
 

 

CQUni Zoom Activity Sheet 

Get Started with Zoom Collaboration  

Background 
This document assumes familiarity with the Zoom Computer Client (right); see Get 

Started with Zoom on Computer activity sheet.  Zoom enables collaboration in 

meetings through sharing, annotations, whiteboard, chat, breakout rooms, etc.  

However, Zoom also supports collaboration outside of meetings, in particular: 

 lists of Contacts for collaboration 

 the creation of Groups for collaboration  

 Chat – instant and persistent messaging with Contacts and Groups 

 image and file sharing with Contacts and Groups      

 an indication of your presence – Available or Busy 

All images in this document are taken from the Zoom Computer Client.  However, all 

collaboration capabilities covered in this document are also available on the Zoom 

Mobile Client (see Get Started with Zoom on Mobile activity sheet).  The two Zoom 

Computer Client options of interest to this document are Contacts and Chats.  

Contacts 
The Contacts option (right) provides access to all of your contacts and 

groups.  Options are provided at the top to add a new contact or group, 

or search for existing contacts and groups.  The Add Group option 

(below) lets you Create a New Group or Join a Public Group.  To create a 

new group, indicate if the group is Public or Private, provide a name for 

the group, and select members to invite (just type the first few letters of 

a name to see a list, as below).  

Below the Add and Search options, tabs are provided for Favorites, each 

Group you have joined, Other Contacts (non-CQUni users of Zoom), and 

Company Contacts (CQUni staff and students with a Zoom account).  

Click a tab to see a list of contacts/members.  Point at a contact/member to see Chat and Meet options.  Right-click a 

contact/member to see Meet with/without Video and Add to Favorite options.  All Meet options send an invite to 

join a meeting; but, this only works if they are Available (see below).   

Numbers on a tab (e.g., 89/622) show the total number of contacts/members (e.g., 622), and those 

Available (e.g., 89).  In lists of contacts, a green Mobile or 

Desktop (far right) shows that the contact is Available.  To set 

you presence, click the Home option at the bottom of the Zoom 

Computer Client and then click the down arrow next to your 

name (shown on right).  
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Chats 
The Chats option (right) provides access to a history of messages sent to 
contacts and groups.  Click on a listed contact or group to open a window 
showing the chat history (below).  For a group chat, members of the 
group appear in a column on the right (as below). 

At the top of the window the Meet option sends an invite to all group 
members to join a video meeting; but, this only works for members who 
are Available.  More options (shown above) include: 

 Start a meeting without video: to start an audio-only meeting 

 Group Settings: to control if you receive message notifications and if the group appears in your contact list; and, 
if you created the group, if new members can see the entire message history 

 Invite Contacts: to invite contacts to join the group 

 Chat History: to see older messages and an option to clear the message history 

 Leave Group: to remove yourself from the group  

 Remove from Contacts: to remove this group from your contact list 

Also at the top is a search option (right).  Clicking that option opens a field (below) to search for files and 
messages associated 
with just This Group, 
or All groups and 
contacts. 

To send a message to a group or contact, just type your message into the box at the 
bottom of the window (below right) and press Enter.  Or, you can send a Screenshot, 
Image, File or emoji  

Options in the left column (below left), provide access to Recent Chats, your Groups, 
and shared files.  Use the Jump To… option to search for contacts and groups. 

 


