Distance Learning and Working from Home with Zoom and Microsoft

With concerns about the novel Coronavirus (COVID-19) making it to the University of Idaho, some professors and students are raising concerns about going to class in-person to risk contact with other individuals. Fortunately, the University has a partnership with Zoom and Microsoft, and these can make communicating over the web easier than ever.

Zoom Account Setup

Everyone who has a University of Idaho student or employee account should automatically have a Zoom Pro account. To see details about your account, you can go to https://uidaho.zoom.us and click the “Sign In” button. This account management page allows you to see a multitude of things such as your Personal Meeting ID, recordings of previous meetings you’ve initiated, scheduled meetings, personal preferences, and other details.

Setting Up Zoom

If you do not have Zoom installed, you can do it automatically from https://uidaho.zoom.us by clicking either the “Join” or “Host” buttons. Clicking one of those will redirect you to a page that checks if Zoom is installed on your computer, and it will automatically install it on Windows and Mac computers if it is not installed—follow any prompts to install the program if any pop up.
If Zoom is installed on your computer but you need to sign in, click the “Sign in with SSO” button. 
[image: ]
You will be prompted for a domain, and you just need to enter “uidaho” in the text box and click Continue. 
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If you have a web browser open and have signed into a University of Idaho webpage recently, Zoom will then go to the home screen. If not, then a web browser window will pop up and ask you to sign into your University of Idaho account. Once this is done, you should see the Zoom home screen (which may look slightly different for you than pictured below).
· [image: ]The “Start with video” and “Start without video” options will begin a meeting. 
· The Meeting ID will be random unless you have selected “Always use my Personal Meeting ID for instant meetings on this computer” under the “Meetings” tab
· You can set preferences on your account page at uidaho.zoom.us to toggle settings such as making every participant join the meeting muted
· The “Join” option will prompt you for a meeting ID, after which you will join the room
· The “Schedule” option will set up a meeting room for a future time, and let you notify participants through Zoom or calendar invites
· Note the Meeting ID it generates for participants
· The “Share Screen” button will start a meeting with the screen that needs to be shared
· You can also share your screen within regular meetings

Zoom Meetings

When you join a Zoom meeting, you will get a prompt as to whether you want to join the meeting using an audio source from your computer, or whether you want to use a phone for your audio. Most users can just click the “Join Audio Conference by Computer” button.

The video conferencing screen contains the Zoom Meeting ID in the title bar, and has several options for features within the call:
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· Mute: This button toggles your microphone on or off
· The ^ button allows you to change your microphone input if you have multiple sources
· Video: Pause or resume video playback from your webcam
· The ^ button allows you to change your camera input if you have multiple sources
· Invite: Allows you to invite another participant to the meeting through Zoom or email
· Manage Participants: Allows the host to see who is in the meeting, mute people as necessary, and kick out any unwanted guests
· Share Screen: This allows the user to share something on their computer instead of showing their camera
· You can share either one app, or the whole desktop
· You need to select “Share computer sound” in the sharing screen prompt if you want all participants to hear any audio coming from your computer
· The ^ allows you to select advanced sharing options
· Chat: This opens the text chat of the channel, which can be useful for posting questions or side conversations during a meeting, especially for those without a microphone
· Record: The host of the meeting can record it to the local computer or to the cloud
· Meetings that have sensitive information should be recorded locally, not to the cloud
· Closed Caption: Zoom can designate someone to type out captions for the meeting
· Breakout Rooms: This allows people in the meeting to join sub-groups of people to make multiple small groups that work together independently of one another
· This can automatically select people to split off into the specified number of rooms, or the host can select who goes to which group manually
· End Meeting: Allows you to leave the meeting, or allows the host to end the meeting for all
Zoom Recordings

As mentioned in the previous section, meeting hosts can record the meetings. This is especially useful for lecturers that want their meeting to be made available to students after a class. Zoom will create a video file (with audio), as well as a separate audio file, of the meeting.
Before the recording begins, Zoom requires you to designate whether the meeting is recorded to the local computer or to Zoom Cloud storage. If you save it to the local computer, it will be available a few minutes after the end of the meeting. If you save it to the cloud, you can access it at https://uidaho.zoom.us by navigating to the Account Settings page and going to the Zoom Recordings section.
If you want to upload the meeting to be viewed later by other users, ITS suggests that you upload it to Microsoft Stream. To do this, you can go to https://office.uidaho.edu, then click on the “All Apps” button and select Stream. At the top of the page, you can click “Create” then “Upload Video” to begin the upload process. Once it’s finished uploading and optimizing, you should have a few more options available to you and you should be able to get a link to the video for sharing.

Other Collaboration Options with Microsoft Office

With the University of Idaho’s recent transition to Microsoft Office 365, it has become easier than ever to share and collaborate documents using the provided services. Users can upload or create documents in Microsoft OneDrive, which is stored in the cloud and can be shared with individuals as specified by the file owners. Multiple participants can view and edit the same documents at the same time, and it allows you to see what others are doing and collaborate in real time.
If you don’t have any Office 365 products on your computer, you can go to https://office.uidaho.edu in order to use the less-powerful Web Applications to do any work you need to do online. Alternately, you can press the “Install” button on this page to download Microsoft Office 365 directly to your computer. All students, staff, and faculty can put an Office 365 license on up to 5 computers.
Another useful way to collaborate could be using Microsoft Teams, which many users are beginning to adopt. You can communicate with it like an Instant Messaging client, or you can have a Team created to bring several individuals to one spot for conversations, announcements, file sharing, or even collaborating in other Office 365 apps within Teams! If any staff or faculty members want to create a Team for their class* or unit, please contact your TSP or Local Support person and they should be able to assist you in setting up a channel. *Note: Classes do have some FERPA related protections, and multiple sections cannot be combined into one big group for this reason—individual teams for each section of the classes will be made.
[bookmark: _GoBack]If you have any questions or concerns, please submit a ticket at https://support.uidaho.edu or email support@uidaho.edu for assistance.
image4.png
End Meeting





image1.png
© Zoom Cloud Meetings.

Sign In
Frne
Password
Keep meloggedin

Forgot your password?

€ Back

(or Sign Up)

SSO
B seremc

Bl s

Version: 40222580125




image2.png
© Zoom Cloud Meetings - X

Enter your company domain
uidaho| zoom.us

| don't know the company domain

€ Back





image3.png
© Zoom - Pro Account - X

@ werevis - £ seines

Startwithvideo  Startwithout video

Join Schedule

o~
']

Share screen





