
 

Joining a Counseling Appointment in Zoom 
1. You will receive an email with a link to join a zoom counseling appointment. 

 
2. Approximately 5-10 minutes before your meeting, click on the link to download any needed 

software and make sure your audio and video equipment is working. 
Sample of email: 

 

3. You may be asked to download and launch software or an app to join the meeting.  Follow the 
prompts on screens for downloads. 
 

4. If you are connecting from a mobile device you may have pop ups for audio and video use asking 
to allow using the device audio and video or the external attachments (speakers, etc.) that you 
have connected.  If connecting from a desktop a pop up on using the computer audio or dialing in 
using a phone will be asked. 

 

Link to start 
meeting. Please 

read all 
instructions for 

setting up 
meeting 

BEFORE your 
meeting. 



5. To make changes to your audio and video, use the tool bar icons. 
 
TOOLBAR 

The tool bar is located at the bottom of your screen. Descriptions of each icon are below.   

At times, the icon bar may disappear from view.  On a computer, hover your pointer over the bottom of the 
screen and it will reappear. On a mobile device touch the bottom of the screen to make it reappear. 
 

• / across audio or video icons: Indicates the Audio or Video, is not on. To turn on click the icon. 
o The    opens more options for both Audio and Video. 

• Invite: Create an email or calendar invitation for others to join the meeting. 
 

• Participants: View the names of who has joined this meeting. Raise your hand for the Host to 
acknowledge you. 

 
• Share Screen: Allows you to share your screens with others in the meeting. This is especially useful if 

you have transcript to show a Counselor.  Tip: open the document you would like to share before your 
meeting to save time. Then, when you want to share the document click on the icon and choose the 
document, website, or other text, etc. that you want to share. 
 

 
 

• …More: Opens options for Chat and Record 
 

• Chat: Select All to send a chat for all to read, or select an individual name to send a private chat. 



 
• Record: Sends a request to the Host for permission to record this session. 

o The host can control whether participants can record meeting. If recording is 
allowed, the link to the file will be emailed to you after the meeting. 

• Leave Meeting: When you are ready to leave to meeting, click leave meeting. 
 
 

SCREEN SHARING TOOLBAR LOCATION 

When the host is sharing screens, the content is displayed in Full Screen mode. The tool bar moves to the 
top of your screen (and may disappear at times – hover to make it reappear) and a View Options menu 
appears. Click to choose from several options: 

• Fit to Window resizes the screen. 
o Side-by-side Mode splits the content on screen, resize by grabbing the vertical split line. 

 
• While in Fit to Screen mode, change back to Original Size from the View Options menu. 

o Note: Annotate and Request remote control options are available only in Full Screen, Fit to 
Window and Original Size. 

Want to learn more: https://zoom.us/resources 

https://zoom.us/resources

