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Instructions for Participants 

How to participate in a Zoom Meeting 
Last updated: 05.4.2020 

 

Please note: Screenshots are currently still in German; we apologize and will be working 

on updating this soon. Nevertheless you might find this description helpful if you have 

never used Zoom. 

 

Before the date of your Zoom web conference, you will receive an email from us with an 

invitation link. The information in that mail is relevant to be able to participate in the web 

conference, so please look for it (also check your spam folder). 

 

To participate in a Zoom web conference, you need a PC / laptop / iPad or a 

smartphone with an Internet connection and connected audio (speakers / headphones 

and possibly a microphone). You can also choose to join by phone only, but then of 

course you will not see the lecturer. 
 
 

Important: Test-Meeting 
 

Before you join the web conference, you should check your internet connection and your 

video and audio connections. Plan enough time for this in case you encounter any 

problems. 

 

You can easily test this on the Internet via the web conference provider Zoom: 

 

https://zoom.us/test 

 

To do this, click on the link. When the website opens, click Join to join a test meeting. 

 

Here you can get used to the Zoom user interface and familiarize yourself with the 

functions. You can also test here whether your video and audio connections are working 

properly in order to be able to participate in the web conference without any problems. 

Use the instructions for this: Dial-in via PC. 
 
 
 

 

 

You can find information about the web conference provider Zoom here: 

https://zoom.us/ 
 

If you have any questions or problems, you can go to the provider's help center here: 

https://support.zoom.us/hc/ 
 

 

  

https://zoom.us/test
https://zoom.us/
https://support.zoom.us/hc/
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A. Dial in to a zoom web conference using your PC  
 

 
1) Please click on the invitation link that you received by email. 

The link usually looks like this, with an eight or nine-digit meeting ID at the end: 

https://zoom.us/j/XXXXXXXXX 

 

2) Then a window of the provider Zoom opens in your web browser. To join the meeting, 

you must download a plug-in. Simply download the file with Save file. Don't worry, you 

don't need to create an account with Zoom. 

 

 

 

 

 

 

 

 

 

 

 
(These representations may differ when using a different web browser) 

 

3) If the file does not start automatically, click on your downloads (in most 

browsers at the top right of the toolbar) and double-click the 

downloaded file. You will be automatically redirected to the zoom 

meeting room. 

 

 

 

 

 
 

4) As soon as the organizer has joined the meeting, you will be asked to 

enter your name for one-time use. All other participants will be able to 

find you under this name. If you want, you can also save your name. 

Check "Turn off my video" if you want to join the meeting without a 

video (you can change your settings later). 
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5) When you join the zoom meeting room, you will automatically be asked about your 

audio. You can either dial in using your computer audio if you have a working 

speaker or headphones and possibly a microphone. To do this, click Join audio on 

computer. 

 

 

 

 

 

 

 

 

 

 

 

 

6) You can now join the zoom meeting room. In the bar at the 

bottom left you can adjust and mute your video and audio 

sources. If you have any problems with your video or audio, click 

here and check that the correct devices are connected. 
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B. Dial in to a zoom web conference on the phone  
 

 
1) You can also dial into the Zoom web conference using a telephone 

connection. 

For this you need the meeting-ID and the meeting password from the 

registration email. 

You should use this option if the audio connection via your PC / laptop does not 

work. You will only see the presentations if you are also connected via your PC 

at the same time. 

 

 

 

 

 

 

 

You can dial in using one of the phone numbers provided in the email; or for a 

complete list of international dial-in numbers see 

https://zoom.us/zoomconference. These numbers are landline numbers of the 

according country, the tariffs of your telephone provider apply. 

 

 

2) Call one of these phone numbers when the Zoom web conference begins. Use 

only German country numbers. 

 

3) You will be greeted by Zoom's automatic announcement. This prompts you to 

provide your meeting ID. You will also find the meeting ID in our invitation (which 

you received by email). Enter this and confirm with the # key. 

 

4) Then you will be asked to enter your meeting password. Enter this and confirm 

with the # key. 

 

5) Enter the participant ID that was assigned to you when you dialed in on the PC 

and confirm again with the # key. If you do not have a participant ID, you can 

press the # key and then you are connected to the conference via audio. 

https://zoom.us/zoomconference

