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foreword 

Welcome to my notes on using Zoom for online lecture delivery 
during the Covid-19/Coronavirus Pandemic.

I’m learning this quickly and I’m making mistakes so if anyone 
has suggestions, comments, exclusions, inclusions - let me 
know via info@markstephensarchitects.com

Please feel free to share this document.

Best of luck everyone. Together we can get through this.

Don’t forget the social distancing, hand washing too!

This started with a great Twitter thread by Chris Buccafusco 
which you can see HERE

Regards

 

Mark Stephens CPHD RIBA MRIAI

ps these notes were originally prepared for the exceptional staff 
at the Architectural Design and Architecture courses @itsligo
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1.0 Introduction 

Zoom is a modern enterprise video communications, with an 
easy, reliable cloud platform for video and audio conferencing, 
chat, and webinars. 

What makes it attractive is that it can be used via a phone on a 
reasonable connection. 

The first thing you need to do is to sign-up: 

https://zoom.us/meetings 

There is a 40 minutes cap on meetings with a Free account - 
this is being waived for educational establishments but the 
college needs to be registered first. You can check this when 
you sign in and if not you can register below: 

https://zoom.us/docs/ent/school-verification.html 

I bought the Pro package (the pricing is reasonable) as I was 
in a panic for a Monday lecture! 

When you sign up you’ll be directed to download the software, 
all students need to do is to ensure that the app (Android or 
iOS) is on their phone. You can do this manually below: 

https://zoom.us/download 

These notes aren’t intended to teach you how to use Zoom. For 
that I would recommend the online tutorials provided by Zoom: 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-
Video-Tutorials 

Instead I’m going to give a few tips that I’m learning on the way 
that may help. 

So it’s really important that you have a reasonable idea on 
setting up and using Zoom before these tips will make sense. 
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2.0 Using Zoom 
So lets open the Zoom software: 

Make sure the Meetings button is highlighted (you can see my 
Monday lecture already set up); to the right of recorded there’s 
the + icon to schedule a new meeting.: 

                   

You need to schedule a meeting so that the students know in 
advance where & when to ‘turn up’ 
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3.0 Schedule Meeting 
Below is the setup I’m using with an explanation: 

1.You don’t need to be talking for 3 hours - move 
away from ‘Chalk & Talk’ and instead keep the 
lecture nice and short, give a project, set up break-
out rooms (more on this below) etc… 

2.If your Lecture is every week check the Recurring 
meeting box 

3.Turn off Require meeting password you want to 
make this as accessible to students as possible. 

4. have your Video Host On but Participants Off - 
you don’t need to see them; they’re actually a 
distraction - they can choose to show themselves 
or not. 

5. Use Telephone and Computer Audio - if you have 
a good internet connection - using Telephone or 
Computer Audio only will speed up the delivery 

Then click Advanced Options & check settings 
opposite:

6. You can get all the students to enter a ‘waiting 
room’ and then ‘enter’ them in one batch 

7. You don’t need to hear the students either for the 
majority of the lecture  their sounds can be a 
distraction— so Mute participants on entry 

8. Record the lecture so that you can upload to 
Moodle (ITSligo) or Blackboard (other irish colleges) 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4.0 Starting the Meeting
You now need to Copy Invitation

And then email this to your students 
- this should be done well in 
advance of the lecture to give good 
notice

When you’re ready to Start the 
meeting (you can do this at any 
stage in advance of the ‘official’ start 
time’ - press Start ! 

You can test the mic & speaker at 
this stage & when ready - Join with 
Computer Audio

Make sure you turn on Manage Participants and Chat

You can then Admit them as they arrive or when there’s a 
few Admit them in one go. 

The chat is really useful for the students letting you know if 
screen/audio/sharing isn’t working. 

Click the white square (top right) of camera window to tile the 
students (you can mute/unmute/turn on/off their video here too)  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5.0 Sharing Powerpoint 
You are able to share any screen with your students - this could 
include PowerPoint slides or CAD software - there’s also a 
whiteboard. 

You do this by clicking Share Screen: 

Choose a screen to share and then 
hit Share 

Your students will then see your PowerPoint slides 

When you’re ready to stop sharing press Stop Share in red 

Opposite is the Whiteboard shared  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6.0 Powerpoint tip 
This came straight from Chris Buccafusco and I thank him here 
for the tip: 

The slideshow will fill your entire screen and it’s difficult to see 
the students/chat: 

In Slideshow > Set up Slideshow…

“In the top rank of choices under “Show type” you should select the 
second option: “Browed by an individual (window)”. Then click OK 
at the bottom. Now, when you start your slide show, it will present in 
a window that does not fill your screen.

But your students will not see what else is on your screen. Now, 
instead of tiling on top of your powerpoint slides, your Zoom stuff 
(faces, chat, etc) can be arranged around the slides. You could also 
see your notes or any other documents you want to have open.”
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6.0 Hand up tip 
Students can raise their hand during the meeting. This is a 
good way to ask a question. The hands-up are in the order that 
they are raised and you can un-mute them and they can ask a 
question directly or use Chat to ask: 

This is a better way of taking questions during class than using 
chat as the chat messages start to pile up & then cycle - you 
could use chat for problems with audio / video or forgetting to 
share the screen correctly (see below) 
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7.0 Uploading to Moodle/Blackboard 
To make the lecture accessible to those who couldn’t attend 
(shame on you) or for reference later you can upload the files 
to Moodle (IT Sligo): 

What’s cool about Zoom is that it the software is creating other 
useful files (that you may choose to upload or not upload): 
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8.0 Other tips 
1. Keep a good eye on when you are muted or not muted - it’s 

easy to turn off and then forget to turn back on 

2. In the Zoom software go to zoom.us & Preferences…

3. In the Settings for Video turn on Touch up my appearance 
(I know I needed to and unfortunately it doesn’t turn you into 
Brad Pitt)

4.If you’re working from home & don’t want students 
to see where you’re working (in the attic in my case) 
turn on the Virtual Background (this has minimum 
computer spec requirements) 

5. Have a good look through all the other Settings - 
some may be more relevant to the way you work & 
teach… 

  11

This document can be copied or reproduced in any form without the written permission of Mark 
Stephens Architects



Zoom Notes
BY: MARKSTEPHENS CPHD RIBA MRIAI

9.0 More info… 

This is where I’m going to update the notes. Below is an 
excellent link that will help structure your online content: 

https://anygoodthing.com/2020/03/12/please-do-a-bad-job-of-
putting-your-courses-online/ 

More to follow… 
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