ZOOM FOR SYNCHRONOUS LECTURES UNC

Instructional Design & Development

Overview and Use Case
Zoom is the primary online synchronous meeting tool here at UNC. This guide reviews how to schedule a meeting in
Canvas and how to record that meeting for later viewing.

Home
Step One: Enable Zoom Modules
The first step is to enable Zoom so that you and your students will be able to access your Zoom
meetings and recordings from the course menu. For more information, select the link below.

Assignments

Discussions
e How do I manage Course Navigation links? Grades
Step Two: Open Zoom in Canvas Quizzes
As soon as you have enabled Zoom in your Course Navigation, select it from the navigation menu, People
and Zoom will open within Canvas. From this page, you will be able to: Pages
1 - Schedule a New Meeting: You can schedule lectures from within your Canvas Zoom page. Zoom

Once you have the meeting scheduled, it will appear listed in a table on the Upcoming Meetings
tab. Know that when you schedule a Zoom meeting within a Canvas course, you are putting that meeting on the
calendars of everyone in your class roster.

2 —View Upcoming Meetings: You

and your students will be able to zoom 1
VieW upcoming SChedU|Ed Your current Time Zone is (GMT-06:00) Mountain Time (US and Canada). 2 All My Zoom Meetings/Recordings Schedule a New Meeting

meetings from the Upcoming

3
Meetings tab. Previous Meetings  Personal Meeting Room | Cloud Recordings Get Training B}

3 — Access cloud recordings: If you Show my course meetings only
recorded lectures to the cloud, you
and your students will be able to access them through your Zoom page as well.

Step Three: Schedule a Zoom Meeting
To schedule a meeting, select the Schedule a New Meeting button and answer the prompts. Select and customize the
meeting options to fit you and your class. For more information, select the link below.

e Scheduling meetings

Step Four: Start Your Zoom Meeting

To enter your Zoom meeting, select Upcoming Meetings and select the Start button on your Zoom page. Doing so will
open a separate control panel and the main room window. If this is your first time using Zoom on this computer, you will
be prompted to download the Zoom software. This process should only take a few moments.

Your current Time Zone is (GMT-06:00) Mountain Time (US and Canada). £ z gs/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B
Show my course meetings only
Start Time Topic Meeting ID
Tod:
O(.a‘:” Week 1 Topic Lecture 3280387804 Delete
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https://guides.instructure.com/m/4152/l/57079-how-do-i-manage-course-navigation-links
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings

ZOOM FOR SYNCHRONOUS LECTURES

Step Five: Know Your Meeting Controls

When the Zoom window opens, you will see a panel of different control options at the top or bottom of your Zoom
window. For more information, select the link below.

e Host and co-host controls in a meeting

Step Six: Record Your Meeting for Later Viewing
To record your meeting, you can select the Record button on the control options panel. You will be provided with two
options: to record on your computer (record locally) or to record to the cloud. If you elect to record your meeting to the

computer, your meeting files will be stored on your computer and can be found in a file called “Zoom.” If you elect to
record your meeting to the cloud, your recordings can be found on the cloud recording tab of the Zoom screen in

Canvas. For more information, select the links below.

e Cloud recording
e local recording

Step Seven: Share Your Zoom Recording

If you elect to record your meeting locally, then the best
option to share your video is to upload it to Panopto and
embed the video. Please be advised that you will need to
adjust recording settings in Zoom to protect student
identities, which in some cases may be a FERPA compliance
issue. The settings allow you to record the speaker, the
screen, and the gallery. If you record the gallery, you will
be recording meeting participants. For more information,
go to ID On Demand and search for the “Upload Panopto
Video” guide.

If you elect to record your video to the cloud, you can
share your recording via a link or have students access the
recording via the Zoom tab within your Canvas course.
Please note that cloud recordings last thirty days unless
you turn off that option. For more information, select the
link below.

e Managing and sharing cloud recordings

Step Eight: Further Information

See the links below for more inform on settings that could
enhance student engagement within a Zoom lecture, such
as breakout rooms and polling, or video tutorials on certain
Zoom features and functions.

e Enabling breakout rooms
e Polling for meetings
e Zoom video tutorials
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Profile Meeting Recording Telephone Collaboration Devices

Meetings

Recording

Webinars

Recordings Local recording o
_ Allow hosts and participants to record the meeting to a local file

Hosts can give meeting participants permission to record locally
Account Profile
Ragars Cloud recording ()

Attend Live Training
Videa Tutarials
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If you record the gallery. then

Allow hosts to record and save the meeting / webinar in the cloud

| Record active speaker with shared screen

Record gallery view with shared screen
Record active speaker, gallery view and shared screen separately
Record an audio only file

Save chat messages from the meeting / webinar

Advanced cloud recording settings

you are recording students [meeting

participants). You can further
protect student identities by
making sure that displa
participants’ names in
recording s not checked.

Add a timestamp to the recording
Display participants' names in the recording

v/v Record thumbnails when sharing

Optimize the recording for 3rd party video editor

Audio transcript

Save panelist chat to the recording

Save poll results shared during the meeting/webinar
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https://support.zoom.us/hc/en-us/articles/201362603-Host-and-co-host-controls-in-a-meeting
https://support.zoom.us/hc/en-us/articles/203741855-Cloud-recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-recording
https://www.unco.edu/instructional-design-development/id-on-demand/
https://support.zoom.us/hc/en-us/articles/205347605-Managing-and-sharing-cloud-recordings
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials

