Instructor Guide
for Teaching with Zoom
Your Zoom Account
If you are teaching with OLLI at Ringling College (OLLI) / Continuing Studies (CS) for
the first time, you will be registered for a licensed Zoom account through Ringling
College. The licensed account is the property of Ringling College and offers added
security measures, as well as ample class times and sizes. Staff will set up your
account, using your email address as the User ID.
If you already have a Zoom account that is linked to your current email address, it is
necessary that you provide a separate, distinct email address for your OLLI/CS account.
The OLLI/CS Zoom account will be used solely for your classes and for OLLI/CS
correspondence. You will need to check this OLLI/CS designated email address for your
roster, updates, and other information related to your classes.
Once your Zoom account has been created, you will receive an email from Zoom (noreply@zoom.us) at the email address you provide to us for your OLLI/CS Zoom
account. In the body of that email, click Activate Your Zoom Account. You will be asked
to create a password.

Signing in to your Zoom account on the web
You can log in to your Zoom account on the web using the email address assigned to
your OLLI/CS Zoom account at any time, at zoom.us/signin. Then use the panel on
the left to navigate the Zoom portal. You can update your profile, schedule meetings
(classes), edit your settings, and more.

System requirements
•
•
•
•

Laptop, desktop, tablet, or mobile device
An internet connection: broadband wired or wireless (3G or 4G/LTE)
Speakers and a microphone: built-in or USB plug-in or wireless Bluetooth
A webcam or HD webcam: built-in or USB plug-in

Scheduling on Zoom
Your OLLI/CS classes will be scheduled by staff. You will receive your class roster, and
you and your students will receive a link to your class from the OLLI/CS office.
You are encouraged, however, to schedule practice sessions and other meetings that
help you get to know Zoom.

Starting your first meeting as the host
Your upcoming meetings will be listed in the Meetings tab of your Zoom account.
Click Start by the meeting name.
1. Log in to My Meetings.
2. Under Upcoming Meetings, click Start next to the meeting you want to start.

Testing your computer/device audio
There are two ways to join meeting audio – by computer or by phone. You can test your
audio before or after joining a meeting.

Prerequisites
•
•

Microphone, such as the built-in microphone on your device, a USB microphone, or
an inline microphone on headphones
Speaker or headphones

Join a test meeting
Click join a test Zoom meeting to familiarize yourself with Zoom and test your
microphone/speakers before joining a Zoom meeting. Visit zoom.us/test and click Join.

Audio echo in a meeting
There are three possible causes for hearing audio echo or feedback during class:
1. A participant with both computer and telephone audio active
2. Participants with computer or telephone speakers too close to each other
3. Multiple computers with active audio in the same room
Muting is not enough to solve this issue. This simply mutes the mic, but the speaker is
still on.
To isolate the attendee:
•
•
•

Host can mute the attendees one at a time
Host can mute all, and unmute one at a time
Attendee can mute him/her/themselves

The source of echo can also be from:
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•
•
•

Speakers (such as TV or soundbar) that are too loud
Echo cancellation has failed (device or performance issue)
A bad microphone

Testing your device video (camera)
You can test your video camera with Zoom before joining a session to ensure that the
camera is working correctly. Practice this with your co-host, as well.
The links below will walk you through testing your video manually, based on your
device. You can also start a test Zoom meeting.

Windows |

Mac

Linux

Android

iOS

Selecting your screen view (video layout)
There are three screen (video) layout options from which to choose: Active
Speaker, Gallery, and Full Screen.
When someone is screen sharing, you can also select Side-by-Side Mode or view the
screen share with Active Speaker or Gallery View.
You can also opt to Hide Non-Video Participants.
Any of these layouts can be used in Full Screen or Windowed mode.
To choose your preferred layout, click on the controls on the upper right corner of your
screen. To select full screen mode, click the icon with four arrows (open box) in the
corner.

Note: The screen view you choose applies to your device. It does not change the view
others have chosen on their devices. Each person controls their own screen layout.

Active Speaker View
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Active Speaker View is the default layout. In this setting, the large video window will
switch between whomever is speaking. Other participants will show in smaller
“windows” at the top of your screen. Click to learn more about Active Speaker.

Gallery View
You can also select to view your screen layout in Gallery View. When using Gallery
View, you will be able to see up to 49 participants at a time, depending on your CPU,
and will have an arrow to scroll through the remaining participants. Click for more
about displaying participants in gallery view.

Full Screen View
You can take any of the layouts into full screen by clicking on the icon with four arrows
at the top right corner of your Zoom window. You can exit full screen by pressing Exit
Full Screen in the same location or using the Esc key on your keyboard.
Note: In older versions of MacOS, select Meeting and Enter Full Screen in the Top
Menu bar.

Layout when Screensharing
When you are viewing a screen share (e.g., document, video/audio), you can view the
screen share with active speaker or gallery view at the top of your screen or in Side-bySide Mode. Read more about Side-by-Side Mode.
•
•
•

Click the swap icon at the upper right corner of the Zoom window to switch the
content for the video feed.
Click the icon at the upper right to swap it back or click Switch to Sharing
Content.
Click View Options, then Side-by-Side Mode to switch into Side-by-Side Mode.
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Host and Co-host Controls
Host controls allow you as the host to control various aspects of a Zoom session, such
as managing the participants. The host can also assign a co-host to help manage the
administrative side of the session.
Hosts and co-hosts can control the following features in Zoom sessions:
• Mute participants
• Request that a participant unmutes
• Stop a participant's video
• Request that a participant starts their video
• Prevent participants from screen sharing
• Rename a participant
• Choose to enable an enter/exit chime
• Lock the meeting to prevent anyone new from joining
• Place participants in waiting room or admit/remove participants from the waiting
room
Only hosts have access to these features:
• Give a participant the ability to record locally
• Make a participant host or co-host
• Enable the waiting room feature
Note: OLLI/CS sessions are not approved for recording. Please do not grant anyone
permission to record.

Co-hosts do not have access to the following controls:
• End meeting for all participants
• Make another participant a co-host
• Start breakout rooms or move participants from one breakout room to another
• Start waiting room (co-hosts can remove/admit participants from the waiting room
or place participants in the waiting room)
Co-hosts also cannot start a meeting. If a host needs someone else to be able to start
the meeting, they can assign an alternative host.
Prerequisites:
• Host or co-host permission in the session
• Zoom desktop client for Mac, PC, Chrome OS or Linux
• Zoom mobile app for iOS or Android

Click your device to see controls for managing participants
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Windows |

Mac

Linux

Chrome OS
Web

iOS

Android

View Participants List
To see a list of participants attending your Zoom session, you can choose to display the
Participant List on the right side of your screen. Click the Participants icon in the
meeting controls bar on the bottom of your Zoom screen to open the Participant List.
One advantage of viewing the Participant List is that the host and/or co-host can easily
see who has raised their hands and who is unmuted. You can also click on a
participant’s name to send a message in chat, mute/unmute, and lower the participant’s
hand. Participants are displayed in a particular order.

Order of participants
Names in the participants list appear in the following order:
1. Host (Instructor)
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2.
3.
4.
5.

Co-host (if applicable)
Phone numbers with no names
Unmuted participants (sorted alphabetically)
Muted participants (sorted alphabetically)

Note: As participants use the “raise hand” feature, they move up the list in sequential
order, just under the host or co-host’s name. You can call on them in order of hands
raised.

Mute All and Unmute All
The host can mute all participants who are already in the meeting as well as new
participants joining the meeting.
1.

2.

Select Manage Participants in the meeting control bar.

Select Mute All in the Participant List window. (See following image)

You will be prompted to allow participants to unmute themselves. Unclick this box if you
do not want to enable this feature. Clicking Continue will mute all current and new
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participants.

In-meeting chat
The in-meeting chat allows participants to send chat messages to other users in the
meeting, either privately to an individual or publicly to the entire group. As host, you can
choose who is available for chat, or to disable chat entirely.
Note: Private messages between participants are not viewable by the host.

Accessing in-meeting chat (desktop)
1. During a session, click Chat in the meeting controls bar at the bottom of your Zoom
screen.
2. The chat window opens on the right of your screen beneath the participants list (if
open). You can type a message into the chat box or click the drop down next
to To: if you want to send a message to a specific person.
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3. When new chat messages are sent to you or everyone, a preview of the message
will appear and the Chat icon will flash orange in your host controls.
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Accessing in-meeting chat (mobile)
1. While in a meeting, tap the screen to make the screen to make the controls
appear.
2. Click on Participants.

3. At the bottom of the participants list, click on Chat.

4. You can type your chat message and click Send or if you want to change who it is
being sent to, click the arrow next to Send to: and choose a different person or
group of people.
5. Incoming chats will be displayed at the bottom of your screen. Click
on Participants then Chat to view them.

Changing in-meeting chat settings
1. Click Chat on the meeting controls bar at the bottom of your Zoom screen.
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2. Click More to display in-meeting chat settings and make your selection.
3. If your session has a co-host, the co-host will also appear as an option in the chat
selection pane.
Note: OLLI and CS highly recommend that you limit chats to co-host only or
disable it altogether. Participants should be able to chat with co-host about
technical issues or questions to ask at the appropriate time in the event they do not
have audio capabilities. Otherwise, chat can be very distracting during
presentations.

Sharing your screen
Zoom allows for screen sharing on desktop, tablet and mobile devices.
Host and attendees can screen share by clicking Share Screen.
2. The host can choose to prevent participants from accessing screen share.
1.

While in session, you can share the following content:
•
•
•
•
•
•
•

Entire desktop or phone screen
A specific application
A portion of your screen
Whiteboard
Audio from your speaker
Video from secondary camera
iPhone/iPad screen

Watch a one-minute video on Screen Sharing: https://youtu.be/YA6SGQlVmcA

Sharing A Document With Screen Share
Click Share Screen from the meeting control bar at the bottom of your Zoom screen.
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A screen similar to this one opens. You have a couple of quick options to share a
document:
1. Click Desktop

2. OR click directly on the document (or other item) you wish to share.
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In option #1 above, click desktop for a new screen to open, showing the contents of
your desktop. Double-click the document you want to share.
Note: Have your item Share Ready so you can grab it without searching for it.

Be aware that everything on your desktop can be seen by participants, AND everything
on your desktop is sharable.
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To make the shared document more readable for participants, click View in your
document (not in the meeting control bar).
Next choose Zoom to enlarge the view, then select the percentage of enlargement you
would like and click OK.
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You can annotate directly onto your document during Screen Share.
1. Select Annotate

2. Choose options
from the Annotation
Menu Bar

Stop screen sharing by clicking the red Stop Share icon on the Share Screen menu
bar at the top of the Zoom screen.

INSTRUCTOR GUIDE FOR TEACHING WITH ZOOM

15

FALL 2020

Screen Sharing a Whiteboard
Choose Share Screen on the meeting controls bar at the bottom of your Zoom screen;
then on the pop-up screen click Whiteboard.
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The whiteboard feature allows you to share a whiteboard on which you and other
participants (if allowed) can annotate.

Annotation Menu Bar

To add additional pages to your whiteboard, click the box in the lower right corner of
your whiteboard. You can annotate and scroll within the pages.
You may choose to save your whiteboard for later sessions by clicking Save on the
Annotation Menu Bar at the top of your Zoom screen.
To stop sharing your whiteboard, select Stop Share at the top of your Zoom screen.
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While in Share Screen mode, you can pause and resume your shared document or
whiteboard and share a new item from the Share Screen menu bar at the top of your
screen.

Sharing a Video/Audio Clip in Full Screen
Zoom optimizes the sharing of a full screen video clip to ensure participants have the
best quality experience. Learn more about screen sharing.
Note: If you are not sharing a video, make sure you turn off the option to optimize for
full-screen video clip.

Starting a new screen share and optimizing for full-screen video
1.

Click Share Screen on the meeting controls bar at the bottom of your Zoom
screen.

2.

Select Optimize for full-screen video clip and Share computer sound at the
bottom left of your screen.
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3. Click Share Screen.
4. Start playing your video in full-screen.
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Optimizing your video/audio while already in screen sharing
1.

Click More in the screen share controls.

2. Click Share computer sound and Optimize Share for Full-screen Video Clip.
3. Start playing your video while sharing your screen.
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Breakout Rooms
Watch a short video clip on breakout rooms here: https://youtu.be/jbPpdyn16sY
Breakout rooms allow you to split your Zoom class/meeting into smaller groups. The
host can split the participants into groups and can switch between groups at any time.

Limitations
•
•
•
•

Only the host can assign participants to breakout rooms. The co-host can join and
leave any breakout room that is assigned to them by the host.
Participants using the Zoom Mobile App or H.323/SIP devices can participate in
breakout rooms but cannot manage them.
Participants using Chromebooks/Chrome OS or Zoom Rooms are unable to join
breakout rooms. The main classroom can be used as an alternative.
The maximum number of participants in a single breakout room depends on the
meeting capacity, number of breakout rooms created, and whether participants are
assigned prior to or during the session.

Enabling breakout rooms
The Account Administrator enables breakout rooms and determines settings for user
accounts. There are a variety of settings to enable this feature. If you should have
problems or concerns, please contact the OLLI/CS office for assistance
(olli@ringling.edu or 941-309-5111).
Because our students are not registered with a zoom account, they cannot be assigned
to a specific breakout room in advance. The host will therefore assign participants to
breakout rooms during the meeting.
You can assign participants automatically or manually using the in-meeting breakout
room controls.
Click Open All Rooms to start the breakout rooms.

Streaming a Film on Zoom
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Prior to your Zoom session, prepare the film you wish to show so that it is Share
Ready. You can stream by either of the following methods:
•

If you are using a streaming service (Netflix, Hulu, etc.), simply open your
browser and navigate to the film.

•

If the film is downloaded on your local storage, launch your favorite media player
and load the film.

In either case, select and start the film, then cue it to the point where you want to begin
showing and pause the film. It is Share Ready.
Start your Zoom session. When you are ready,
1. Click Share Screen on the meeting controls bar at the bottom of your Zoom
screen.
2. In the next window, click Share computer sound and Optimize Screen Share
for Video Clip.
3. Then click Share.

A window will open showing the active applications on your device. Select the
corresponding option (media player or browser), depending on the source of your
film, and begin.
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