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Zoom for (easy!) Online Meetings or to Record Lectures 

Zoom 
1. From a browser, go to: 

http://zoom.us  
2. You’ll need to choose whether you want to share a screen in the meeting or share video/

audio.  Screen sharing is also available for iPhone and iPad.  You can also schedule a 
meeting for the future (see below). 

 Recommendations: 
•Share video/audio.  You can add screen sharing once the session is established (see 
toolbar below). 
•Use your computer audio, but note that if there is more than one device in the room, 
you may get feedback.  If you get feedback, use a headset or mute microphones. 

3. Next: login.  You can create an account, or use your Gmail or Facebook account to login. 
4. The first time you login from your MacBook, you’ll need to download the app (.dmg file).  If 

you are using an iPad, you will need to download the App from the App Store using your 
Apple ID. 

5. Once you are in the session, as the host, you will have tools to invite others, share your 
screen, chat, or record the session.  To run your class online, you’ll need your students’ email 
addresses so you can invite them to the session. 

Why Zoom?
1. It’s easy.  Really. 
2. It’s free for up to 40 minutes.  So it’s great for short meetings or when you don’t mind taking a 

break.  (You can schedule sessions back to back.) It supports up to 25 users. 
3. It’s secure. 
4. Sessions can be recorded as MP4 files. 
5. It can schedule sessions directly to your Google Calendar.   
6. Participants can join from a Mac, PC, Android, iPhone or iPad. 
7. If you initiate the meeting from an iPad, you can share a “whiteboard” with the participants.

What do participants see?
1. Participants will get an email from you with a link to the session.  When they click the link, 

they may need to download the application and create an account if they have have not used 
Zoom before. 
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2. After the session has started, instruct the participants to “hover” over the bottom of the 
window using the mouse or touch pad until this toolbar appears.  The microphone icon 
allows users to turn off or mute their microphones.  The microphone is on by default.    
Instruct participants to click the video camera icon to turn the camera on.  It is off by default-
denoted by the red line through it. 

�  
 Hint:  If the participants are having trouble finding the tool bar, have them “hover” over 
the top or sides of the screen.  Different devices will behave differently. 
3. Participants can chat and record the sessions (the file is saved to  their laptop). 

Ideas/Best Practices for using Zoom to Teach
1. Zoom works well for distance or hybrid classes (and snow days!). 
2. Schedule your meetings in advance by launching the Zoom application and then choosing 

Schedule Meeting.  You’ll see the screen below: 

�  
This will place the session on your Google Calendar.  You can then use the entry in your calendar 
to invite the students if you wish.  (Hint: use the Invite Guests field.  Don’t use the Video Call 
option as that is for Google Video Calls.) 
3. If the class is small (say 6 or fewer) you can have them turn video and audio on.  If there are 

more, have them turn audio and video off except to talk.   
4. If you plan to record the session, go into Settings (see toolbar above) and click the 

Recording button to choose where you want to save the recording. 

PAGE   OF  CENTER FOR TEACHING AND LEARNING2 3                                                                                              



WEBCONFERENCING TOOLS   2015                                                                                                                           

5. Zoom will display the thumbnail of the person speaking.  If you want to keep that thumbnail 
active, you can “pin” it by clicking on it. 

6. Only one person can share their screen at a time.  If someone is sharing their screen, they will 
need to stop sharing for the next person to be able to share their screen. 

7. For larger classes, you may want to lead the class through a presentation by sharing your 
screen and then use the chat window to get student feedback and allow them to ask 
questions. 

8. For group work, you can divide students into groups and have them initiate their own 
sessions to work together. 

Recording Lectures
1. Schedule and go into a Zoom Session.  Click the button to Join the Audio Conference.   
2. Then choose Share your Screen. Choose the screen you want recorded.  Be sure to click 

Share Screen with Computer Sounds when prompted. 
3. Click the Record button.  If you don’t see it, hover over the border of the screen until you 

find it or look under More…. 
4. Proceed with your presentation.  When you are done, look under More for Stop Recording.  

The recording will be saved to a folder on your hard drive.  (Look for a folder called Zoom.)  
The file will have the date and time in the filename.  You can share this with students by 
uploading it to Google Drive or DropBox. 

Appendix
Getting	  	  course	  roster	  and	  email	  addresses	  from	  Blackboard	  

Go in to your Blackboard course: 

•Choose Grade Center->Full Grade Center from the menu on the left (Control Panel). 
•Choose Work Offline->download. 
•Choose the options to download “user information” as a “comma separated” file. 
•Download and open the file as an Excel spreadsheet. 

To get the @su.edu at the end of the email address, insert a blank column after the user name and 
enter this formula: =CONCATENATE(C2,”@su.edu") [where C2 is the cell where the user 
name is.]  Drag this formula down into the cells for each row by selecting the cell and then 
clicking on the little box in the lower right hand corner of the cell and dragging down to copy the 
formula into each row.  It’s easier to see than to read an explanation, but easy once you’ve got it. 
Then you can just select the email addresses to get a nice list that you can paste in when you 
schedule a Zoom meeting, share Google Docs, etc.  Let us know if you need help with this.
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