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Before you start 

Make sure you update your Zoom Client once a 
week. This will give you the latest functionality 
and security patches. 

Click on your profile picture on the top right and 
choose Check for updates from the drop-down 
menu. Follow the instructions to update.  

Don’t do an update while you are in a meeting as 
the process will throw you out.  

 

 1. Starting your Zoom class 

Step Instructions Zoom 

1. Log into your teaching room. There 
are several ways you can do this. For 
example, if you click on the link, you’ll 
probably see this dialogue box.  

The login link is quite small. Enter 
your Zoom username (the email you 
registered with) and password. 

 

2. Open your Zoom seminar via your 
teaching room link. This link will also 
be made available to your students in 
advance. 
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Step Instructions Zoom 

3.  As Host of the meeting, you’ll see the 
option to Manage Participants at the 
bottom of the screen. Click this icon 
to bring up the list of participants on 
the right-hand side. 

 

4. When your students click on the 
teaching room link, they will be held 
in the Waiting Room until you admit 
them. You can do this individually or 
simply click Admit All to bring in 
everyone.  

You can also send a holding message 
to everyone in the Waiting Room.  

5. Once you admit everyone, they will 
appear on your screen (cameras have 
been switched off in this example, 
but you can see names). You might 
keep your Participants list open 
throughout the session as it offers 
useful functionality.  

 

2. Key Zoom functionality 

Useful tips for getting the most out of Zoom for your sessions.   

2.1 Using the Whiteboard  

The Whiteboard is an interactive tool that 
everyone can use. Click on the Share Screen option 
at the bottom.  
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2.1 Using the Whiteboard  

Select Whiteboard from the options that appear.  

 

This brings up a white screen and the tool palette. 
The tool palette is available to students via the 
Annotate menu.  

It’s worth exploring the Whiteboard with your 
students in an early session. You can save the final 
version to your device as a PNG image file.  

 

 

2.2 Showing PowerPoint slides  

Open the PowerPoint slides on your device.  

 

Return to the Zoom Meeting and click on the Share 
Screen option at the bottom.  

 

Choose the tile containing the slides.  

Note: if you choose Screen (the first tile), your 
students will see any open apps on your device, 
including your email. It’s better to share only the 
app you want them to see (in this case, the circled 
PowerPoint slide).  
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2.2 Showing PowerPoint slides  

Once the share is enabled, return to PowerPoint on 
your device and activate Slide Show. Then move 
through the slides as normal. Press the red Stop 
Share button when you’ve finished.  

 

 

2.3 Sharing a video  

First open the video on your device using your 
preferred video player (e.g., VLC or Windows 
Media Player). 

 

Return to the Zoom Meeting and click on the Share 
Screen option at the bottom.  

 

Choose the video tile and tick the box for Share 
computer sound (bottom left). Click Share.  

Return to the media player on your device and 
press Play.  
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2.4 Managing your participants  

Open the Participants list. You as the Host have 
extensive permissions to manage your students.  

For example, you can Mute someone’s 
microphone if they’ve accidentally left it on or 
you’re encountering feedback.  

Hover over a student’s name and select More to 
see the full range of options.  

Note: you can also access many of these controls 
by clicking on the ellipsis on a participant’s video 
box in the main area.  

 

 

If you are co-presenting a session with a colleague, 
click Make Co-host to ensure they have equal 
permissions with you. You can make many 
colleagues co-hosts.  

It’s worth experimenting with these options with a 
colleague or friend in your meeting room.  

 

You can ask your students to Raise Hand using the 
Reactions icon if they want to ask a question. As 
Host, you will receive a notification that this has 
happened. You’ll also see a hand icon on their 
video screen.  

Students can also post other Reactions during the 
class. You might want to use this function in your 
teaching (e.g. “Please give me a thumbs-up if you 
understood that concept.”)  

3. The Security icon 

The options under the Security icon allow you to ‘drive’ your sessions: letting students talk or not; 

securing the space; managing the waiting room, etc. It’s worth learning to manage your teaching 

sessions by using this icon.     
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Instructions Zoom 

The Security icon will appear on the in-meeting toolbar for 
Hosts and Co-hosts.    

Click on the icon to bring up the options below. A tick 
alongside a function means it has been enabled.  

 

By default, Lock Meeting is not enabled.  

Tick this function when you’re sure everyone is in the meeting 
and you’re not expecting anyone else.  

It is the equivalent of locking your office door.  

 

By default, Enable Waiting Room is enabled.  

Your Zoom account will have the default setting of adding a 
waiting room to all meetings. Nevertheless, verify this option 
is ticked when you start your meeting.   

Waiting rooms provide reassurance that you only let in people 
you can identify by name at the start of a meeting. It is a key 
part of the Trust’s Zoom security procedures.  

You can enable and disable the waiting room throughout a 
meeting once it has started. And you can move students back 
into the waiting room by selecting their names in the 
Participant’s list.     
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Instructions Zoom 

By default, Hide Profile Pictures is not enabled.  

A profile picture will appear when a Participant switches off 
their camera; it is visible to everyone in the meeting. This 
security function might be used in a public meeting where a 
Participant has decided to use an inappropriate picture.  

 

By default, allowing Participants to Share Screen is not 
enabled.  

Tick this option if you want a student to share a document or 
video. Be aware this enables all participants to share their 
screen – you can’t select individual students.  

In most cases, this is a better option than raising an individual 
to Co-host, where you are passing over higher-level 
permissions. For example, a Co-host has the same access to 
the Security icon so could – in theory – significantly disrupt a 
meeting. 

As Host, you can always take back control of the shared 
screen with a click. 
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Instructions Zoom 

By default, Chat for Participants is enabled.  

It is the preference of the tutor whether Chat is part of the 
seminar. There are no hard and fast rules for an educational 
setting.   

 

By default, allowing Participants to Rename Themselves is 
enabled.  

There are some clinical situations where it might be 
preferable to remove this permission.  

Generally, though, retaining this permission is encouraged, 
especially if the Zoom Chat function is used for attendance 
monitoring.  

Equally, there are interesting pedagogical opportunities 
around swapping names, becoming anonymous, etc. 
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Instructions Zoom 

By default, the ability for Participants to Unmute Themselves 
(i.e., allow them to switch on their mics) is enabled. 

If you remove the tick, all Participants will be permanently 
muted until you replace it.  

 

 

By default, the ability for Participants to Start Video is 
enabled. 

If you remove the tick, all Participants will be unable to 
activate their cameras until you replace it.  
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Instructions Zoom 

By default, Suspend Participant Activities is not enabled.  

When this function is ticked by the Host or Co-Host during a 
meeting, it immediately removes all Participant ticks. This 
means all Participants will be muted and cannot rename 
themselves, their cameras are switched off and Chat functions 
are suspended. 

These options can be reintroduced for Participants by putting 
the ticks back.  

The Host retains full functions throughout and can continue to 
talk to Participants, share screen and so on.  

Suspend Participant Activities might be used in an extreme 
circumstance, such as a public meeting that is intentionally 
being disrupted.  

 

4. Using Breakout Rooms in your teaching 

Breakout rooms allow you to split your Zoom meeting into as many as 50 separate rooms. Once in a 

breakout room, a group of students can be given a specific task to complete before rejoining the main 

meeting.  

i. Only the meeting Host can manage breakout rooms.  

ii. You can allocate students to breakout rooms in one of three ways: automatically (random), 

manually or through self-selection.  

iii. In order for the room self-selection function to work, the students and host need to be signed 

into their Zoom account on version 5.3 or above of the app. 

iv. Breakout room functionality is assigned at the level of your account and by default will be 

enabled on the Trust platform. If you are unable to set this up yourself, please contact 

telsupport@tavi-port.nhs.uk for help.  

v. You cannot create or prepare breakout rooms in advance and pre-populate them with slides etc. 

Make sure you have your group tasks prepared in advance and can relay these to the students 

before sending them to breakout rooms.  

vi. You cannot preassign students to breakout rooms in advance of a session as they would need to 

have Zoom accounts of their own, which we cannot guarantee. You can only assign students to 

breakout rooms or have them assign themselves once they’re in the session.  

mailto:telsupport@tavi-port.nhs.uk
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4.1 Setting up your breakout rooms with automatic (random) allocation of students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  

 

2. Select the number of rooms you 
would like to create. 

Select Assign automatically.  

Zoom will randomly allocate students 
so that an equal number will be in 
each room.  

Click create. 

 

3. Once created, hover over the 
breakout room to change the name. 

Click Options to adjust the settings.  
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Step Instructions Zoom 

4. These are the option settings for a 
random allocation.  

You can leave these as default and 
just amend the timings. 

 

 

• Allow participants to choose room. This is unticked as we’ve asked Zoom to allocate students on 
a random basis.   

• Allow participants to return to the main session at any time: If this option is checked, the 
participants can move back to the main session from their meeting controls. If this is disabled, 
they need to wait for the host to end the breakout rooms. 

• Automatically move all assigned participants into breakout rooms: If this is unticked, students 
will be offered a pop-up inviting them to join a breakout room.   

• Breakout rooms close automatically after [x] minutes: If this option is checked, the breakout 
rooms will end after the configured time. 

• Notify me when the time is up: This option goes with the one above.If this option is checked, the 
host will be notified when the breakout room time is up. You will be given the option to continue 
with closing the room or keeping them open. 

• Countdown after closing breakout rooms: If this option is checked, the participants will be given a 
countdown of how much time they have left before being returned to the main room. 

7. When everything is in place, click 
Open all rooms. 

 

4.2 Setting up your breakout rooms with manual allocation of students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  
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Step Instructions Zoom 

2. Select the number of rooms you 
would like to create. 

Select Assign manually.  

Click create. 

 

3. Once created, hover over the 
breakout room to change the name. 

Click Options to adjust the settings.  

 

 

4. Select Assign and select participants 
you want to assign to that room.  

Repeat this for each room. 

 

5.  Select Options.  

 

6. These are the option settings for a 
manual allocation.  

You can leave these as default and 
just amend the timings.  
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Step Instructions Zoom 

• Allow participants to choose room. This is unticked as we’ve asked Zoom to allocate students on 
a random basis.   

• Allow participants to return to the main session at any time: If this option is checked, the 
participants can move back to the main session from their meeting controls. If this is disabled, 
they need to wait for the host to end the breakout rooms. 

• Automatically move all assigned participants into breakout rooms: If this is unticked, students 
will be offered a pop-up inviting them to join a breakout room.   

• Breakout rooms close automatically after [x] minutes: If this option is checked, the breakout 
rooms will end after the configured time. 

• Notify me when the time is up: This option goes with the one above.If this option is checked, the 
host will be notified when the breakout room time is up. You will be given the option to continue 
with closing the room or keeping them open. 

• Countdown after closing breakout rooms: If this option is checked, the participants will be given a 
countdown of how much time they have left before being returned to the main room. 

7. When everything is in place, click 
Open all rooms. 

 

4.3 Setting up your breakout rooms with self-selection allocation by students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  
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Step Instructions Zoom 

2. Select the number of rooms you 
would like to create. 

Select Let participants choose room.  

Click Create Rooms once you’ve 
made your selections. 

 

3. Once created, hover over the 
breakout room to change the name. 

 

4.  Select Options.  

 

   

5. These are the options for self-
selection allocation.  

You can leave these as default and 
just amend the timings. 

 

 

• Allow participants to choose room. This option is ticked so students are able to select a room 
from the list.  

• Allow participants to return to the main session at any time: If this option is checked, the 
participants can move back to the main session from their meeting controls. If this is disabled, 
they need to wait for the host to end the breakout rooms. 
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Step Instructions Zoom 

• Automatically move all assigned participants into breakout rooms: This is unticked in this 
example because we’ve selected self-selection allocation. If we’d chosen automatic allocation, this 
would be ticked.   

• Breakout rooms close automatically after [x] minutes: If this option is checked, the breakout 
rooms will end after the configured time.  

• Notify me when the time is up: If this option is checked, the host will be notified when the 
breakout room time is up. You will be given the option to continue with closing the room or 
keeping them open. 

• Countdown after closing breakout rooms: If this option is checked, the participants will be given a 
countdown of how much time they have left before being returned to the main room. 

6. When everything is in place, click 
Open all rooms. 

 

Student view 

7. The following sequence of 
screengrabs shows what the students 
see when self-selection is used by the 
Host.  

First, a breakout room icon appears 
at the bottom of the student’s Zoom 
window.  

 

8. The student can choose which room 
to join. 

 

9. It appears students can move freely 
between breakout rooms. We 
haven’t found a way to restrict this so 
be very clear in your instructions for 
the breakout rooms tasks if you don’t 
want them to move.   

10. Because we ticked the box to allow 
students to return to the main room 
at any time, they will also see this 
option. 
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4.4 Further breakout room functionality 

Responding to requests for help  

Participants in breakout rooms can request that 
the meeting host join their meeting by clicking Ask 
for Help.  

You will be prompted to join the room where the 
request originated from. Click Join Breakout Room 
to join the room. 

 

 

Broadcasting a message to all breakout rooms  

The host can broadcast a message to all breakout 
rooms to share information with all participants. 

Click the Breakout Rooms icons in the meeting 
controls. 

 

Click Broadcast a message to all, enter your 
message and click Broadcast. 

You cannot broadcast to individual rooms. 

 

 

Moving students between rooms  

After assigning participants to rooms, you can 
rearrange the participants through Move and 
Exchange.  

Participants who are not assigned to breakout 
sessions will remain in the main meeting when the 
rooms are started. 

Note that if self-selection was used to allocate 
students, they will be able to move between rooms 
independently.  
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The most important advice we can give is to test all breakout room functionality with colleagues or 

family before your teaching session. It is far easier than it looks. The more you can play with the 

controls, the better prepared you will be for your session.  

5. Initiating Live Captions 

As Host, Zoom allows you to add closed captions and a live transcript to your meeting. Live captions 

appear at the bottom of the meeting window as you speak. You can also download all speech from the 

meeting as a transcript.  

This has significant implications for accessibility, note taking for meetings, note capture for students, 

transcripts for recorded Zoom lectures and so on. 

This brief guide will take you through activating and managing live captions in Zoom.  

5.1 Activating your Zoom account settings 

1. Log into your Zoom account via the web: 

https://www.zoom.us.  

Once in your account, click on Settings 
on the left-hand side of the page. 

(Note: you may find steps 2 and 3 below 
have already been completed on your 
account.)  

 

2. Under the Meeting tab, click on In 
Meeting (Advanced) to bring up the 
options.  

 

3. Go to the options for Closed captioning.  

Allow host to type closed captions … 
should be enabled as shown.  

https://www.zoom.us/
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Tick the box for Enable live transcription 
service …. 

4. The next option gives you (as Host) and 
the Participants the option to download 
the transcript of the meeting as a text 
file.  

There is no setting to restrict download 
access to Host only.  

 

5.2 Managing captions/transcripts in meetings 

5.  Open your Zoom meeting as Host. 
Locate and click on the Live Transcript 
icon at the bottom of the screen.  

 

 

6. On the pop-up window, click on Enable 
Auto-Transcription. 

This will activate closed captions and a 
live transcript for all participants. 

 

7. Hosts and Participants share the 
following options. 

You can move the subtitles pane 
independently around your Zoom 
screen.  

Any user can decide to turn off the 
captions during a meeting by selecting 
Hide Subtitle. This will not affect the 
views of other users.  

(Note: the terms ‘captions’ and 
‘subtitles’ are often used 
interchangeably.)  
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8. Click Subtitle Settings (7. above) to bring 
up the option to increase the font size of 
the captions.  

This will not affect the caption size for 
other users.  

 

9.  Click View Full Transcript (7. above) to 
bring up all the meeting’s speech-to-text 
in a searchable pane. 

The transcript pane is closed if you open 
another pane such as Chat or 
Participants.  

If the option is set in your account, all 
meeting attendees and the Host can 
download the transcript as a text file 
(click Save Transcript at the bottom of 
the pane).  

The transcript text file is saved to My 
Documents/Zoom/[meeting title and 
date]. 

 

6. Guidance for recording teaching sessions on Zoom 

Zoom offers significant potential for the recording of sessions delivered in the platform. With the 

current Trust-wide implementation of the service, the process below describes how you can create and 

distribute these recordings to your students yourself. 

If you intend to keep your recording, perhaps as part of a reusable lecture series, please contact 

telsupport@tavi-port.nhs.uk first to discuss resources and needs. 

6.1 Capturing and distributing off-the-cuff recordings 

You may want to share a recording with a student who was unable to attend a Zoom session or with the 

whole student group to go over the material.  

As this process uses an open and free platform, it must not be used for confidential recordings. Support 

for managing confidential recordings should be directed to IT Services.   

You will need the email addresses of your students for this process.  

mailto:telsupport@tavi-port.nhs.uk
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1. As Host, lick on the Record option on the 
toolbar. This will record the file to your local 
drive.   

At the end of the session, click Stop 
Recording or simply close the meeting.  

 

2.  Zoom will start converting the recording. This 
will take a few minutes.  

 

3.  Once the conversion process has finished, go 
to My Documents/Zoom (on a Windows 
device) and locate the time and date of 
session.  

Mac users will need to locate the Zoom 
directory. 

 

4.  The folder will contain several files. These are 
always named the same way: 

audio_only.m4a: this is an audio file (like an 
MP3) and can be uploaded directly to 
Moodle. 

playback.m3u: a reference file that can be 
ignored.  

Zoom_0.mp4: this is the full video file. 

 

5.  Before sending the video file, take the time to 
rename it. All Zoom video files have the same 
name at the point of recording so it might get 
confusing otherwise.  
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6. Go to www.wetransfer.com and follow the 
procedure for uploading your recording and 
emailing the link to your students.  

They will have 7 days to download the video 
file before the link expires.  

There is a 2GB file size restriction on this free 
service. To give you an idea, a 60-minute 
video should be less than 1GB.  

 

6.2 Things to note 

• Moodle is unable to host video files because they are too large. However, it can host the audio 

file as these are far smaller. 

• TEL is unable to accept off-the-cuff recordings from staff to then stream into Moodle. Off-the-

cuff recordings would include a seminar session for an absent student. Please use the process 

described above to distribute to your students.  

• With advance notice, TEL can help with the creation of digital resources that will be used in 

future runs of a course.  

7. Creating digital content with Zoom 

Please note that TEL will not be undertaking any post-production editing of recordings made through 

the processes described below. What you record is exactly what your students will see. All we are doing 

is hosting your recordings and making them available through Moodle.  

If you have recording requests that will require editing, please contact telsupport@tavi-port.nhs.uk in 

advance.  

7.1 Recording your lecture/seminar 

There is considerable finesse you can bring into Zoom recordings but at this most simple level, you just 

want to record your camera and any materials you might share (e.g., PowerPoint slides).  

http://www.wetransfer.com/
mailto:telsupport@tavi-port.nhs.uk
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You can explore some of the settings through the Windows Zoom Client but it’s fine to leave things on 

default (see below). Click on the Settings cog and select Recording to bring up the options: 

 

It is highly recommended that you try a few practice recordings to get used to the processes and options 

explained in this guide.  

If you’re planning to record your session to share only with your current cohort as a teaching 

enhancement, it should be fine to record all their cameras and voices as well. Just let them know what 

you are doing.  

If you plan to use the same recording in future years, it’s much better not to record any student input at 

all – cameras and voices. Contact telsupport@tavi-port.nhs.uk to talk this through with us first.  

7.2 Record your session without screenshare (student webcams will not be included) 

If you are planning to run your session without any PowerPoint slides, you can follow this process. It will 

record your camera and only the voices of students and not their cameras. However, please read section 

3 below first to see if video is most appropriate.  

1. At the top right of your Zoom screen, click 
View and tick Speaker View. 

 

mailto:telsupport@tavi-port.nhs.uk
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2. Hover over your camera view until you 
see the ellipsis (three dots) appear.  

Click on this icon and select Pin.  

This will ensure only your webcam is 
recorded when not in share screen. 

 

3.  When you’re ready, select Record from 
the bottom of the screen. 

Depending on your screen size, you might 
find Record in the More option. 

By default, Zoom will only record to your 
local drive (see below). Zoom cloud 
recording has been disabled at the Trust.  

 

 

 

4. At any time during your session, you can 
Pause or Stop the recording.  
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5. At the end of the session, close your 
meeting as normal and Zoom will begin 
the process of rendering your recording. 
This will take a few minutes.  

 

See section 4 below for what to do next.  

7.3 Record your session with screenshare (student webcams will be included) 

When you use sharescreen as Host, the default setting is to place the camera pod to the right of your 

slides. When this happens, Zoom will record the student webcams. 

1. If you don’t want to record the student 
webcams when you screenshare, follow 
steps 1-2 above and then click the 
rectangular box at the top of the camera 
pod. 

The student webcams will disappear from 
your view of the camera pod.  

We suggest you pause your recording 
before moving to screen share and 
managing the camera pod. Once 
everything is ready, re-start your 
recording.  

What the students see during the live 
session is unaffected. 

 

See section 4 below for what to do next. 

7.4 Making bespoke video screencasts 

A screencast is a recording of your computer screen – a ‘cast of a screen’. In most cases, this will be a 

recording of you talking over PowerPoint slides. You might use a screencast to talk over slides, show 

how to use an Excel formula, record a montage of video clips and so on.  

Because there are no other Participants in your Zoom meeting, you do not need to Pin yourself or worry 

about student webcams. To record a PowerPoint screencast, simply open your slides on your PC, select 

share screen in Zoom, choose your slides and press record. Move through the slides within Zoom 

screenshare as normal.  

With the default settings outlined in the top section of this guide, you will record your slides in the main 

frame with your camera off to the side as a small pod.  
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As before, practice some recordings and find the best method of delivery for you.  

As general pointers for good screencast production, students do prefer to see the lecturer’s face 

alongside slides rather than just hear the voice (but see next section on audio-only options). Also, 

screencasts should be no longer that 15 minutes so think about chunking your work into segments.  

See below for further guidance.  

7.5 Making audio-only recordings 

Did you know that when you record something in Zoom, it produces both a video file (.mp4) and an 

audio file (.mp3)? It’s just a case of deciding which one you want to use.  

Audio files (.mp3) are much, much smaller in size than video files (.mp4). This means you can quickly 

produce audio recordings (podcasts) using Zoom and upload these directly to your course page in 

Moodle in the same way as you would upload your lecture slides.  

As a general rule, audio should be favoured over video unless there is something specific on your 

computer screen that you want to share.   

See below for further guidance.  

7.6 Preparing your file(s) for distribution 

1. You will find records of all your meetings in 
the Zoom folder in Documents on the 
device.  

Documents is on the local drive of your 
device and not on the Trust’s networked 
drives.   

 

2. Go into the meeting folder and locate the 
audio file (blue circle) and video file (red 
circle). 

Zoom recordings are always named the 
same way, regardless of when they were 
recorded.  

If you make more than one recording in a 
session, they will be same in sequence 
(e.g., zoom_0, zoom_1 and so on).  

 



ZFP006 Zoom Guide for Teachers 2021/22 

28 
 

3. Rename the file that you plan to use. 

Right-click on the file and select Rename, 
or simply click once on the file itself to go 
into edit mode.   

 

4. Use a logical naming convention for your 
file.  The filename should include your 
course title, the recording’s title and date. 

This will help with managing and tracking 
your recordings.  
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 7.7 Sending your recordings to TEL 

1. Once you have prepared your 
file(s), go to 
www.wetransfer.com. This is a 
free file-transfer service that you 
can use for non-confidential 
material.  

Upload your file, enter 
telsupport@tavi-port.nhs.uk and 
your email address. Include a 
brief message.  

Once ready, click Transfer.  

 

As part of this process, send a separate email to telsupport@tavi-port.nhs.uk telling us to expect your 
WeTransfer request.  

In this email, include a direct Moodle link to the section on the page where your recording should be 
placed. 

TEL will leave it Hidden from students on the page and send you a confirmation email. Course teams 
can decide when to unhide the recording and make it available to students. 

  

Please explore our Teacher support web pages for further help. 

Technology Enhanced Learning 

September 2021 

TELSupport@tavi-port.nhs.uk  
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