USING ZOOM
Some things to take into consideration when using Zoom:
1. First and foremost -- This is a learning experience for all of us! Feedback is so
helpful as is sharing our knowledge. Don't hesitate to: A) let your students that
you're new to Zoom, B) ask your students about their experience (were log
in instructions clear, was their a view that worked better for them, etc.), and C)
share tips and tricks with the group :-)
2. It's always a good idea to close your browsers and restart your computer before
beginning your class. Think of this as a cleanse so that your computer can focus
solely on running Zoom to the best of its ability.
3. You can “start” your class before the scheduled time, get your camera set up, and
then turn off your mic and camera until you are ready to enter the space. This will
allow your students to visit with each other while waiting for class to officially start.
Once you are signed in ready to begin teaching, some things to do:
- Spotlight your video. This makes you the primary active speaker for EVERYONE and
gives you a better view of yourself (Step 13)
- Tell your students to change their view to speaker view (Step 11)
- Mute all participants in your class (Step 10)
- Ensure that the Enter/Exit chime is turned off (Step 10)
Starting/Joining/Managing Your Class
1. Restart your computer
2. Go to zoom.us
3. If you are logged into your personal account, you will need to log out of that account
before logging into your personal account.
- To log out of your personal account, click My Account.

-

Then click the person icon

-

Select sign-out

4. Sign into the graceyogaroanoke@gmail.com Zoom account. Click Sign In.

Then provide log-in information.

5. You should see the list of meetings. To start your meeting, click start. To view the
information about your meeting (such as meeting ID, password, link and settings),
click on the name of the meeting.

Below is what it looks like if you click on the name of the class. You can also start the
meeting from this page.

6. After you click Start the Meeting, you will be prompted to Open Zoom. Depending on
the computer/operating system you are using, this may look a little different.

7. Select Join With Computer Audio

8. Welcome to your class! A few things to point out. Highlighted in the RED rectangle is
your control panel of sorts. You have to move your mouse to see this!

-

The microphone controls your audio. Click the icon to mute/unmute yourself.
The up arrow/carrot, it will open your audio settings. Your students will have
this same button.
The camera starts or stops your video. Click the icon to turn it on or off. The
carrot/up arrow opens your camera settings. Your students will have this same
button.
The invite icon allows you to send a meeting invite. I’ve had iffy success with
this. If you need to resend the meeting invite with Zoom details to someone, I’ll
point out an alternate way.
Manage Participants allows you to control various settings for your “room.” See
“Highlighted in the Purple Box” for more details.
Share Screen will allow you to share your desktop, a file, a webpage, etc. It will
not let you show your view of Zoom to your participants.
Chat is like texting within Zoom. If someone has to leave class early and their
mic is off, they might send a chat saying you’re amazing (because you are) and
the class was just what they needed <3
Record is for recording your class. If we decide to this, we’ll let you know. You
can record to the “Cloud” so that the recording isn’t taking up space on your
personal device
Reactions is like Facebook likes and loves – not something to worry about.
End Meeting does just that – it ends the meeting!

9. Highlighted in the PURPLE rectangle is the control panel that appears when your
click Manage Participants.

-

If you have a waiting room and if there are people in the waiting room, a
section of this panel will be labeled “Waiting Room.” The people waiting will
have an icon next to their name to Admit them.
Next to each participant is a microphone and camera icon. This shows you
the status of everyone’s microphones and cameras.
To change an individual participant’s settings, move your curser over their
name and you will see a Mute/Unmute button and More button appear.
1. Mute/Unmute controls the mic for just that individual
2. More will give you the options shown above.

10. Highlighted in the GREEN rectangle are options for controlling your entire “room.”
You need to click Manage Participants to access these options.
- Mute All will mute everyone in your class except you. When you click this,
you will be given the option to allow people to still unmute themselves. Not a
bad idea to let them do that just in case they suddenly can’t see you (maybe a
cat walks over your keyboard??)
- Unmute All will turn all the mics back on.
- Clicking More will allow you to change these settings.
1. Mute Participants Upon Entry – Good idea once class is starting
2. Allow Participants to Unmute Themselves – Good idea
3. Play Enter/Exit Chime – Personally not a fan
4. Allow Participants to Rename Themselves – Why not?!
5. Lock the Meeting – that means no one else can join
6. Put Participants in Waiting Room upon Entry – if this is checked, they
could get stuck there if they join once you’re doing mat work…

11. Highlighted in BLUE where you change your view of your class. You’ll need to move
your cursor to see the option to switch. If you are in Speaker View, you’ll be given
the option to switch to Gallery View and Vice Versa.

Gallery View (left) is like the Brady Bunch – you’ll see everyone in tiles next to each other
taking up your whole screen.
Speaker View (right) will have the person speaking take up the biggest part of your screen
and everyone else will be shown in small rectangles, almost like a film strip.

12. Highlighted by the YELLOW arrow is the information icon. Clicking this icon will
display the Zoom information for your class (see below). If you need to get someone
the details, I’ve had more luck copying them from here and then pasting them into
an email.

13. To spotlight your video so that you are the primary speaker for the meeting (and so
you can see yourself on a big screen):
- Move your cursor over your image
- Click on the 3 dots
- From the menu that appears, select spotlight video

14. And that’s the gist!

You can do this!

