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Agenda – Hosting a Zoom Meeting

• Starting the Zoom meeting

• Navigating the Zoom meeting interface
• Zoom Menu Bar

• Zoom Side Panel 

• Ending the meeting

• Default settings and other options

• Meeting best practices



Zoom License

As of October 1, 
2020, all EIU faculty, 
staff, and students 
have a licensed 
Zoom account.

1
Licensed users can 
host meetings with 
unlimited minutes 
for up to 300 
participants. 

2
Schedule/host Zoom 
meetings from the 
EIU Zoom website, 
from the Zoom app, 
or through Outlook.  

3
Zoom meetings can 
also be 
scheduled/hosted 
by the instructor in a 
course in D2L.

4



EIU Zoom Support Page – http://www.eiu.edu/zoom

http://www.eiu.edu/zoom


Zoom account settings at http://eiu.zoom.us



Roles in a 
Zoom Meeting

Host

Co-Host

Alternative Host

Participant



Starting the Zoom Meeting

The Host can start the meeting from: 

• EIU Zoom Web Portal
http://eiu.zoom.us

• Zoom App or Desktop Client

• Zoom integration within a D2L course

http://eiu.zoom.us/


Navigating the Zoom Meeting Interface

Menu Bar - Participant



Navigating the Zoom Meeting Interface

Menu Bar - Host



Hosting a 
Zoom 
Meeting



Meeting Best Practices

• Set your duration with care

Resource:  Online Even Best Practices – A Zoom Success Guide



Meeting Best Practices

• Plan a rehearsal

Resource:  Online Even Best Practices – A Zoom Success Guide

This Photo by Unknown Author is licensed under CC BY-SA

http://www.thebluediamondgallery.com/handwriting/p/practice.html
https://creativecommons.org/licenses/by-sa/3.0/


Meeting Best Practices

• Start early and start 
interacting

Resource:  Online Even Best Practices – A Zoom Success Guide



Meeting Best Practices

• Bring a buddy to help you

Resource:  Online Even Best Practices – A Zoom Success Guide

This Photo by Unknown Author is licensed under CC BY

https://open.bccampus.ca/symposium-tech-buddy-program/
https://creativecommons.org/licenses/by/3.0/


Meeting Best Practices

• Provide housekeeping

Resource:  Online Even Best Practices – A Zoom Success Guide
This Photo by Unknown Author is licensed under CC BY-NC

http://cafecomrabiscos.blogspot.com/2010_06_01_archive.html
https://creativecommons.org/licenses/by-nc/3.0/


Meeting Best Practices

• Waste no time getting to 
your content

Resource:  Online Even Best Practices – A Zoom Success Guide



Meeting Best Practices

• Avoid death by PowerPoint

Resource:  Online Even Best Practices – A Zoom Success Guide
This Photo by Unknown Author is licensed under CC BY-NC

https://www.flickr.com/photos/chocogato/8002679289/
https://creativecommons.org/licenses/by-nc/3.0/


Meeting Best Practices

• Encourage discussion-
based presentation

Resource:  Online Even Best Practices – A Zoom Success Guide

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.blogs.hss.ed.ac.uk/pubs-and-publications/2019/04/22/discussion-advice/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Meeting Best Practices

• Interact early, often, and 
varied

Resource:  Online Even Best Practices – A Zoom Success Guide

This Photo by Unknown Author is licensed under CC BY

https://onlinenetworkofeducators.org/2019/05/23/student-student-interactions-pd-guide/
https://creativecommons.org/licenses/by/3.0/


Meeting Best Practices

• Use annotation to grab and 
direct attention

Resource:  Online Even Best Practices – A Zoom Success Guide



Meeting Best Practices

• Manage the aesthetics of 
your webcam view and 
make eye contact

Resource:  Online Even Best Practices – A Zoom Success Guide

This Photo by Unknown Author is licensed under CC BY

https://chaoticsoulzzz.wordpress.com/2012/09/23/too-easy-to-get/
https://creativecommons.org/licenses/by/3.0/


Q & A

• What are your questions?

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://nekropolitan.blogspot.com/2016/11/nawiedzony-podcast-109-q.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Support for Zoom

• Zoom support page:  http://www.eiu.edu/zoom

• For technical support, 
• Call 217-581-HELP (4357), 

• email support@eiu.edu, or 

• contact the Instructional Support Specialist (ISS) for your 
department.

http://www.eiu.edu/zoom

