chat message on the program 

site, or see the contact us page for phone numbers you can reach someone at directly. 
d. Keep in mind that all classes will be recorded, so if something isn’t resolved in time, you can 

access the class afterwards. 

Thank you for joining AlgomaTrad’s 2021 Virtual Spring Program!  Please email Sarah if you have any 
questions at all.  We want to make sure you feel comfortable with the tech as much as possible. 

 


