
ZOOM FOR GROUP PRESENTATIONS    

 

Zoom is a web tool used for virtual conferencing. The following instructions take 

you through the steps to use Zoom for group presentations.  

If you do not already have an account, please see the Zoom - Download document 

for instructions on downloading the application and registering for an account.   
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Instructions  

Scheduling a Meeting: 
One group member should be designated to schedule the meeting and share the meeting link. 

This person will be the Host. All group members should agree to a date and time prior to 

scheduling the meeting.  

1. Sign in to your Zoom account on the Zoom homepage.  

 
 

2. Select Schedule A Meeting.  

 
 

  

https://www.zoom.us/
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3. Enter a name for your meeting topic. Select the date and time. Then select Submit.  

 

 
 

4. On the next screen, select Copy the Invitation. 

 
 

5. A window opens with the meeting details. Select all the text, then copy and paste the 

information to share with your group members. Note the URL for students to select 

when joining the meeting. If students do not have a webcam/microphone, they still 

select the URL, then dial in using a phone to join by audio.  

Note: 

All online courses use the Eastern Time Zone. When scheduling a meeting, be sure 

all group members are aware of time differences if they live outside of this time 

zone.  
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Starting a Scheduled Meeting: 
The Host needs to begin the meeting for the other members to join.  

1.  Sign in to your Zoom account on the Zoom homepage.  

 
 

2. Select Start next to your scheduled meeting to open the Zoom application. 

 

https://www.zoom.us/
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Joining a Scheduled Meeting:  
1. To join a scheduled Zoom meeting your host has created, select the URL in the meeting 

invitation, or copy and paste it into your browser. This prompts the Zoom application to 

open. You may need to select Launch Application and sign in with your username and 

password. If you are using the phone for audio, dial one of the phone numbers listed in 

the invitation and enter the Meeting ID when prompted.  

 
 

Note: 

You may be prompted to select Launch Application.  
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2. Check your audio and video settings to make sure your microphone and webcam are 

being used for the meeting. When you speak, a green bar should appear in the 

microphone icon. Select the arrows next to the microphone and video icon to verify the 

right equipment is being used by the program. If you are using a headset, be sure that 

option is selected in the audio menu.  

 

 

 

Recording a Presentation:  
The Host should also be responsible for sharing the screen for the presentation and for 

recording the session.  

1. When all members have joined the meeting, open your presentation on your computer, 

then select the Share Screen option at the bottom of your Zoom meeting screen.  

 
 

2. A window opens displaying all the possible windows open on your desktop to share in 

the meeting. Select the screen with the presentation, then select Share Screen located 

in the bottom right corner of the window.  

Note: 

During the recording of the presentation, you may want to mute your microphone 

when it is not your turn to speak so that unwanted background noises do not 

distract those that are speaking and those who will view your presentation later.  
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3. To hide the participant video panel during recording, select More, then select Hide 

Video Panel.  

 
 

 
 

4. When you are ready, select More and then select Record. 

TIP: 

Before recording the presentation, do a practice run-through to ensure all group members 

are comfortable and ready. 
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A recording icon displays next to the Meeting ID located in the bottom center of your 

screen.  

 
 

5. After you have finished the presentation, select More, and then select Stop Recording. 

The .mp4 file is created after you end the meeting.  

 
 

6. Select End Meeting located in the bottom right corner of your screen.  

 
 

7. A window opens notifying you the recording is being converted.  
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8. When the video is finished converting, a window opens with 3 different files associated 

with the recording. The video file is a .mp4 file and the file name usually is titled 

zoom_0. Rename the file to the name of the project then save it to a place that will be 

easy to locate at a later time.  

 

 

 

Uploading the Presentation into ulearn:  
1. Log in to your ulearn course.  

2. Navigate to the area you have been instructed to upload your assignment. 

 

 Assignment Link:  
1. Select the assignment link, then Browse My Computer to locate the file to attach. 

Note: 

To locate the file at a later time, go to My Computer. Select Documents under Libraries, 

then select the Zoom Folder.  
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2. Click Submit.  

 
 

Discussion Board:  

1. Select the discussion board link, then Create Thread. 

 
 

2. In the Attachments section, select Browse My Computer next to Attach File.  

 
 

3. Click Submit. 

 
 

Blogs, Journals: 
1. Select the journal or blog link, then Create Entry.  

 
 

2. Select Browse My Computer next to Attach File. 
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3. Click Post Entry.  

 
 

Wikis: 

1. Select the content link, then click the File Attachment button  in the content 

editor box.  

 
 

2. Select Browse My Computer next to Attach File. 

 
 

3. Click Submit.  

 


