
WI Learning Hub – Live Courses Helpsheet 

Zoom is an online video conferencing service that we use to conduct our WI Learning Hub courses. 

Please find below some helpful tips to help with joining our live courses and your use of the platform. 

Getting Started: 

• Zoom is an internet-based service and while it is possible to join via a traditional landline 

telephone, we recommend using a PC, laptop, tablet or smartphone. 

• Zoom will work via your web browser (Google Chrome, Microsoft Edge, Safari etc) or you can 

download the Zoom application if you prefer.  

• Zoom offer a variety of online resources to provide help on the various features that are 

available. 

• You can set up a free account with Zoom by going to https://zoom.us/ and click ‘Sign Up’. 

Please note there is no obligation to register with Zoom to access the Learning Hub courses. 

 

Live Course Etiquette: 

Our aim is to create a welcoming, accessible, and respectful learning environment for our attendees. 

With this in mind, please follow the below points when joining our live courses.  

 

• Please remain muted unless invited to unmute. 

• Please keep comments relevant to the theme of the course. 

• If a tutor is screen sharing, please limit your usage of the chat box publicly as this can obscure 

the screen for other participants. If you need technical assistance please message the ‘WI 

Learning Hub’ host privately (instructions on how to message privately are given in the ‘Chat 

Box’ section below). 

• If you arrive late or need to leave early please do not disrupt the class by informing the tutor 

verbally, if you wish to inform the group you can do so via the chat box. 

• Please bear in mind that our hosts are independently contracted tutors and external trainers 

and are not able to comment on the operations of the Learning Hub or NFWI. 

• We appreciate constructive feedback and course recommendations but please communicate 

this to us via email or relevant post course feedback forms and not during the course. 

• If you are disruptive or rude during a course you will receive a warning. If this behaviour 

continues you will be removed from the course permanently and may be contacted after the 

session.  

Joining a Live Course: 

Included in your booking confirmation email will be a link to the course as well as the Meeting ID and 

Password. In order to access the course simply click on the link shortly before the start time. This will 

direct you to the Zoom platform where you will be placed in the waiting room until the host is ready to 

start. While in the waiting room you can test your audio and video by clicking ‘test computer audio’ in 

the pop up window. Please ensure that your name corresponds with the name you have booked under 

when signing into Zoom so that attendees can be verified on entry.  

On entering the meeting you will be muted. This is intended to keep the focus on the tutor, avoid noise 

interference and will ensure that the course can start promptly. If you would like to speak with the tutor 

during or after the course you may unmute yourself when invited but please remember to re-mute 

when you have finished speaking. 

https://zoom.us/support/download
https://support.zoom.com/hc/en
https://zoom.us/


• If the link does not work please direct yourself to the Zoom webpage and select ‘Join Meeting’ 

https://us02web.zoom.us/join where you can join a meeting by entering the Meeting ID and 

Password. 

• If you are unable to join and get an alert ‘Host is in another meeting’ pop up, please double 

check the Zoom code which you are using. It either means that you are not using the correct 

code or are trying to access at the incorrect time. 

Please click on the below video to learn more about joining a Zoom meeting. 

 

Sound: 

The sound will be tested prior to participants entering the meeting, therefore if you have any difficulties 

with sound these will likely be linked to your device or own internet connection. There are several 

ways of improving the sound quality. 

• Ensure you have connected to ‘computer audio’ when you initially join from the waiting 

room. 

• Ensure the device isn’t muted and try turning the sound up on your device. (Also ensure 

that the device doesn’t have headphones already plugged in or is already connected via 

Bluetooth to another speaker, wireless headphones or hearing aid in another room) 

• Try turning the sound up on the Zoom settings – this can be done by clicking on the small 

upwards arrow to the right of the microphone symbol in the bottom left of the meeting screen. 

Then click on ‘Audio Settings’ and increase the ‘Output Volume’ on the ‘Speaker Settings’. 

• If you are listening alone you may find using headphones a good way to improve the sound 

quality or you could try using an external speaker. 

• Alternatively, it is sometimes beneficial to leave the meeting and re-join – a member of the 

Learning Hub team will be on hand to let you back into the meeting. 

https://us02web.zoom.us/join
https://www.youtube.com/embed/pAMDxH_H_Cs?feature=oembed


• You may wish to try signing in on another device if you have access to one. You can watch 

on your laptop, PC, iPad, tablet or smartphone. 

• If bandwidth is low, try switching off your camera, shutting down any other 

programmes/applications running on your device and ensuring that your WIFI isn’t being used 

by another device in the household. 

• Switch from using WIFI to 4G if you have access to it – you can hotspot a smart phone if you 

have a large enough data allowance and adequate 4G signal. 

Read more about troubleshooting audio issues on the Zoom website – click here. 

Visuals: 

Ensure you are viewing in ‘Speaker View’ or ‘Full Screen’ mode. 

If you see lots of people on your screen you are in ‘Gallery View’. The ‘View’ icon can be found on 

most devices in the top right hand corner of your screen to switch to the recommended views. 

 

Read more about troubleshooting video issues on the Zoom website – click here. 

Chat Box: 

There is a ‘Chat’ box facility on Zoom which can be used throughout the course. Depending on the 

nature of the course, hosts will aim to answer questions posed in the chat unless it has been specified 

that questions will be answered at the end verbally. If you have any WI Learning Hub related questions 

or technical issues you can pose these directly to the Learning Hub team by privately messaging the 

‘WI Learning Hub’ host who will do their best to help you. 

• In the meeting controls toolbar, click the Chat icon. 

• The Chat panel will open. 

• Click in the text input box and enter your message. 

• Click the ‘To:’ drop-down menu to select who you want to send your message to. 

• Note: Your available options may be restricted by the host. 

• Press Enter or click the send icon to send your message. 

 

Subtitles: 

At the bottom of the screen you will see a ‘Closed Caption’ icon or ‘CC’ which relates to the subtitles 

function. If you would like to use this function simply click on the small upwards arrow to the right of 

the ‘CC’ icon and click ‘Show Subtitles’ to start. Sometimes subtitles start automatically on entering 

the meeting. If you would like to turn them off you can do so by clicking the small upwards arrow to 

the right of the ‘CC’ icon and clicking ‘Hide Subtitles’.  

Denman at Home uses the best software for live captioning currently on the market however we 

cannot guarantee this will always be 100% accurate, and from time to time words may be subtitled 

incorrectly. Please note the symbol on the top left of the screen stating ‘Live Streaming with Rev.com’ 

refers to the subtitles function.   

 

If you have any further issues or queries please direct these to: wilearninghub@nfwi.org.uk 

https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0061902
https://support.zoom.com/hc/en/category?id=kb_category&kb_category=0d49769a8720391089a37408dabb3536
mailto:wi

