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Virtual Class Meetings 
Guest Speaker Checklist 
 

Overview of Virtual Classes 

The Zoom web conferencing tool will be used for conducting virtual class sessions. If you are attending a session as a guest, 
you will receive a Zoom URL via email to join the virtual class. To ensure you are technically ready for the class, complete 
the following: 

Prior to Virtual Class 

☐    Download the Zoom application at https://hbs.zoom.us/download (Zoom Client for Meetings). If already downloaded, 
make sure the app is up to date by clicking your profile picture and selecting “Check for Updates.” 

☐    Check your audio, video, and Internet connection by going to zoom.us/test. 

 A wired Internet connection (using an ethernet cable) is the most stable and consistent option.  

 With Wi-Fi or wired Internet, make sure that no one on your network is doing any bandwidth-heavy activity 
(Streaming movies, playing online video games, downloading large / many files, etc.), and  

 If using Wi-Fi, sit as close as possible to the Wi-Fi router–proximity matters. 

☐    Use a headset/headphones with microphone for best audio quality. 

☐    Make sure your computer is plugged into a power source. 

Joining the Virtual Class 

☐    Close all unnecessary windows, programs, and tabs. Open only the applications needed for class (e.g., PowerPoint) if 
sharing screen. 

☐    Join the virtual class from a quiet location. Keep in mind your background will be visible in the frame. 

☐    Join the virtual class meeting by clicking the provided Zoom URL at least 10-15 minutes before the designated class 
time. This allows time for troubleshooting any issues.  

☐    Depending on the virtual class session setup, you may be placed in a “waiting room” when attempting to join the 
session. The instructor or teaching assistant will admit you when the session is ready to begin. 

☐    On entering the Zoom meeting, a pop-up window will appear with audio options. Select Join Audio Conference by 
Computer.  

 Computer audio is the recommended option. Only join audio by telephone if experiencing connectivity or 
hardware issues that cannot be resolved prior to class. To do so, select the “Phone Call” tab and use the displayed 
number to dial in separately. Make sure you have the Zoom meeting ID available. 

☐    To start your webcam, click Start Video on the bottom left-hand corner of the Zoom interface. To stop video, click 
Stop Video from the same icon. 

During the Virtual Class 

Screen Views: At top right of screen, you can select Gallery view (small tiles of all participants) or Speaker view (person 
speaking appears in large tile). Start in Gallery view to see more participants. 

Speaking: Remain muted except when speaking or presenting to the class. To mute/unmute your audio during class, click 
the microphone icon in the bottom left-hand corner of the Zoom interface.  

Chat: Use of the chat tool is at the discretion of the individual faculty member. If enabled for the course you are a guest in, 
select the Chat button at the bottom of the Zoom window to open the chat panel on the right side. Post a general message 
visible to everyone, only the meeting hosts, or a specific individual. 

Share Screen or Document: To share an application (e.g., PowerPoint or Excel): 1.) Click the green Share icon at the bottom 
of the Zoom screen. 2.) In the dialogue box, choose the screen with the application open. 3.) Check that a green border is 
around the window of the file you want to share. 4.) Click the blue Share icon at the bottom of the dialogue box. 5.) To stop 
sharing anything, click the red Stop Share icon at the top of the Zoom window.   
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