
Zoom Cheat Sheet ver 1.1
Meeting 
Details

Encrypted 
Meeting
    y/n Meeting ID

Speaker or 
Gallery 
View

Full/Part 
Screen

Participant Area
In this area you can send a private text 

message to another person or to the entire 
group, Raise your hand to speak or mute your 

audio

The name you signed in 
with

Number of 
Participants

Mic on/off Video 
on/off

Raise or lower your 
hand

Share your screen with the 
group - pick source on your PC

Mute on/off

Indicates a private 
message

Pick who you send your 
chat to (individual or 
everyone)

Type your chat message here - 
press enter to send

Toggle mute / 
unmute

Video on/off - pick camera if you 
have more than one

Invite others
to this mtg

Participant 
screen on/off

Open / close the 
participant window

Graphic 
up / down

Exit 
Meeting

Line around picture 
indicates who is talking
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