
Zoom Meetings
Step-by-step guide to using Zoom to record a lecture



1. Go to umsystem.zoom.us. 
2. Click “Login.” 



3. Enter your username and password, and 
login. 



4. Your profile page will load. If you want to record a lecture, then 
hover over “Host A Meeting.” Choose whether you want to use 
video or only screen share. You can change your selection after you 
open the meeting.



5. Follow the prompts. Either “Open Zoom 
Meetings,” or if you don’t have the app installed, 
then go to “download & run Zoom.” 



6. The screen will ask you to choose an audio option. “Test Speaker 
and Microphone” first if you haven’t used Zoom recently. Zoom will 
ask whether you hear a ringtone and a replay after you’ve spoken. 
Answer the questions. If both tests work, then you can “Join with 
Computer Audio.” 



7. You also have a choice to join via a “Phone Call.” 
Choose either a phone call and click “Done,” or 
“Join with Computer Audio.” 



8. Familiarize yourself with the meeting options. Check you can 
“Mute” and “Unmute” your microphone. If you want to add a 
video component, then check that you can “Start Video”. Click 
the arrows to the side of both buttons for more options.



9. To share your screen, you can click the green “Share Screen” 
button on the bottom menu. Click the arrow to the side for 
options about how many participants can share screens. Because 
this example assumes you’re recording a presentation without 
participants, “One participant can share at a time” is sufficient.



10. You can choose to share your “Screen,” which will capture a recording of any 
application if you switch from application to application during the presentation. If 
you choose a specific application, then the recording will only capture that 
application. Make your selection, and click “Share.” Make sure the files you wish to 
share are open. Otherwise, they won’t appear in the list.    



11. When you share your screen, the Zoom menu will 
move to the top of the screen. To record a lecture, click 
“More” and then “Record on this Computer.” 



12. You can enter the presentation mode in PowerPoint, 
and speak as you would when presenting in person. 



13. When your presentation concludes, click 
“More” and “Stop Recording.” You can then click 
“End Meeting” under the “More” tab. 



14. Confirm to “End Meeting for All.” Then, Zoom will convert the 
meeting recording into a usable file. A folder will open where the file 
is saved. The file with “zoom” in the name is the mp4 to rename and 
save in a different folder. You can then share the mp4. 



Zoom Meetings
Step-by-step guide to using Zoom to host a live class



1. Go to umsystem.zoom.us. 
2. Click “Login.” 



3. Enter your username and password, and 
login. 



4. Your profile page will load. To schedule a live class, then click 
“Meetings.”



5. Choose “Schedule a New Meeting.” 



6. Add a meeting name in the “Topic” box, and write a description. 
Choose a date and time. If you make the meeting recurring, then 
the meeting room will open on the days and frequency you specify. 
If you require registration, then attendees must complete a 
registration form before they receive a link to join the meeting. 



7. Scroll down to choose video and audio options. Leave 
video off for participants. You can choose whether you as 
the host will have video turn on automatically. Consider 
allowing phone and computer audio. 



8. Under “Meeting Options,” unclick “Enable join before host” to 
have attendees wait until you’re started the meeting. Choose to 
“Mute participants upon entry” to avoid background noise. Easily 
make a recorded version by clicking “Record the meeting 
automatically.” 



9. You can assign an alternative host, such as a co-teacher or 
teaching assistant. As an alternative host, this person could start the 
meeting/class in the host’s absence. To add an alternative host, enter 
an email address. 
10. Click “Save.”



11. The screen that loads will include a URL. This is the link to send to 
students to invite them to the meeting. You can copy and paste this link 
in an email to share. Or you can click the “Outlook Calendar” button and 
generate an Outlook calendar invite from your own calendar. The invite 
will include the “Join Zoom Meeting” link. 



12. Scroll to the bottom of the meeting 
confirmation page to add polls to display during 
the presentation. Just click “Add.” Then, create poll 
question from the form that loads. Click “Save.”  



13. To start the meeting, click “Join Zoom 
Meeting” in calendar invite, or login to Zoom, click 
“Meetings,” find the meeting, and click “Start.”



14. Click to “Open Zoom Meetings.”



15. Choose how to connect your audio.
16. Note, because we chose to record automatically in 
the meeting setup, we can choose to pause or stop the 
recording in the menu.  



17. To choose how participants can interact, click 
the “Chat” button. In the chat screen, click the 
ellipses in the bottom right-hand corner, and 
select with whom participants can message. 



18. You can turn on/off your audio and video using the 
“Mute” and “Unmute” and “Start Video and “Stop Video” 
buttons. To share your screen, click “Share Screen.”



19. If you choose “Screen,” then participants will see any screen as you 
move from application to application. To choose to share just one 
application, choose the one you’d like to show, and click “Share.” Make 
sure the files you wish to share are open. Otherwise, they won’t appear 
in the list. 



20. You can start presentation mode in PowerPoint, and begin to 
present. To monitor the chat screen, click “More” and “Chat.” The chat 
screen will load. If someone enters a message, then the “Chat” section 
will change color and show the number of unread chats. Chats can also 
save on your computer after the meeting ends.



21. Open the “Manage Participants” window to see a list of participants. If 
background noise is a problem because participants have unmuted themselves, 
then click “Mute All” at the bottom of the screen. You can also hover over a 
participant’s name to mute the participant, or you can unmute a participant to 
allow him or her to ask a question. When the host unmutes a participant, the 
participant sees a “You are unmuted by the host” message.



22. From the “Participants” window, you can 
remove the option for participants to unmute 
themselves if background noise persists. 



23. You can load your polls by clicking “Polls.” On 
the screen that loads, choose “Launch Polling.” 



24. After participants have time to respond, click “End 
Polling” to stop results collection. You can “Share Results” 
with the class and then “Stop Share Results” to resume 
your presentation. 



25. When you’re ready to end the meeting, 
go to “End Meeting.” 



26. If “End Meeting” doesn’t show, then go to 
“More,” and click “End Meeting.” 



27. Confirm to end the meeting. If you recorded a copy, then the 
meeting will convert into a recording. The recording will open in a 
new folder. The file with “zoom” in the name is the mp4 to rename 
and save or post elsewhere. 
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