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This is a step-by-step guide on hosting an online class, to be done at least three days before the start
time. After following this guide, you are strongly encouraged to do explore the capabilities of Zoom,
such as sharing your screen and webcam.

This guide is broken down into 5 sections:

Setting up to host classes — to be done once

Audio Setup — first-time setup

Webcam Setup — first-time setup

Scheduling a class — At LEAST ONE DAY before each class start time
Running a class — 15 minutes before your class start time
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Setting up to host class

Prerequisite info:
To utilize this solution, you will require:

e A computer with a webcam & mic

e Aninternet connection

e Minimum specifications: https://support.zoom.us/hc/en-us/articles/201362023-System-
Requirements-for-PC-Mac-and-Linux

e Email addresses for all attendees

e Request a license from Remote Teaching at remoteteaching@uwinnipeg.ca

Requests for support may also be directed to Remote Teaching.


https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
mailto:remoteteaching@uwinnipeg.ca

You will receive an email with instructions on how to activate your account
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Follow instructions to set up your account:

On the page that appears, click Sign Up with a Password

Activate your Zoom Account
Choose the following sign in methods, and use your email address
@uwinnipeg.ca to continue

Or

“ Sign Up with a Password



On the next Page enter your First Name, Last Name, Password and Confirm Password, then press
Continue.

Zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGNIN SIGN UP, IT'S FREE

Welcome to Zoom
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created. Please list your name and create a password to continue.

een successfully

First Name o]
Last Name
Password ®

Confirm Password ®

By signing up. | agree to the Privacy Policy and Terms of Service.

On the following page click Start Meeting Now:
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Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:

Start Meeting Now

Click on the downloaded file that appears. Where you can find this will be based on which browser
you’re using.



Chrome:

Click the Zoom installer filename found at the bottom of Chrome. Run the installation application.

zoom

A download should start automatically in a few seconds.

If not. download here

O Zoom st e A Showall | 3

Firefox:

A pop-up will appear, asking if you would like to save the Zoom installer file. Click “Save File”.
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zoom 2. After save file, click icon [Y above
Then click Zoom ... exe

1. When prompted, select Save File.
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Once the download is complete, click the downloads icon in the top right. Then click the Zoom installer
filename.
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1. When prompted, select Save File.

Internet Explorer:

A pop-up will appear at the bottom of Internet Explorer. Inside this pop-up, click “Run”.

e & https://z00m.us/j/3339066051 - & ¢ Search. 0o~

(& Launch Meeting - Zoom x (¥

Zoom Support  English ~

When prompted, select Run. &
A download should start automatically in a few seconds. If not, download here.

If you cannot download or run the application, join from your browser.




Microsoft Edge:

A pop-up will appear at the bottom of Edge. Inside this pop-up, click “Run”.
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A download should start automatically in a few seconds.
If not, download here.

f you cannot download or run the application, join from your browser.

‘Copyright €£2020 Zoom Video C rved.
Privacy & Legal
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What do you want to do with Zoom_b410cas615215bab.exe (75.3
. From: launcher.zoom.us :

When the Zoom installer is ready to run, click Yes in the following dialog to allow the installation to
continue.

0 Zoom Video Communications, Inc.

Verified publisher: Zoom Video Communications, Inc.
File origin: Hard drive on this computer

Show more details

Zoom does offer a plugin for the desktop version of Outlook. If you are installing this on a university
issued computer, you will need administrator privileges. Please contact servicedesk@uwinnipeg.ca to
help you with this.



mailto:servicedesk@uwinnipeg.ca

Audio Setup

When you start or join your first meeting, you will be presented with some audio conference options.
To set up your audio, click “Test Speaker and Microphone”.

7 Enter Full Screen
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Phone Call Computer Audio

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting
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Join Audio Stal Invite  Manage Participants  Share Screen Chat Record

If you can hear a ringtone playing, your speakers are set up properly. If not, click the drop-down menu
titled “Speaker 1”.

Choose the appropriate sound device for your computer. Once you can hear a ringtone, click “Yes”.

£ 3 Enter Full Screen

of Wi...

Do you hear a ringtone?

Yes No

Speakerl: | Headphone (Realtek High Definition... v

Output Level:
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Start Video Invite  Manage Participants  Share Screen Record  Reactions

Join Audio



Speak and then wait a moment. If you can hear your voice played back to you, your microphone is set up
properly. If not, choose the appropriate microphone device from the drop-down menu titled
“Microphone 1”. Once you are able to hear your voice played back to you, you have selected the right
device. Click “Yes”.

© 3 Enter Full Screen

arsity of Wi...

Speak and pause, do you hear a replay?

Yes No

Microphone 1: | Microphone Array (Realtek High Defi... v

Input Level:
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Join Audio  Start Video Invite  Manage Participants  Share Screen Record  Reactions

Once both of these devices are set up, you're ready to join your meeting. Click “Join with Computer
Audio”.

Speaker and microphone looks good

Speaker  Headphone (Realtek High Definition Audio)

Microphone:  Microphone (3- HD Pro Webcam C920)

Join with Computer Audio




You can now join your meeting with computer audio. Once again, click on “Join with computer audio”

. Zoom Participant ID: 44 Meeting ID: 793-296-641 =1E) e

T3 Enter Full Screen

Computer Audio

Join with Computer Audio ‘ ‘
Test Speaker and Microphone

[ Automatically join audio by computer when joining a meeting
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JoinAudio  Start Video Invite  Manage Participants Share Screen chat Record  Reactions

Your audio will now be connected to the meeting.

Webcam Setup

If you have enabled video for the host when scheduling your Zoom meeting, you should see yourself as
soon as you log in. If you haven’t enabled video for the host, you’ll need to enable your webcam. To do
this, move your mouse around the Zoom window. A control menu will appear at the bottom of the
window. Click on “Start Video”.

University of Wi...
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Start Video Invite  Manage Participants  Share Screen Chat Record  Reactions




If you still don’t see yourself, you may need to select a different camera device. To do this, click the

arrow next to “Stop Video”.

Select a Camera (Alt+N to switch)
Logitech HD Pro Webcam C920
V Integrated Webcam

| Background

University of Winnipeg
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Mute Stop Video Invite  Manage Participants _Share Screen chat
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Record  Reactions

©3 Enter Full Screen

Choose the appropriate camera device from the list. Once you see yourself, your webcam is connected

to the Zoom meeting.

To complete the setup, once you see the following screen click the ‘X’ to close out of all windows.
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Talking:

Meeting Topic: I Personal Meeting Room
Host: [

Copy URL

Participal &7, . cc ONE of the audio conference options

=1

Join with Computer Audio

Join Au Test Speaker and Microphone

Automatically join audio by computer when joining a meeting

Phone Call Computer Audio

le Others
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Scheduling a Class

After launching Zoom, click Sign In.
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Join a Meeting

Sign In

At the Sign In screen, enter your @UWinnipeg.ca email address and Zoom Password on the left side.
Click Keep me signed in and finally click “Sign In”

If you have a Zoom account but cannot remember your password, click Forgot?.

Slgl‘l |I‘I Sign Up Free
[ Email ] aQ Sign In with S50
- R or -~ h .
Password Forgot? oC | Sign In with Google
Keep me signed in Sign In f Sign In with Facebook
< Back
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After signing in, you will see the Home tab, where you can click these options:

o P ¢ -
[, ] C ® E) Q. Search 1_
Home chat Phone  Meetings  Contacts <

BT o > LA
onday, January 7, 2019
i .

New Meeting ~ Join
B Add a calendar
Schedule Share screen

To ensure that all students are able to join the class, please perform the below steps at least 3 days in
advance.

Select “Schedule” and it will open a new window to set the meeting parameters.

) Schedule meeting X
Start: [Tue April 7, 2020 | |10:00 AM E”
Duration: 1 hour v 0 minute v
(7] Recuriing meeting Time Zone: Central Time (US and Canada) ~
Meeting ID

© Generte Automatically () Personal Meeting 1D

Password

Require meeting password | [N

Video
Host: @) on () Off Participants: () on Q) 0Off

Audio

i; Telephone o Computer Audio

:) Telephone and Computer Audic (: 3rd Party Audio

Calendar

() Outloek () Google Calendar ©Q Other Calendars

Advanced Options -

Enable waiting room

(") Enable join before host

Mute participants on entry

() Only authenticated users can join: Sign in to Zoom

() Automatically record meeting on the local computer
Alternative hosts:

Example:john@company.com;peter@school.edu

==
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Topic:

Start time & duration:

Meeting ID:

Password:

Video:

Audio:
Calendar:

Advanced Options:

This will be the name of your Zoom meeting that is sent to your participants.
The date and time your meeting will start and the length of the meeting.
Select Generate Automatically

It is recommended you set a password for your zoom meetings. This will ensure
your meeting is as secure as possible and only those with the password have
access. You will need to provide this password to all of your participants before
they can join the meeting.

Select Host: ON, Participants: Off

e Your video will be enabled when you enter the meeting. Your
participants’ video will not be. The host or the individual participants
can enable this during the meeting.

Computer Audio

Outlook or Other Calendars

Select the Advanced Options drop down menu
Select > Mute participants on entry

e This will mute the participants’ microphones when they enter the
meeting. This can be enabled by the host or the individual
participant during the meeting.

Select > Enable waiting room

e [tis recommended to enable a waiting room for your meetings. This
will allow the host to admit individual participants or to admit all
connected participants to the meeting. This will help secure your
meetings and only allow those you give permission to access.

When you are done setting up your meeting, click “Schedule”.
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A dialog will appear that gives you the text to send to your students. Click “Copy to Clipboard”.

) Zoom - Schedule a Meeting X

Your meeting is scheduled.

Click the button below to copy the invitation to clipboard.

_is inviting you to a scheduled Zoom meeting.
Topic: I Zoom Meeting

Time: Mar 15, 2020 11:00 AM Central Time (US and Canada)

Join Zoom Meeting

Meeting ID:_

Join by SIP

Join by H.323

S West)

S East)

(China)

ndia Mumbai)
ndia Hyderabad)
(EMEA)

Open with default calendar (.ics) Copy to Clipboard

Create a new email in UWinnipeg Email Web Access (email.uwinnipeg.ca) and paste the text (Right-click
> paste or Ctrl-V) into the body of the message.
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@ https//email.uwinnipeg.ca/OWA/projection.aspx - Google Chrome

& email.uwinnipeg.ca/OWA/projection.aspx
= Send W Attach Discard
o o x

Cec

Class Zoom delivery (course number)

(- is inviting you to a scheduled Zoom meeting.

Topic: (EEEENED; Zoom Meeting
Time: Mar 15, 2020 11:00 AM Central Time (US and Canada)

Join Zoom Meeh‘ni
Meeting 1D: [N

Join by SIP

Join by H.323
11S Wast)

M A B I U & A = (=

Discard D ©@ A v O3 Oraft saved at 10:55 AM
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Paste the student emails in the To field, enter a Subject, and press Send.

Students will receive an email to join the meeting. They just need to click on the first link under “Join
Zoom Meeting” and follow a few simple prompts.
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If you have the Outlook desktop application installed and running on your computer and have selected
“Outlook” as your calendar option, Zoom will launch a new calendar item once you finish scheduling
your meeting. The calendar item will be pre-populated with your meeting information. From here, enter
the students’ email addresses into the “To:” field, then click “Send”. Your participants will receive an

email calendar invitation to your meeting.

= Zoom Meeting - Meeting

Format Text Review

Meeting Insert 2 Tell me what you want to do...

Private ’
L)

! High Impartance
¥ Low Importance  add ins
Tags Add-ins | A

Starttime | Thu 4/23/2020 T 1000 am - All day event

Endtime | Thu4/23/2020 EE| | 11:00 AM -

_15 inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

Password: | I

One tap mobile

Dial by your location

x [ Calendar a D L‘ Ez;‘ E Eﬂ é&@) a Z2 Show As: M Busy - O ...; =

PR R omuand | e e | MMM Ao | Netes | et Book Narmes Opone | Peminder 18minutes < [fecunence U (| T
Actions Zoom Show Meeting No.. Attendees Options 5

@ You haven't sent this meeting invitation yet.

=1 To.. | 1

send | gipject - =<t N_'

12:30 PM - 1:30 PM
1:00 PM - 2:00 PM
1:30 PM - 2:30 PM
2:00 PM - 3:00 PM

2:30 PM - 3:30 PM

Office

Room Finder ~ %

4 April20z0 »

Su Mo Tu We Th Fr Sa

12 3 4
56 7 8 9 10N
12 13 14 15 16 17 18
19 20 21 22 [23]24 25
26 27 28 29 30

Good Fair Poor

Choose an available room:
Nane

Suggested times:

9:30 AM - 10:30 AM
Mo conflicts

10:00 AM - 11:00 AM
Mo conflicts

10:30 AM - 11:30 AM
Mo conflicts

11:00 AM - 12:00 PM
Mo conflicts

11:30 AM - 12:30 PM
Mo conflicts

12:00 PM - 1:00 PM
Mo conflicts
Mo conflicts
Mo conflicts
Mo conflicts

Mo conflicts

Mo conflicts
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Running the Class

@ Zoom - Pro Account

Select the Meetings tab and click Upcoming to view, start, edit, and delete scheduled meetings.

- [w] X
~ = .
] [=] B h
Home Chat Meetings  Contacts 2 BT o

T ——
My Personal Meeting ID (PMI) 11:00 AM - 1200 PM | Starts in 1 minute
Meeting 10: Y
Today

B e
Zoom Meeting

Show Meeting Invitation

# Edit X Delete

To start the class, click on the scheduled class on the left, then click the blue highlighted Start button on
the right. It is recommended that you do this at least 15 minutes early.

More online resources available at: https://support.zoom.us/hc/en-us/categories/200101697



https://support.zoom.us/hc/en-us/categories/200101697

