Before the lecture
1. Open Canvas and click on “Zoom” in the top left part of Canvas.

2. Click on “Schedule a New Meeting” in the top right portion of the page.

3. Fill in the title field; “Lecture (March 30)”, “Gene’s OH”, etc. Then, select a starting date/time along
with the length of the Zoom session.

4. Click “on” for video for both Host and Participant; otherwise, you will most likely be talking to a
black screen with a bunch of names, which can be quite awkward. Also enable the feature “Enable
join before host.” The feature “Record the meeting automatically” along with “In the cloud” should
be enabled for lectures and disabled for office hours (due to FERPA).

5. Once you click “Save”, the following page will include the invitation link for the Zoom session. You can
share this link with the students. The link will also appear in the course Canvas page under “Course
Summary.”

For the lecture
The use of a laptop and a tablet is highly recommended. The laptop is for audio/video purposes, and the
table is for writing purposes.
1. Click the Zoom session link. Then, Zoom will open, and the following box will pop up. Click “Join
with Computer Audio.”

2. Then, the Zoom window will open with a video of you.

3. Open Zoom on your tablet and click “Join a Meeting.”

4. Type in the nine digit Zoom session code (should be the last nine digits of the Zoom session link
address), and click “Join Meeting.”

5. Click “Join without Video” (this is because the tablet will be our chalkboard/whiteboard.)
6. Click the “Share” icon at the bottom of the screen, select “Screen,” then click “Start Now.”

7. Open the note-taking software on your tablet (“Samsung Notes” on Samsung tablets, “Notability” on
Apple tablets, etc.) Now, you are ready to write on the tablet and lecture!

8. Once you are finished with your lecture, click “End Meeting” at the bottom right of your screen, and
click “End Meeting for All.”
9. If you chose to record the session and save it in the cloud, after some time (to process the file), a link
will appear on Canvas, under Zoom/Cloud Recordings.

Fun tip: you can set your background to be whatever you want! Find the “Stop Video” icon in the bottom
left corner of the screen, and click on the arrow to the right of it. Then, select “Choose Virtual Background.”

You can either use the images and videos that come pre-loaded with Zoom, or use an image or a video of
your choice by clicking the + icon.

