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Getting Started
Recommendations before starting a class
•
•

•
•
•
•

Sign in to the Zoom desktop client and stay signed in.
Check your internet speed. We do not recommend using public wi networks as video quality can be
compromised and signal issues may arise during the class.
Turn your camera on and have it at eye level.
Stay muted unless you're talking to reduce background noise.
Make sure you sit in a well lit and quiet place.
Be mindful of what's going on behind you. Think about having solid wall behind you or turning on the
virtual background.

Note:

Regular classroom rules apply to distance learning; Please
record attendance making sure students are connecting on time
and stay connected until the end of the class.

How to sign up
1. Start by going to zoom.us

2. On the top right corner, click on the blue “Sign Up, It’s Free” button
3. Enter your email address and click “Sign Up”.

🤓

You can also sign up with your existing
Google or Facebook account.
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4. You will receive an email from Zoom to activate your account, check your email and click Activate Account

5. You will be redirected to ll in your personal details and create a password.

How to download the Zoom app
1. Depending on the device you’re using, you can download the app from the Apple Store or Google Play, if
you’re using your desktop or laptop computer (recommended) please go to https://zoom.us/download

2. Click the blue “download” button under Zoom Client for Meetings to access the installer.
3. Open the Zoom installer from your Downloads folder and follow the instructions to set up your Zoom Client.
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How to start your class
1. To start you class simply click the “New Meeting” button on screen

🤔

Your home screen may look
different depending on your
gadget but make sure you
locate the Join button

👈

👈

Note:

You will need to give access to your
camera and microphone before
starting your class

Make sure the “Use my Personal
Meeting ID (PMI)” option in ticked
To see this you’ll need to click the
arrow ⌄ next to ‘New Meeting’
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Managing your class
Once the class starts there will be different options in the bottom menu as shown below:

1

2

3

1. Control audio and video settings, tap/click once to mute (audio) or to stop video
1.1.Click the ⌃ for additional audio or video settings
2. Use this option to invite people via email or from your saved contacts. We will give all students your class ID
number so they can join rather than you adding them individually.
3. Click or tap “Manage Participants”, which will show you a list with all the present students. A new window
may pop up or the list will be shown on the right side of the window or screen if you’re in fullscreen mode

You can manage each individual student’s camera
and audio here, this includes yourself
This symbol will appear when a student raises
their hand and needs attention

•

•

•

We recommend muting all students on entry and
unmute them when necessary
We don’t recommend allowing students to unmute
themselves as this may create back noises and
disturb others
If you tick “Lock meeting” no new students will be
allowed to join

We recommend muting all students
when giving explanations to avoid
interruptions and back noises
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4. By clicking “Share Screen” you can either share your full desktop or choose what you want to share with
your students. By doing so a new window will appear like the one below:

All opened les will appear here

Don’t forget to tick this option if you’re planning on showing videos
When you share your desktop, every open le will be viewable. Be mindful with the les you have
opened as this may be shared with all of your students. We recommend you keeping all your
personal les closed during class

👩🏫

Prepare beforehand by opening les such the book,
worksheets and websites such YouTube before starting your
class
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4.1. When sharing your screen or one speci c le, a new bar will appear on the top of your screen, use the
“Annotation” option to make comments, highlight or interact with the content shown on screen

This menu will only appear when clicking the “Annotate” button

5

5. Use the chat button to interact with your students, you can send them group or individual messages and
share les such as PDF documents and photos.
A new window may pop up or a list will be shown on the bottom right side of the window or screen if you’re
in fullscreen mode

Use this option to share les such as PDF
documents and photos directly from your
computer or any cloud storage services such as
Dropbox, Google Drive, One Drive and Box
(external authorisation required for these options)

Click here for more options

You can choose to send a message to everyone in your class or to an individual student
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6. You don’t need to record your class but if you wish to, then click/tap the “Record” button; once it begins
recording a small menu will appear on the top left corner like the one below:

You can pause the recording when you go on breaks but
remember to resume it once you start you class again

7. Use the “Reactions” button to react to comments or your student’s work; reactions come only in the form of
thumps up and clapping emojis

8. Breakout Rooms is a great option to divide your class in teams
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👨💻

Tips and tricks for Virtual Lessons

•

For your rst 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, and the activities they’ll
engage in.

•

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

•

Utilise the Whiteboard or Annotate a shared document and let your students engage as well. When sharing a
whiteboard, document, screen, or image, try having a student use annotation to highlight items such as
grammar mistakes in a paper you are sharing.

•

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

•

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.

🤓

Tips and Tricks for Delivery

•

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, les 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.

fi
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Resources

•

How to use Zoom for Remote and Online learning (March 2020)
https://www.youtube.com/watch?v=9guqRELB4dg

•

Comprehensive Guide to Education Through Zoom (March 2020)
https://zoom.us/docs/doc/Comprehensive%20Guide%20to%20Educating%20Through%20Zoom.pdf?
zcid=1231&_ga=2.258135502.551525991.1583696790-827731685.1566335579

•

Tips and Tricks for Teachers Educating on Zoom (March 2020)
https://zoom.us/docs/doc/Tips%20and%20Tricks%20for%20Teachers%20Educating%20on%20Zoom.pdf?
zcid=1231

•

Comprehensive Guide to Educating Through Zoom (March 2020)
https://zoom.us/docs/doc/Education%20Guide%20-%20Getting%20Started%20on%20Zoom.pdf?
zcid=1231
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