Getting Started with Zoom:
1. Go to zoom.us
2. Click “Sign Up, It’s Free”

3. Enter in an email and password

4. Scroll to the bottom of the site page and click download meetings client

5. Follow the prompts on your computer to install. I have a Mac, so it gives me obvious instructions for
installation. The process for PC may be different.
6. You can close the browser and now operate exclusively from the client app

To Host a Live Session in Zoom with Students:
I RECOMMEND YOU HAVE STUDENTS DOWNLOAD ZOOM PRIOR TO YOUR FIRST LIVE SESSION. DIRECTIONS
FOR THIS ARE AT THE BOTTOM OF THE DOCUMENT
1. Open the client to see the screen below. Click New Meeting to start a live session:

2. To make sure your video and microphone are working, check these buttons. If either has a red slash
across it, just click it to change the status from off to on.

•

If you can’t see this tool bar, wiggle your mouse near the bottom of your video screen. It should
appear.

3. Adjust the Settings for the Meeting: Muting Participant Microphones, Limiting Screen Sharing, and
Chat Privacy Options
a. Click Manage Participants and see the panel appear on the right side. This is where the names
of your students will populate as they join

b. Then click “More” in the bottom right corner to
see settings appear. I recommend you mute all
participants upon entry. If they enter and unmute
themselves, you can manually mute them by
clicking the microphone by their name or the
mute all button. “Lock meeting” allows you to
exclude others from joining once checked.

c. You can also manage screen sharing capabilities using the buttons below. I recommend the
selected options, unless you want your students to be able to share their screens.

d. Adjust Settings for the Text Chat Function. I recommend setting it so that they may only chat
with the host so they can ask questions without alerting the entire group.

4. If you are going to use a PowerPoint during this session:
a. Open the PowerPoint file on your desktop like normal
b. Click share screen in the Zoom Client
c. Select your open PowerPoint and you will see a green outline appear around the PowerPoint
indicating that this is visible to anyone logged into the meeting.
i. Alternatively, If you are using powerpoint on a connected tablet with a pencil, you can
select share from device instead

d. While using PowerPoint, you can annotate using the draw tool on the tool bar. If you don’t see
the tool bar, wiggle your mouse near the green ID box and it should appear.

e. To stop sharing at any point, simply click the red “stop share” button. This will take you to the
main screen where you see everyone’s face.

5. If this is a live session and you wish to invite students, click invite.
a. If you have access to a list of student email addresses: Every time you start a session, you can
click on an email service and copy and paste all of their emails there. This will send the students
a link directly to their email that will automatically get them into the session.
b. If you do not have a roster of student email addresses: Copy the URL and write down the
session ID and the password. Using the announcement tool on blackboard, post the URL and
the session ID/password as an announcement and push it through as an email.

6. Students will click the link and will be able to join the session. If they have not downloaded zoom prior
to the first meeting, it will prompt them to do so before joining. You will see them appear as they log
on.

7. To record your session:
a. If you have not shared a powerpoint, you’ll find the option here:

b. If you’ve already shared your powerpoint (green outline around your ppt window), you will find
the record option in the tool bar under “more” instead:

c. As soon as you click “end the meeting” at the end of your session, you will be prompted to save
the file as an mp4. On my Mac, the files automatically save to a folder in my “documents”
folder in finder. From there you can drag it to one drive and share it to blackboard if needed.
Notes, Suggestions, and Other Tools:
• If this is a live lecture, it is wise to set the “mute all participants” setting active so they are not
distracting. You can also manually mute them from the task bar shown below if they aren’t
cooperating. If you hear obnoxious feedback, there are two students in attendance sitting next to each
other on their laptops, without their mics muted.
• The chat function is great to be conscious of if you remind students they can type in questions as you
lecture. You can set the chat options to private so that students can type questions to you as you
lecture or alert you if they are having technical difficulties without alerting the rest of the group.
• If you do not have access to a tablet/apple pencil set up, use the annotate tool to point things out
while you present.
• If you’d like students to work in a virtual room (with both audio and visual) in small groups, click
“breakout rooms” and decide how many small groups you’d like to make. It can automatically and
randomly sort students into the groups for the sake of time. Once you open the rooms, the students
will be prompted to join them. While they work together in separate virtual chat rooms, you can
eavesdrop on random groups and answer questions by clicking “join breakout room”. When you are
ready to bring the class back together, click “close all breakout rooms.”

Simplified Directions:
To Record Lectures with no students present:
1. Open the client and Click New Meeting to start a session
2. Make sure your video and microphone are working. If either has a red slash across it, just click it to
change the status from off to on.
3. Open a PowerPoint file on your desktop.
4. Click share screen in the toolbar.
5. Select your open PowerPoint and you will see a green outline appear around the PowerPoint indicating
that this is visible to anyone logged into the meeting.
a. Alternatively If you are using powerpoint on a connected tablet with a pencil, you can select
share from device instead
6. Click record to begin a recording of your lecture
7. Use the annotate tool to point things out while you present
8. When you are finished, simply end the meeting and you will be prompted to save the file as an mP4 to
your computer.
9. Drag this mP4 file to onedrive in order to share with students.
To Host a Live Session in Zoom with Students for Office Hours:
1. Open the client and click New Meeting to start a live session
2. Make sure your video and microphone are working. If either has a red slash across it, just click it to
change the status from off to on.
3. Adjust the settings for your meeting as needed.
4. To invite students click invite and either email them directly or copy the URL/SessionID/Password and
share to blackboard.
5. Students will click the link and will be able to join the session. You will see them appear as they log on.
To Host a Live Lecture in Zoom with Students:
1. Open the client and Click New Meeting to start a session
2. Make sure your video and microphone are working. If either has a red slash across it, just click it to
change the status from off to on.
3. Adjust the settings for your meeting as needed.
4. Open a PowerPoint file on your desktop.
5. Click share screen in the toolbar.
6. Select your open PowerPoint and you will see a green outline appear around the PowerPoint indicating
that this is visible to anyone logged into the meeting.
a. Alternatively If you are using powerpoint on a connected tablet with a pencil, you can select
share from device instead
7. To invite students click invite. You have two options:
a. If you have access to a list of student email addresses: Every time you start a session, you can
click an email service and copy and paste all of their emails there. This will send the students a
link directly to their email that will automatically get them into the session.
b. If you do not have a roster of student email addresses: Copy the URL and write down the
session ID and the password. Using the announcement tool on blackboard, post the URL and
the session ID/password as an announcement and push it through as an email.
8. Students will click the link and will be able to join the session. You will see them appear in the manage
participants window as they log on.
9. While presenting,

a. Use the annotate tool to point things out while you present
b. If you wish to make students work in isolated teams, use the breakout room feature.
10. When you are finished, simply end the meeting and you will be prompted to save the file as an mP4 to
your computer.
11. Drag this mP4 file to onedrive in order to share with students.
Directions for Students to Join Meetings
• It may be wise to ask them to download zoom before the first week of remote instruction begins.
1. Click on the provided URL in your email and follow the prompts to join the meeting.
OR
2. Please go to https://zoom.us/
3. Sign up for a free account. You may either scroll all the way down and download the client or just use
the browser zoom.
4. Click Join Meeting

5. Enter in the provided session ID and click Join. Then enter the provided password.

