
Run Your Class Live With Zoom 
 
Pedagogical Recommendations 

• Use slides and screen sharing within Zoom to make sure discussion questions are 
visible to students who may have a slow Internet connection or who may struggle to 
hear the audio for the initial question. (Look for “Share Screen” at the bottom of your 
Zoom call.) 

• On your first slide, display an agenda at the start of the class session so that 
students know what to expect of the shared time together. 

• Use the chat (bottom of your screen). See In-Meeting Chat. 

• Moderate discussion, i.e., “call on” a student with a comment to speak, to help 
them break into the conversation.  

• It may be worthwhile to ask a student (or two) to take on special roles as “chat 
monitors” to voice if there are questions that arise that the instructor has missed. 

• You might use the chat to troubleshoot technical problems. For example, if a 
student is having trouble connecting via audio or video, the chat might be a 
space for you as the instructor or for fellow students to work together to 
problem-solve. This may, again, be an opportunity to assign a student to a 
special role, especially if you have students eager to help on the technical aspect 

of things.  
• Use Zoom Breakout Rooms to help students talk in smaller groups (just as they 

would do break-out groups in a larger class environment). See Managing Video Breakout 
Rooms.  

• Rethink your classroom activities to make the class more interactive even if Zoom 
students don’t have ideal connections and aren’t able to hear and see everything 
perfectly. 

• Have students write and comment together on a shared Google Doc.  
• Try using Google Forms to collect student responses, and then share results with 

online students.  
• Consider making discussion questions available in advance in Populi, etc. so that 

students can access the questions if screen sharing does not work. If sharing slides in 
advance to Populi, share as PDFs, as students will be able to access the material on 
their phones.  

A Few Troubleshooting Tips:  
• If your microphone is not working, use the phone number listed in the Zoom 

invitation when you set up a Zoom call. You can use your phone as the microphone and 
audio source for your call rather than your computer’s built-in microphone if necessary.  

• If your Internet connection is slow or lagging, consider temporarily turning off 
your video stream and only maintaining the audio stream. Sometimes, running the web 
camera on your computer will use up the Internet’s bandwidth in a way that might make 
communication challenging. Turning off the video should improve communication quality 
and consistency.  

• If you have earbuds or a headphone set, wear them! Wearing earbuds or 
headphones will reduce the amount of noise that your computer will pick up during your 
quality, which will make it easier for your students to hear you. Similarly, you may want 
to advise your students to wear earbuds or headphones during the call.  

• Advise students to mute their microphones if they are not speaking and 
unmute the microphones when they wish to speak. Students may be joining 
Zoom calls from all kinds of different locations, many of which may create background 
noise that could be distracting. Encourage students to mute themselves if they’re not 
speaking to minimize unnecessary or distracting background noise. Using the “raise 
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hand” feature or simply seeing the microphone unmuted will give the group a visual cue 
for when a student wishes to speak.  

• Check the “chat” space for student questions and contributions. Some students 
may not have working microphones and, therefore, may be unable to contribute via 
voice. The chat room is a good place for students to contribute, ask questions, and be 

involved. 
• Check the Zoom Help Center  

Accessibility Suggestions:  
• Automatic live captioning is not available in Zoom (automatic captions are 

visible if you record a Zoom session). You may wish to use Google Slides and 
enable the live captioning feature within Google Slides. If you share your screen 
using Google Slides, your voice will be captured and live captions will appear. 
See Present Slides with Captions (via Google Drive support) for more information. 

Pedagogical Recommendations 

• Keep videos short and lively. It is often harder to focus on a video than on a 
person! Check out some tips for creating lively short online videos from online educator 
Karen Costa. 

• Test your microphone to make sure that you have good sound quality. Consider using 
a headset with an external microphone to capture better audio. 

• Consider ADA compliance. Automatic closed-captioning is not perfect. Speak clearly 
and not too quickly to make the content as accurate as possible. If using a tool other 
than Zoom for recording your lecture, consider uploading your videos to YouTube to 
take advantage of their automatic (though not perfect) closed-captioning.  

• Integrate interaction with the lecture material. You might consider setting up a 
Populi discussion board with some specific questions, using a quiz, or setting up a chat 
session for a text-based live discussion.  

 
Office Hours 
Set up virtual office hours to meet with students using your webcam, share your computer 
screen or collaborate using Zoom’s whiteboard feature. If you are more comfortable, you can 
also give students your phone number to call, or you can set up an online chat via Zoom.  
Pedagogical Recommendations  

• Keep the link to the Zoom room you’re using for your students in a central 

place on your course Populi site. The main factor to consider when holding office 
hours or conferences with students via Zoom is your accessibility as an instructor. Make 
sure they know how to find your “office”.  

• Encourage students to share their screen with you. Screen sharing is possible not 
just for the instructor in Zoom, but for students too. Help your students navigate 
towards a screen sharing option so that they can show you their written work on their 
screen. 

 
Student Presentations 

Pedagogical Recommendations  
• If students are sharing their presentations asynchronously:  

• Ask students to record themselves at their screen, using a web camera, 
the built-in microphone on their computer, and screen sharing software 
combined to capture both their faces/persons as well as the slides on the 
screen.  

• Zoom, Jing, and Screencast-o-matic can be used for audio/video 
recording in this capacity, as can Quicktime (on Mac only).  

https://support.zoom.us/hc/en-us
https://support.google.com/docs/answer/9109474?hl=en
https://www.youtube.com/playlist?list=PLp1oNaMlolJNcLBT440n-R-4B_meQG4Ic
https://www.youtube.com/playlist?list=PLp1oNaMlolJNcLBT440n-R-4B_meQG4Ic
https://support.zoom.us/hc/en-us/sections/200208179-Recording
https://www.techsmith.com/jing-tool.html
https://screencast-o-matic.com/


• If students want to use presenter notes while recording in Zoom in 
particular, they can follow the instructions to use two monitors with 
screen sharing. If students do not have access to two monitors, they can 
also use the screen sharing function in Google Slides by selecting to 
share only the window with the final slidedeck and NOT to share the 

window that pops up with the presenter notes. (i.e. "squish" both 
windows so they could appear side-by-side). 

• Voiceover narration in slidedeck creation software can also be used 
via Keynote (Mac), PowerPoint (Mac or PC), or Quicktime (Mac). 

• Students can save their final recording file and upload it to Populi 
via Assignments or Discussions.  

• If students submit the recording via Populi Assignments, the file 
will only be visible to the instructor.  

• If students submit the recording via Populi Discussions, the file 

will be visible to the full class community.  
• If students do not have access to a laptop computer or webcam, 

they can also use the voice memo feature on a phone to record audio, 
save audio files, and upload the audio files to either Populi. Invite 
students to share their slidedecks and audio/video files separately if 
necessary. 

• If students are sharing their presentations synchronously:  
• Ask students to use Zoom to give a live presentation for their peers.  

 
Student-Facing Instructions For Students Giving Live Presentations 
Your instructor will provide the URL to the Zoom room. Simply click the URL or paste into your 

browser of choice to open the meeting. 
• Audio and Video Setup  

• After launching the Zoom meeting from the meeting URL, you will be prompted 
to join the room’s audio. Click “join audio by computer.” Zoom allows audio 
participation through your computer’s internal speakers, a headset, or a phone 
line.  

• Mute Yourself/Stop Webcam  
• To mute, click the microphone icon in the bottom-left corner. To unmute, click 

the microphone icon again. Follow the same process to turn the webcam on and 

off.  
• Background noise can be minimized if you mute yourself when you’re listening. 

Share Screen  
Participants are able to share applications or documents using Share Screen. After selecting 
“Share Screen”, Zoom will present a list of all active applications and available desktops on your 
computer. You may also choose to share a whiteboard or iPhone/iPad. When the screen is 
shared, the bottom navigation menu will move to the top of the screen. To reposition the menu, 
simply click and drag.  

• NOTE: By default, screen share opens in full screen. If you have the participants list and 

chat windows open (they will display on the right-hand side of the meeting), the 
windows will be hidden in full screen. Either click “Exit Full Screen” in the upper right 
corner or re-enable the windows by clicking “Manage Participants” and “Chat”. The 
annotation toolbar allows participants to draw and make comments on the shared 
screen. Your instructor may choose to disable this feature. To end the screen share, 
choose “Stop Share” 

 
 

https://support.zoom.us/hc/en-us/articles/203395347-Screen-Sharing-a-PowerPoint-Presentation
https://support.zoom.us/hc/en-us/articles/203395347-Screen-Sharing-a-PowerPoint-Presentation
https://support.apple.com/guide/keynote/record-audio-tan8a5df9cc5/mac
https://support.office.com/en-us/article/Record-a-slide-show-with-narration-and-slide-timings-0B9502C6-5F6C-40AE-B1E7-E47D8741161C
https://support.apple.com/guide/quicktime-player/record-your-screen-qtp97b08e666/mac


Using Populi for Announcements, Sharing Material, Collecting 
Assignments, and Grading 
Use Populi regularly for tasks like sending announcements to their courses, sharing course 
materials, collecting assignments, and giving students grades and feedback.  

 
Written Discussions 
To remove technical hurdles and to ensure that students are able to engage with peers and 
each other in a discussion-based class (even without a strong Internet connection), you might 
choose to move student discussion to an asynchronous format as a forum to facilitate 
communication, encourage students to interact, ask questions and respond to discussion 
prompts. 
Pedagogical recommendations: 

• Craft discussion questions to be as clear and as specific as possible so that 
students can build off of the question for a sustained response. See “Conversation 
Starters: Orchestrating Asynchronous Discussion to Build Academic Community among 

First-Year Writers” by Dan Seward  
• Assign roles to students so that they understand when and how they might respond 

to you or their peers. For example, students might “role play” as particular kinds of 
respondents or you might ask them to do particular tasks (e.g. be a summarizer, a 
respondent, a connector with outside resources). 

 
Chat 
You may not currently use a chat function in your class, but it can be a useful tool, especially 
for student office hours or for students who may be more comfortable asking questions via chat 

compared to by phone or video calls.  
 

Individual Students Using Zoom to Attend In-Person Classes 

(Small, Discussion-Based) 
Synchronous Tool Recommendation: Zoom.  Some students, due to compromised immune 
systems, etc., may want to Zoom in. The challenge is to make sure that students joining by 
Zoom feel like full participants in the class. Zoom participants often struggle with poor sound 
quality and a sense of disconnection. 

• Position your computer so that students can see and hear as well as possible. If 
necessary, repeat student points for the Zoom crowd, if only you are close enough to be 

heard. You might consider bringing or borrowing a microphone to make it easier for 
students to hear.  

• Solicit input from Zoom participants, as Zoom students may have a harder time 
breaking into the conversation.  

• Assign a student to moderate the Zoom chat and to speak up for a Zoom participant 
with a question or a raised hand.  

• Share handouts and slides in advance to make sure Zoom participants can look at 
them. These handouts and slides could be shared via links in the Zoom chat room or by 
directing the student(s) to the appropriate place in Canvas where the materials may be 

available.  
• Rethink your classroom activities to make the class more interactive even if Zoom 

students don’t have ideal connections and aren’t able to hear and see everything 
perfectly. 

• Have students write and comment together on a shared Google Doc.  
• Try using Google Forms to collect student responses, and then share results with 

online students.  
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• If doing group work, consider an alternative activity for Zoom students. If 
multiple students are on Zoom, put them in a group together to discuss.  

 
Peer Review 
Synchronous Recommended Tool: Google Docs & Zoom 

Asynchronous Recommended Tool: Google Docs 
Pedagogical Recommendations 

• Write out clear and specific instructions about the expectations for peer review. This 
means specifying the qualities of writing that students may want to look for in each 
other’s work. Distributing guiding questions or a worksheet that students can fill out as 
they review their peer’s work can be a valuable supplement to guide students’ virtual 
reading.  

• If you are introducing peer review synchronously (via Zoom) and having students 
work in real time in Google Docs, consider:  

• Engaging the students in a chat-based or video-based conversation about their 
expectations for peer review 

• Have students use the chat box feature to share ideas about what makes for 
effective peer review 

• Use a polling tool, like Google Forms, to collect ideas about students’ impressions 
of and expectations for peer review 

• If you are introducing peer review asynchronously, consider:  
• Opening up a discussion forum with a prompt that invites students to share their 

past experiences with peer review. What worked? What didn’t? What are their 
goals this time? Aggregate student responses to create a document that outlines 

the class expectations and understandings of effective peer review experiences.  
• Ask students to include questions for their peer reviewers at the top of their 

document so that their reviewers can have a sense of what the author would like 
them to focus on. 

• Include links to technical documentation and support so that students can troubleshoot 
if they are not able to access peers’ documents.  

• How to share documents within Google Drive. 
 

 
RESOURCES TO LEARN MORE 

 
General Tips for Teaching Online:  

1. Tips and Tricks for Teaching in the Online Classroom: Jim Harrison and J. Diane 
Martonis (Faculty Focus) 

2. Selecting the Appropriate Communication Tools for Your Online Course: Rob Kelly 
(Faculty Focus) 

3. 8 Lessons Learned from Teaching Online: EDUCAUSE Research Library 
4. How To Be a Better Online Teacher: Flower Darby (Chronicle of Higher Education) 

 

Resources for Online Writing Instruction 
5. Annotated Bibliography of Online Writing Instruction research (compiled by Heidi Harris, 

2019) 
6. Foundational Practices of Online Writing Instruction (book); edited by Beth Hewett and 

Kevin DePew, 2015.  
7. Personal, Accessible, Responsive, Strategic: Resources and Strategies for Online Writing 

Instructors (book): Jessie Borgman and Casey McArdle, 2019. 

https://www.google.com/url?q=https://www.google.com/url?q%3Dhttps://support.google.com/docs/answer/6281888?co%253DGENIE.Platform%25253DDesktop%2526hl%253Den%26amp;sa%3DD%26amp;ust%3D1584651071569000&sa=D&ust=1584651071677000&usg=AFQjCNFLpCFS3C5bVNdRHIumqOiBymbEgg
https://support.google.com/drive/answer/2494822?hl=en&ref_topic=7000947
https://www.facultyfocus.com/articles/online-education/tips-and-tricks-for-teaching-in-the-online-classroom/
https://www.facultyfocus.com/articles/online-education/selecting-appropriate-communication-tools-online-course/
https://library.educause.edu/topics/teaching-and-learning/online-teaching-strategies
https://www.chronicle.com/interactives/advice-online-teaching
https://community.macmillan.com/docs/DOC-5039-the-bedford-bibliography-of-research-in-online-writing-instruction-updated-2019
https://wac.colostate.edu/books/perspectives/owi/
https://wac.colostate.edu/books/practice/pars/
https://wac.colostate.edu/books/practice/pars/

	Run Your Class Live With Zoom
	Office Hours
	Student Presentations
	 Ask students to use Zoom to give a live presentation for their peers.

	Using Populi for Announcements, Sharing Material, Collecting Assignments, and Grading
	Written Discussions
	Chat
	Individual Students Using Zoom to Attend In-Person Classes (Small, Discussion-Based)
	Peer Review
	RESOURCES TO LEARN MORE
	General Tips for Teaching Online:
	Resources for Online Writing Instruction


