
Hi Your Name,

Panelist Email Invitation

Add to Calendar

Click the Add to Calendar link for the type of calendar you 
use. This will generate an *.ics file that you will import to 
your calendar.  

Your Zoom meeting invitation contains important information 
you’ll need to manage the invitation.

Join the Meeting

Click the Click Here to Join link to join the meeting.

Note: Do not forward the invitation for others to use. 
Direct others to connect to meeting through the 
attendee link via the Public Meetings page on the 
Citizens website.

Dial-In Numbers

If you are unable to connect to the meeting, use 
the alternate Dial-In Numbers to connect to the 
meeting by phone.

Note: You will need the Meeting ID and Participant 
ID to dial-in.

You must enter the Participant ID when joining the 
meeting in order to speak.  
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Downloading and Installing the Zoom

Upon opening the email meeting 
invitation, you will be taken to a 
page that allows you to download 
and install the Zoom app.

Click the download and run 
Zoom link to install the 
Zoom app.

Once the file has 
downloaded, open the 
*.exe file to open the Zoom 
installer. After installation, 
the Zoom app window 
should look like this.

Once you’ve downloaded 
and installed Zoom, log into 
Zoom using your existing 
account information or sign 
up for a free account.

Note: All Panelists are encouraged 
to use the Zoom app when joining 
the meeting.
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Managing Mute and Video

Zoom allows Panelists to manage their 
own audio and video settings while in a 
Zoom meeting.

• Audio and video controls are in the 
lower left corner of the Zoom 
window.

• Panelists can turn their audio and 
video ON or OFF by clicking the 
MUTE and/or START/STOP VIDEO
buttons.

• Your audio is muted when the 
UNMUTE button has a red “slash” 
through it.

• Your camera is turned off when the 
START VIDEO button displays a red 
“slash” through it.

If you are called upon to speak, you can toggle your 
microphone on and off. If your microphone is 
MUTED, you can;

• PRESS and HOLD the SPACEBAR to speak

• RELEASE the SPACEBAR to return to mute

Talk/Mute Shortcut

Microphone OFF
Video Camera ON

Microphone ON
Video Camera OFF

=

=

Gallery View vs. Active Speaker View

You can toggle your view in Zoom by clicking the 
Gallery View/Speaker View button in the upper 
right corner of the window.

Launching Full Screen View

Your Zoom window can be viewed in 
full-screen mode by clicking the Full-
Screen icon to the right of the Gallery 
View/Speaker View button.

Note: We recommend gallery view which will 
mimic the view of the public attendees.
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