INTRO TO ZOOM FOR
TEACHERS & STAFF

N How to Get Started

Signin (1)

e Gotowww.zoom.com

e ClickonSignIn
e Click

& Signinwith Guug@

e Connect and Use Your School's
Account

e Do Not Use Your Personal Email

Schedule aMeeting &)

e Click on Schedule a Meeting
HOST A MEETING ~ %\'

SCHEDULE A MEETING JOIN A MEETING
e Fill out the Meeting Details

e Share the Meeting Invite Details
(including the URL) through a
Google Classroom Assignment.

Tips for Teachers

e Mute all participants when they first join
the meeting. This is a setting when you
are scheduling the meeting and you as
the Host you can also Mute all
Participants once the meeting has
started.

e Join your class a couple minutes early
to ensure a proper connection

e See Additional Sheets for More Tips

— R, YN,

Change the Time Zone @

By default, the time zone is set to
Pacific Standard Time.

e Click on Your Profile Picture at the Top
Right Corner

e Click on Your Name and Email Address

e Click on Edit to the Right of the Date and
Time

e Changeitto (GMT-4:00) Eastern Time (US
and Canada)

¢ Click on Save Changes

More Tools for Teachers

e | ocal Recording
o Attendee Attention Tracking
» Polling

o Breakout Rooms

o Non-verbal Feedback

o Virtual Backgrounds:

e Sharing a Screen:

o Whiteboard

o Annotation

e Transcription of meetings
e Chat

Have Fun!

Distance Learning is new and can be
difficult and frustrating.

Use a Virtual Background!
On an updated PC/Mac/iPad/iPhone only.

**Some laptops may need updating to
support virtual backgrounds™*

And don't forget to set your class norms
and expectations at the beginning of

each Zoom Meeting. Tracy Leigh

tracy.w.leigh@gmail.com


http://www.zoom.com/
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/115000538083-Attendee-attention-tracking
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-
https://support.zoom.us/hc/en-us/articles/115004794983-Automatically-Transcribe-Cloud-Recordings-
https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background

TIPS AND TRICKS
"\

Teachers/Staff

For your first class, set aside some time to introduce your students
to Zoom and ensure that they're able to connect their audio and
video.

Give an agenda or plan for each class by Screen Sharing a
document or slide at the beginning of class. This gives students a
clear idea of how the class will progress, what will be covered, an
the activities they’ll engage in.

Discuss online etiquette and expectations of the students in your
first virtual class and periodically revisit the topics.

Utilize the Whiteboard or Annotate a shared document and let your
students engage as well. When sharing a whiteboard, document,
screen, or image, try whiteboarding math problems or have a
student use annotation to highlight items such as grammar
mistakes in a paper you're sharing.

Take time to promote questions, comments, and reactions from
your class. Give a minute to allow your students to utilize reactions,
write their questions in chat, or be unmuted to ask their questions
live.

Divide into smaller groups for a discussion on a certain topic. You
can use Zoom'’s Breakout Room feature to either pre-assign or
auto-assign students into groups for a short period of time so they
may discuss things together.

Have students be the presenter and share projects with the class.
This allows your students to show what they’'re working on while
practicing their presentation skills. It also allows students to hear
from one another.

Created by Tracy Leigh
Teacher/Coordinator of Educational Technology
tracy.w.leigh@gmail.com



https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms

fv Teachers/Staff

MORE TIPS AND

TRICKS

Pre-set your meeting to mute participant’s microphones upon
entry. This helps to avoid background noise and allow your students
to focus on your lesson.

Look at the camera to create eye contact with your students. This
helps to create a more personal connection while teaching over
video.

Take a second to check chat or your student’s video (if on camera)
to check-in with your students and get feedback.

Speak as if you're face-to-face with the class while ensuring you're
at the appropriate distance from the microphone for the best audio
experience.

When delivering a presentation, sharing images, files or video, give
your students a moment to open or take in what you’'ve shared.

Embrace the pause. Take a moment after the end of your
comments and allow for students to engage before continuing on.

Click Here for More Support on Managing Participants in a Meeting

Click Here for Student Tips for Participating in Online Learning

Click Here for a List of Live Webinars to Learn More About Zoom

Click Here for a Recorded Webinar On Using Zoom in Education.

Practice with a Test Zoom Meeting!

Invite your grade level partners,
Specialist Teacher, etc. to a Practice Zoom Meeting.

Created by
Tracy Leigh
Teacher/Coordinator of Educational Technology
tracy.w.leigh@gmail.com



https://support.zoom.us/hc/en-us/articles/115005759423
https://zoom.us/docs/doc/Student%20Tips%20for%20Participating%20in%20Online%20Learning.pdf?zcid=1231
https://support.zoom.us/hc/en-us/articles/360029527911
https://zoom.us/rec/play/vJR5d-j5q283HNGcsgSDV_5wW9Tpe_qs0CVM_PIEmknkVnAAYVGlZuMaZ7NAORKJB_fFeWJ9L4d5ilrn?continueMode=true

