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WHAT THE HECK 
IS ZOOM ANYWAY? 

Zoom is a really cool way 
to connect remotely—you 
can share stuff, break out 
your class into small 
groups, hold office 
meetings, and see or hear 
each other (if you want).



WHAT THE HECK 
IS ZOOM ANYWAY? 

It’s kind of like FaceTime or 
Google Hangouts if either 
of those things worked 
basically at all.



WHAT 
YOU’LL  
NEED

Zoom is pretty resilient—it 
doesn't need much to work. 
No need to necessarily buy 
a whole elaborate rig to 
become a Twitch streamer.*

*Unless you, like, really want to.



THE MINIMUMS FOR 
INSTRUCTION 

A computer, smartphone, or  
even a not so smart phone. You 
only really need a computer for 
showing your face and visuals. 

A video camera—the one your 
computer already has above its 
screen is okay enough probably! 
Headphones with a microphone. 
Those white Apple headphones? 
Probably perfect for this!



GOOD TO KNOW… 

You’re not an IT professional! 
That's what pdx.edu/oit is for. If a 
student has computer problems, 
direct them there. They have more 
tools to help. 
This won't be perfect! You’re not  
a TV producer, either—check in 
frequently, especially at the start 
of class, to make sure stuff is 
looking right to your class.

http://pdx.edu/oit


INSTALLIN’  
ZOOM

You can use Zoom in your 
browser, but the best way 
to use Zoom as an 
instructor is through the 
desktop app.



INSTALLING THE APP 

Go to zoom.us/download in 
your web browser. 
Click the Download button 
under “Zoom Client for 
Meetings.”

https://zoom.us/download


INSTALLING THE APP 

If the installer hasn't opened itself, open it. 
Click Continue when this screen appears—
Zoom should nish installing itself with no 
other clicks!



INSTALLING THE APP 

To log in, click Sign in with SSO 
(don’t click any of the others or type 
in your login info here).



INSTALLING THE APP 

Type pdx into the  
“Your company domain” eld. 
(not pdx.edu, just pdx)



INSTALLING THE APP 

You’ll need to log in to the  
PSU Single Sign-On page. 
Once you’re done, you’ll be 
prompted with a window that 
looks something like this to  
go back to Zoom. 
Click Open link!



INSTALLING THE APP 

Welcome to Zoom!  
The app is now installed on 
your system as zoom.us the 
next time you need to use it.



SETTIN’ & 
STARTIN’ 
A CLASS 
MEETIN’

Your class meeting can be done 
through Zoom almost entirely, either 
with another system like D2L or 
Basecamp for additional materials or 
just via a Google Groups thread 
(which is really just email).



SCHEDULING 

The easiest way to set up 
class meetings is with the 
Schedule feature.



SCHEDULING 

There’s… a lot of things 
here. I know, it’s imposing. 

But really, you only need to 
worry about a few.



SCHEDULING 

Name your meeting (usually 
after your class) and tell 
your students when it’s 
happening.
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              QUICK TIP!  
              If you check 
“recurring meeting,” 
it’ll let you schedule 
your whole term in 
your calendar! 
Handy!



SCHEDULING 

Enable video by default for you, 
the “host,” and/or your class, the 
“participants” (you can also do 
this later in the meeting).
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SCHEDULING 

Change calendar to Google 
Calendar to use this with your 
PSU account.
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Wanna do fancy stuff? Under 
Advanced Options, there are some 
advanced options! Some of these are 
better to mess around with more 
once you get more comfortable.

              QUICK TIP! 
              Disable the 
waiting room and 
enable join before 
host to let your 
class in without 
having to do so  
one-by-one.



SCHEDULING 

Click Schedule! You’ll get bumped 
over to your calendar to conrm, 
but your meeting is now set!
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SCHEDULING 

You’ll now get redirected to your 
calendar to conrm the last few 
details. You may have to give Zoom 
permission to edit your calendar.



SCHEDULING 

You can invite your students to the guest 
list, but you can also copy the URL in the 
location eld and share it anywhere—
that’ll let students in your meeting.



TIME TO GET STARTED? 

Invited participants will see 
the meeting in their Zoom app 
home screen or in their 
calendar. You can click the link 
or Start button in Zoom 
anytime to start the meeting.

              QUICK TIP!  
              Zoom will send 
notications close to a 
meeting, but an email 
reminder is a great idea.



SHARIN’ 
WITH 
YOUR CLASS!

Your meeting is set up!  
You pressed “Start.”  
Let’s get to talking!



LET YOUR VOICE BE HEARD 

Click Join with Computer Audio to 
start talking (you may get asked by 
your computer for permission).



JOINING VIDEO 

Click Start Video to show your 
smiling face off to your class!



RECORD IT  

Hit Record to save your meeting. 
OAI suggests recording every 
meeting for now to ensure students 
can catch up if hiccups happen.



SHARE & ENJOY 

Ready to show a slide deck or 
present a demo? Click Share Screen 
to pick which you want to show.

              QUICK TIP! 
              Students have 
this button, too, and 
can share screens if 
you allow them to.



SHARE & ENJOY 

Choose “Desktop 1” to show your 
whole computer, or pick a window 
and hit Share. The “Whiteboard” is a 
collaborative blank space to write 
notes if you want students to join in.



SHARE & ENJOY 

The oating toolbar lets you 
control the share. You can pause, 
restart, or stop sharing with the 
red button. The “Whiteboard” lets 
you annotate on the screen—cool!

              QUICK TIP! 
              Students can 
also annotate on the 
screen so everyone 
can see!



CHAT & MANAGE PARTICIPANTS 

Everybody talking at you but you can’t hear a word 
they’re sayin’? You can mute them from Manage 
Participants. They can still ask text questions in 
chat, though. Click Chat to open it.



CHAT &  
MANAGE PARTICIPANTS 

Chat and Manage Participants 
are both useful for you and 
your students to keep open. 

In chat, you and they can ask 
questions and even share les! 

They can answer quick 
questions or give you an idea 
about the rate you’re going 
from Manage Participants’ 
buttons. (You can also mute 
everybody from there if you 
need.)



POLLING 

Want to ask a quick question with a complex 
answer? Polling lets you set up a quick poll. 
You can even take a quiz through it.



ENDING THE MEETING 

Click End Meeting and you’re done!



DIVIDIN’  
INTO GROUPS

Zoom’s best feature is the 
one that makes it the most 
like a studio classroom—
breaking down into small 
groups for critique or 
discussion.



BREAKOUT ROOMS 

Want to break into small groups? Zoom makes it 
easy with the Breakout Rooms button.



BREAKOUT ROOMS 

You can then choose how many groups (“rooms”) 
to make and how many people go in each, and 
whether you want to split them up them 
automatically or on your own.



BREAKOUT ROOMS 

Manual breakout rooms are more complicated, 
but offer lots of other features, like setting 
discussion timers or allowing the same groups 
to meet again.



BREAKOUT ROOMS 

Once the rooms are open, you can Move people to 
different rooms and Enter into any you please 
from the Breakout Rooms window. 

Ending the breakout moves everyone back to class.



OFFICE 
HOURS

Office hours are super easy to  
set up on Zoom. You don't need  
to even set up different individual 
meetings! Your personal “office” is 
basically ready to go already.



SET UP A PERSONAL LINK 

A personal link is basically 
your virtual  office’s address. 
You can set it up from your 
prole. 
Click the prole icon in the 
upper right of the Zoom home 
screen and choose My Prole 
from the menu.



SET UP A PERSONAL LINK 

You can customize your prole 
here, even add a neat pic! 

Look for “Personal Link” 
towards the middle and click 
Customize.



SET UP A PERSONAL LINK 

Hit Save Changes, you'll be 
able to share that address (in 
the form of pdx.zoom.us/
my/yourlinkname) with 
your advisees over email.  
Sam should also be able to add 
it to your YouCanBook.Me 
conrmation message. It's still 
good to reach out, though.



…BUT WAIT! 
HOW DO I KEEP PEOPLE 
FROM GETTING IN ALL  
THE TIME? 

Easy! You can add a waiting 
room to keep people from 
joining too soon—that makes 
this perfect for open hours and 
scheduled hours alike.



ADD A WAITING ROOM 

Scroll down and click on the Edit this Meeting 
button near the bottom.



ADD A WAITING ROOM 

Under “Meeting Options,” I’d recommend only 
checking Enable waiting room—this will let you let 
students in one-by-one. Uncheck the other 
settings under “Meeting Options.” Then, Save.



PERSONAL MEETING ROOMS 

Ready for office hours? Go to that URL  
and it will open your meeting room. Easy! 

You can also get to it from visiting the Meetings 
tab in Zoom, clicking the My Personal Meeting ID 
button, then clicking Join from a Room.



MORE 
RESOURCES

OAI’s Daily 10am Zoom 
Training/Q&A Sessions 
Zoom Meetings for Education 
Webinar 
Zoom Video Demos 

OAI’s Keep Teaching Kit 
OAI Tech Support (for teachers) 

OIT Tech Support (for students) 
PSUGD’s COVID-19 FAQ

https://pdx.zoom.us/j/252228460
https://pdx.zoom.us/j/252228460
https://support.zoom.us/hc/en-us/articles/360029527911
https://support.zoom.us/hc/en-us/articles/360029527911
https://zoom.us/resources
https://oaiplus.pdx.edu/blog/playlist/academic-continuity/
https://docs.google.com/forms/d/e/1FAIpQLSfGWbBbtZo--Y324DGNeYhhnO4mourjC40jrnAfirhYaZ3YHA/viewform
https://helpchat.wdt.pdx.edu/
https://psu.gd/spring2020


Got more questions?  
Reach out! 
REACH OUT! SEAN SCHUMACHER, ss3@pdx.edu 
ASST. PROFESSOR OF GRAPHIC DESIGN 
PORTLAND STATE UNIVERSITY

mailto:ss3@pdx.edu

