
Delegates Guide to Zoom 

For the best experience, make sure to download the latest version of Zoom (available on Mac 

and Windows OS here: https://zoom.us/support/download). You are not required to make an 

account. 

How to add a background 

Adding a background on Zoom is quite simple and strongly recommended. If you are unable to 

use a background due to the nature of your device, please sit in front of a neutral background 

like a plain wall. A nondescript/ virtual background is required for safeguarding reasons. 
 

 How to add a background on Computer/ Laptop: 

- Click on the icon in the top right after opening the app.  
- In the drop-down menu that opens, click on Settings.  
- The settings screen will then open. Click on the ‘Background and Filters’ Option and 

then choose the background you like best from the list that appears.  

- Alternatively, to use a custom background: click the plus button at the top right of the 

background choices and then choose the image you want to upload. 

- If you’re already in a meeting – there is an arrow by the start video option that should let 

you click on “Choose Virtual Background” and will get you to the same screen. 

On Mobile:  
 

- Once you are in the meeting you can click on the three dots in the bottom right to open 
settings 

- click backgrounds and filters to get into the selection of backgrounds. 

We will be having a best background competition in place of the typical, hotly contested 

notepaper competition so come prepared with your most creative background. This can be done 

individually or as a delegation. But if you don’t have time to create a snazzy background, we 

recommend using an image of your country’s flag.  
 

How to join a meeting 

To join a meeting on Zoom we will be using the zoom meeting links/ ID and password. Your 

advisors will have access to a list of links for each committee and will share this information with 

you on the day of the conference. 

To join a meeting, you can just click on the meeting link which will open the meeting in Zoom. 

You can also join through Zoom: click the join option – at which point you are prompted to type 

in the meeting ID given to you. After that you will type in the password and et voila – you're in. 
 

The Basics 

 

Zoom Tips 

• Change your name to your country name.  

https://zoom.us/support/download


o To do this: click on the three dots next to your camera panel and click the option 

rename to change your name, in the form “Country - Name.” 

• Raising placards: We will be using the ‘raise hand’ feature instead of placards.  

o Windows – you go into Participants and then click raise hand next to your name.  

o Mac – You go into reactions and then click the “Raise Hand” Option. 

How will committees proceed?  

• Be muted upon joining the call. Your cameras and virtual backgrounds should be on. 

• On entering the call, you will be put in the waiting room. The chair will let you in prior to 

committees starting. 

• Committees will start promptly at 10:30.  

• The chairs will introduce themselves and share their school email. You can use this 

email to send the Chairs any required documents e.g., long amendments. Do not share 

this email with anyone else. 

• The Chair may encourage amendments to be sent in via the “chat” function.  

o You can either type out the amendment in full into the chat box or send it as a 

word document in chat.  

• For other correspondence with the chairs or delegates, use the ‘chat’ function on Zoom. 

 
Chat: 
 

In chat you have the option to either send a message directly to the chairs or publicly to 
everyone:  

- to submit amendments, you should send them privately to chairs.  
- to send notes or chat to other delegates you should use the private chat function to them 

individually. Please do not send casual chat in the ‘Everyone’ chat during debate, unless 
it is explicitly allowed to by chairs, as this is where links to files will be being sent.  

- Chat will be open for debate. It is at the chairs’ discretion to disable chat in the case of 
disruption.  

 
Debate proceedings  
 
Resolutions or amendments current discussing will be screenshared by a chair. A copy of the 

item discussed will be sent publicly in chat, so that delegates can access it independently. 

We recommend you configure your viewer settings to the ‘Side by Side Gallery View,’ as it lets 

you see delegates as well as the streamed content. The mode of viewing is changed by the 

button in the top right of the screen.  

Taking points of Information/voting  

o Use the “raise hand” feature in Zoom. This feature is under the reactions feature 

in the bottom hand bar in Zoom. Ensure that raised hands are lowered following 

POIs/ Voting procedure to not confuse the chair.  

o You can also use the clapping emoticon in the reactions when a vote succeeds if 

you feel inclined to do so. 

Points of Order etc: Situations where you would usually call out in the middle of debate 

– you may unmute and state your point rather than putting up your hand – as it would be 



hard for a chair to tell whether you simply forgot to put down your hand or if you meant a 

point of order. 

 

Overall, if anything during debate confuses you, feel free to privately message a chair. If you are 

unaccustomed to Zoom, unmute and ask near the start of the conference. We will be forgiving 

as zoom MUN is new to many, if not most of us. 

If you have any additional questions before the conference, do not hesitate to email the very 

friendly and helpful MUNHIGH21 organising committee at munhigh@mhsg.manchester.sch.uk. 

Our team will answer your query as soon as possible.  

So, all that’s left for us to say is that we hope you have an excellent day of fruitful debate. See 

you on the radio waves delegates!  

With Love,  

MUNHIGH21 Organising Committee  
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