
Zoom Tips & Online Etiquette 

 

1. Act as you would in person. 

 

Think of a Zoom meeting as any other classroom and conduct yourself as you 

would if all were present in the same room. This includes arriving up to 5 minutes 

before the start time, avoiding talking over others, and being fully present and 

engaged.  

 

2. Minimize distractions 

 

Minimizing distractions helps keep everyone focused and the meeting free from 

interruption. Find a quiet place and silence and put away phones, close unrelated 

programs on your computer, and avoid multi-tasking. If something requires your 

immediate attention, please turn off your audio and video as a courtesy to others. 

 

3. Mute your microphone 

 

To help keep background noise to a minimum, make sure you mute your 

microphone when not speaking. A red line appears over the microphone icon 

when muted. Many Zoom setups include a feature that allows you to hold the 

space bar on your keyboard to momentarily unmute yourself. Press and hold 

when speaking; release to return to mute. 

 

4. Use video when possible and look into the camera 

 

Being able to see others helps create a sense of engagement with other 

participants. If you use a web camera, be sure it is in a stable position and 

focused at eye level to avoid distorting your facial features. Looking directly into 

the camera instead of at your video screen also gives the appearance of eye 

contact with others.  

 

5. More light is better, just not from behind 

 

Video quality is dramatically improved with more lighting. Just make sure that the 

light is in front of you. Being backlit makes you harder to see. 

 

6. Avoid mobile devices when possible 
 

Laptop or desktop computers provide a better Zoom experience than tablets or 
smartphones. A computer’s larger screen and steady position enhance the 
experience and full computers offer access to additional Zoom features and 
controls.  



 

7. Come prepared 
 

If you haven’t used Zoom before, download the application the day prior to the 
meeting and familiarize yourself with basic features – mute/unmute microphone 
and start/stop video at the very minimum. 
 
Zoom also provides a test feature to adjust your audio and video settings before 
meetings. Just go to www.zoom.us/test.  

 
 

You may also reach out to staff at the email addresses below with any Zoom questions. 

 

Rodney Wolfenbarger, wolfenrg@jmu.edu  

Sue Gee, geesw@jmu.edu  
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