
 

Instructions for Online Worship  
Boulder Friends Meeting 2020  

For the health and protection of our Meeting community and to support the public 
health of the wider community in the face of the Coronavirus pandemic, Boulder 
Friends Meeting has suspended in-person worship.  

We are using online worship as an alternative, with the Zoom conferencing service. For 
those who are not familiar with Zoom, instructions for how to set up and join a Zoom 
conference follow.  

Please find the information to join our Zoom Meeting for Worship on our website: 
 
 https://www.boulderfriendsmeeting.org  
 
 

Advice for Participating in Online Worship  

• Enter the meeting in silence as you would for an in-person meeting for worship. Do 
not introduce yourself when you enter.  

 Keep your device on mute unless you are speaking. Everyone will be muted by 
default upon entering, and the host has the ability to mute and unmute any participant.  
Background noise such as dogs barking or cell phones ringing can be very disruptive to 
the spirit of worship and make it hard to hear. 

 
1 The host is the person running the technical side of Zoom, as distinct from the clerk (who could also be 
the host, but not necessarily).  
 

 
●   If you are led to speak:  

 As always, allow some silence after any preceding message to allow  
    it to settle in our hearts.  

 Unmute your device. (See Instructions below.)  
 Introduce yourself, simply saying “This is <your name.> (Some may   

participate by phone, so it especially helps them.) 
 Pause briefly in case someone else has also started to speak. If so, wait for 

the clerk to recognize you. Otherwise, start speaking.  
 Mute your device when you are done. (The host may do so if you forget.)  

• Continuing in worship, the clerk will invite joys and sorrows as usual.  

• If you need to get the attention of the host or clerk for any reason, use the chat feature 
and choose to whom to address your message. If you are using only a phone to 
connect, consider texting the host first; unmute and speak to the group, if necessary.  

  



Instructions for Setting Up Zoom and Joining a Zoom Conference  

 Get the latest software for your device (computer, cell phone, etc.) at 
https://zoom.us/download  
 

 Participate via the Internet.  Join the Meeting on a Computer or Mobile Device by 
clicking on the link provided on our website on the Online Worship page at  
https://www.boulderfriendsmeeting.org/online-worship-and-community/ 
 
A new tab or window will open in your browser, which will then automatically open the 
software you installed and connect you to the meeting. Follow the prompts.  
 
OR  

• Participate by phone.  Participating with video is helpful but not required. To join by 
phone, call 1 669-900-6833, and then punch in the Meeting ID (and possibly password) 
provided on our website (see link above).  To mute or unmute your phone, dial *6.   At 
the end of the call, just hang up.  

• Set up Zoom in advance of the meeting time. Allow 15 minutes if you are unfamiliar 
with Zoom. Allow more if you think you may need assistance.  

• Familiarize yourself with the Zoom features you will use during the meeting, such as 
muting and unmuting, starting and stopping your video, controlling what you see, and 
the chat feature.  

• Use only one audio connection per room, ensuring all other microphones and speakers 
are muted. (For example, you might have more than one person in a room and might 
be tempted to each use your own device to connect.)  

 
 
 
Detailed instructions created by Western Friend are on the next few pages.   
Thanks much to Western Friend for sharing these instructions with us. 
 

http://www.boulderfriendsmeeting.org/online-worship-and-community/


Western Friend Connect – “How To” 1

Before you enter a Boulder Friends Meeting 
online meeting room for the fi rst time, 
you will need to allow the download of some
Zoom software so that your device can
connect with the meeting room. 

Once you download the software, it will 
ask you to type the name that you want 
to use in the meeting room. (Or it will 
remember the name you used last time.)

Type your name and click “join.”

Depending on how the host has set up the meeting room for audio, you might be given a choice to 
use either a telephone or your computer’s microphone to speak in the meeting room, or you might 
only be given the option to use a computer microphone.

“How To” Contents: Entering the meeting room  . . . . . . . . . . . . . . . . . . . . 1
 Seeing others in the meeting room   . . . . . . . . . . . . 2
 Signaling to others in the meeting room. . . . . . . . 3
 Audio and video in the meeting room . . . . . . . . . . 4

Entering the meeting room
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Western Friend Connect – “How To” 2

Seeing others in the meeting room

When the meeting room first opens, 
it will probably look like a window 
floating on your desktop. It will 
probably be showing “speaker view,” 
where one main speaker is shown in a 
big picture, and other people are shown 
in small pictures.

There are little 
“buttons” in the 
upper right corner 
of  the window 
that let you . . .

2) switch the meeting room to “gallery view,” 
where everybody’s pictures are the same size.

1) make the meeting room fill your screen, 
and/or . . . 



Western Friend Connect – “How To” 3

Signaling to others in the meeting room

At the bottom of  the meeting room 
window are some buttons that appear 
when you move your cursor there. One is 
the “participants” button. Click it, and a 
window will appear that lists all participants. 
You can drag the window where you want it 
to be on your screen.

With the participant list open, you can 
“raise your hand” and “lower your hand” 
to signal to the host that you want to speak.

You can also send messages to other 
participants by opening the “chat” window 
and typing in it. You can drag this window 
where you want it to be also.



Western Friend Connect – “How To” 4

Audio and video in the meeting room

In the far bottom left corner of  
the meeting room window, you 
should see a pair of  “buttons” 
that will let you control your 
audio connections to the 
meeting room. The little  
tent-shaped button opens up  
a menu of  options.

For the best audio quality for all participants, it’s good for “everyone” to mute their microphones 
unless the host calls on them to speak. It also helps reduce echoes and feedback if  “everyone” uses 
headphones or earbuds to listen to the meeting, instead of  using external speakers.

Similar to the audio controls, the 
meeting room provides you with 
some control over your video 
stream. Again, the little  
tent-shaped button opens up  
a menu of  options.



Note: If you don’t see any of the controls mentioned, try moving your cursor 
over the window where the control is supposed to appear. On a mobile 
device, tap anywhere on the screen; the controls may be in a different 
position on the screen but look similar. 
 
Zoom Help 
 
● How to join and test audio and video: 
https://www.youtube.com/embed/HqncX7RE0wM?rel=0&autoplay=1&cc_loa
d_policy=1 
 
● New to Zoom? You can test Zoom here: https://zoom.us/test 
 
● Zoom video tutorials:  
  https://support.zoom.us/hc/en-us/categories/200101697    
 




