Setting up the Zoom Module

Zoom allows users to schedule and run video conferences with individuals or groups. With a
Pro account there is virtually no limit on time and the capacity is large enough to hold everyone
enrolled in your class. To facilitate the class schedule for online courses a special integration
module has been developed for the Learn@lllinois system.

Please note that in order to use this tool properly you MUST first activate your lllinois Zoom
account. Check on https://go.education.illinois.edu/zoom for more information.

Begin by opening your course page in Edit mode and clicking the “Add an Activity or Resource”
(Red Arrow) link in the appropriate module. In the pop-up menu, scroll to the bottom of the
Activities list and select the “Zoom” resource (Blue Arrow). Click the “Add” button to finish.
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On the next screen you will be asked to set up the Zoom module. The only thing you really
need to do here is set the name (Blue Arrow). We recommend using something descriptive like
“Zoom Meeting Portal” because the name you give the module will appear on your Moodle
course page as the link for students to use. Click “Save and Display” to open your new module.
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When you open the module for the first time you may notice that it looks very similar to your
own Zoom Meetings list. This is the list specifically for your Moodle page. However, if you
Schedule a New Meeting for your course it will be associated both with this module and with
your own Zoom Schedule. In other words, it will show up on this list for everyone to see as well
as your personal Meetings list.
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Click the “Schedule a New Meeting” button (Blue Arrow) to set up your course sessions.
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On the Schedule a Meeting screen you will find that the “Topic” of the meeting has been pre-
filled with the name of the Moodle course (Red Arrow). We recommend you add a descriptor
like “Weekly Meeting” or whatever would be helpful for your course. This will be the title that

students see in the meeting link.

Next, set the date, time, and duration of the meeting. You will find the option to set up a
Recurring Meeting (Blue Arrow) so that schedule will be set for each session of your course.

For the Meeting Options (Purple Arrow), we recommend you “Enable join before host” so that
students can enter the meeting early. It is also helpful to “Mute participants upon entry” so

that their microphones aren’t on by default.



If you have a Teaching Assistant or Co-Instructor who will be helping to run your meeting, you
will want to list them as an Alternate Host (Green Arrow). Make sure they have activated their
[llinois Zoom account or else the system won’t recognize them. It is important that you list the
@illinois.edu email address of your Alternate Host because the sessions can only be hosted by
the lllinois domain. If the Alternate Host joins the meeting before you, he or she will be made
the Host of the meeting. However, as the person who scheduled the meeting you will always
be able to reclaim Host privileges from them by clicking “Reclaim Host” on the Participants
window in the Zoom app.

Once everything is set up, click the “Save” button. The meeting will be scheduled and you will
be shown a summary page of your settings. Go back to the navigation menu (Orange Arrow) at
the top of the page and click on the “Zoom Meeting Portal” link (or whatever you named your
module) to return to the Meetings list.

In Screen Shot below, you can see that the Zoom module now lists the Upcoming Meetings.
You can schedule more meetings with the Schedule a New Meeting Button (Blue Arrow). The
organizational tabs (Green Arrow) allow you switch between types of meetings and archives.
The Previous Meetings tab allows you to see information about the previous meetings while
the archived recordings of those meetings are stored in the Cloud Recordings tab.
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Inside the Cloud Recordings tab you can see the list of archived recordings. The recording
displayed in the Screen Shot below has 2 files available. The first will be a video recording (with
text chat transcript accompanying it) for anyone who wants to see the most complete version
of the meeting. The second is a recording of the audio only.
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Cloud Recordings will be available for 120 days which means that students should be able to
review weekly class meeting recordings for the duration of the semester. If you would like to
make the recordings available longer you will need to upload the file to a platform like lllinois
Media Space. The IT Partners at Education Learning Design Team can help you with that
process and documentation is available.

Those are the basics for setting up Zoom Class Meetings. If you need more information, contact
the IT Partners at Education or visit the College of Education Zoom Resource Page:
https://go.education.illinois.edu/zoom




