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Procedures for Using Zoom 
 

Scheduling Your Zoom Sessions 
 

1. If you would like to schedule a Zoom session, please contact Shawn 
(sstrout@diocesecpa.org) first to ensure that no other Zoom sessions are scheduled at the 
same time.  Because we only have one Zoom account, we can only have one Zoom 
session running on the same day and time. 

2. When you contact Shawn to schedule a Zoom session, please let him know the date, time, 
and duration of the Zoom session.  If you would like the Zoom session to be repeated on 
a weekly basis at the same day and time, please indicate that as well.  If you need Zoom 
sessions at different times, please indicate those as well. For repeated Zoom sessions 
occuring on the same day and time, a single repeated meeting will be created with one set 
of instructions.  If you must schedule different meetings at different times and/or days, 
then separate meetings with separate instructions will be created. 

3. Please send the above information with at least two business days notice to give Shawn 
time to set up the meetings. 

4. Once the meetings are scheduled in Zoom, Shawn will post the connection information 
on Moodle for you.  If it is a repeated meeting on the same day and time, one set of 
instructions will be posted at the top of your Moodle course.  If you have different 
meeting days/times, then separate instructions will be posted.  If you have your Moodle 
units set up with date spans (June 2-9, for example), Shawn will put these separate 
instructions in the appropriate unit.  If you do not have date spans included in the title of 
your units, please let Shawn know in which unit the instructions should be posted. 
 

 
There are two different types of participants in a Zoom session:  the host and the attendees. The 
login information is different for each.  Please follow the instructions appropriate for your role.  
If you are co-teaching a course and both instructors will be on the Zoom session, one will need to 
host and the other can be an attendee. (You can give the other teacher host privileges once the 
meeting is in progress.) 
 
Starting a Zoom Session as the Host 
 

1. As the host, you must use a laptop or computer with both a camera and a microphone so 
that you can be seen and heard. Make sure you have both in the device you are using.  It 
might be a good idea to test them before your class to make sure that they work properly. 

2. If Shawn has indicated that we have back-to-back Zoom meetings scheduled, please do 
NOT begin your Zoom session until the start time. Otherwise, you will bump the 
previous class off Zoom prematurely. Additionally, if another faculty member has a 
meeting scheduled immediately after your meeting, be sure to end on time.  Otherwise, 
you could be bumped off in the middle of a sentence. 

3. The host must sign into www.zoom.us to get the session started.  Do NOT use the link 
posted in Moodle.  That is for the other attendees once the host has started the session. 

4. To log into Zoom, use Shawn’s email address (sstrout@diocesecpa.org) as the user 
name and SSFM*2018 as the password. 

mailto:sstrout@diocesecpa.org
http://www.zoom.us/
mailto:sstrout@diocesecpa.org
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5. Then go to the left-hand side and click on “Meetings,” find your specific meeting (if you 
have recurring meetings, look for the date), and then click on “Start.” 

6. If you have not ever used Zoom on the device you are using, then Zoom will need to 
download some software first.  The procedure is intuitive and will only take a couple of 
minutes. 

7. Once Zoom has downloaded the software, if necessary, a box will appear asking you if 
you want to connect to the audio on your computer.  In most cases, you will click yes. 

8. Then, your Zoom session has begun. 
 
Connecting to a Zoom Session as an Attendee 
 

1. When Shawn sets up the Zoom sessions, he does not permit attendees to enter the 
meeting before the host has started it. (There were instances in the past when some 
students would join a Zoom meeting a couple of hours before it began!) Therefore, 
attendees will not be able to join the session before the host has begun it.  It would be a 
good idea to let your students know that so that they do not panic if they try to connect 
before you have started the meeting. 

2. Zoom permits people to connect to the meeting either by computer or by telephone. If a 
student does not have a webcam and/or microphone, she/he will need to use the 
telephone. Just remember that students connecting by telephone cannot see the body 
language of you or the other attendees, so they may need some extra prompts on when to 
speak in the session. 

3. As noted above, the connection information for the Zoom sessions will be listed in 
Moodle. For repeated meetings on the same day and time, the student can use the same 
connection information (link or telephone number). 

4. Like the host, they will need to download the Zoom software first if they are using a 
device that they have not used Zoom on before. 

 
Running Your Zoom Session 
 

1. Zoom has several features that can make online learning even more productive. 
2. Muting Students 

a. If you are teaching a very large class (over 10-15 students), it would probably be a 
good idea to have your students muted when they first enter the meeting.   

b. If you let Shawn know that you would like this feature enabled right away, he can 
set it up when he creates the meeting.   

c. However, as the host, you can also mute all the students.  Click on “Manage 
Participants.”  A new column will appear on your right-hand side.  At the bottom 
of that column, click on “Mute All” or on “More” and then “Mute Particpants on 
Entry.” 

d. You should let the students know that they are muted.  They can unmute 
themselves to talk, but not all students realize that initially. 

3. Spotlighting 
a. The default for Zoom is to shift the focus of the video to the person producing the 

loudest noise.  That noise may be talking, but it can also be a dog barking in the 
background, a tea kettle going off, or all kinds of background noise. 
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b. As the host, you may want to control the focus.  You can do that by clicking on 
the person (including yourself) and click on “Spotlight.” That will make that 
person the only video to show on the main area rather than bouncing around.  
Also, that person will be the only one to show up in the recording. 

c. If you spotlight yourself, you may want to consider spotlighting other students as 
the course progresses if they are giving a presentation or a long answer to a 
question, for example. 

4. Share Screen 
a. Zoom can allow you, or other attendees, to share the local computer screen with 

the other Zoom attendees. 
b. This can be very helpful if you want to show a Powerpoint slide or a YouTube 

video as part of your class. 
c. Just click on “Share Screen.”  Then a box will come up listing all the open 

software on your computer.  Click on the specific software that you want to share 
(for example, a Word document or a YouTube video through your web browser).  
That means that you need to pull up the item you want to share first and have it 
ready on your computer. 

d. This can work for your other attendees as well. 
e. Word of caution, sometimes the audio does not work well through share screen 

for YouTube videos, etc. 
5. Breakout Rooms 

a. If you have a very large group of students, you may want them to create small 
groups to discuss things during the class.  You can do this in Zoom by using 
Breakout Rooms. 

b. First, you will need to decide how many rooms you want to create (and thus how 
big each group will be). 

c. You can then either let Zoom automatically assign your attendees to the breakout 
rooms or you can assign them manually. 

d. As the host, you can join the various breakout rooms while in progress to see how 
things are going. 

e. At the end, you can end the breakout rooms by clicking on “Stop all sessions.” 
6. Additional features 

a. To see additional features, go to https://support.zoom.us/hc/en-us 
 
Ending Your Meeting 
 

1. As mentioned above, please end your meeting on time if there is a meeting scheduled 
immediately after yours.  Otherwise, you may risk your meeting being cut short. 

2. When you leave the meeting, click on “End meeting for all” so that students do not linger 
in the meeting. 

 
Archiving Your Meeting 
 

1. By default, Shawn will set up your meeting to record in the cloud. 
2. After your meeting, Shawn will download the file, upload it to YouTube (unlisted) and 

then post the link to it in your Moodle course. 

https://support.zoom.us/hc/en-us
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3. If you have not titled your units with date spans, please let Shawn know in which unit he 
should post the link. 

4. Shawn will do his best to upload your archived Zoom session as quickly as possible, but 
it may take a couple of days to accomplish. 

5. If you do not wish to have your session archived, just let Shawn know.  He will delete the 
recording. 


