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Housekeeping

Chat

Video

Mute

If toolbar 
disappears, move 
your mouse to 
bring it back.  



Agenda - Screen Sharing and Annotations in a Zoom Meeting

• Default settings
• Screen sharing options
• Sharing your screen or content
• Screen sharing a PowerPoint presentation
• Sharing a Whiteboard
• Using annotation tools on a shared screen 

or whiteboard
• Saving shared screens with annotations
• Allow Participants to Screen Share



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


Default settings for Screen Sharing & Annotations

http://eiu.zoom.us



Menu Bar (Participant view)



Menu Bar (Host view)



Screen Sharing Options - Basic



Screen Sharing Options - Advanced



Screen Sharing Options - Files
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Meeting Best Practices

Before sharing, close all 
unnecessary windows, 
programs, and browser tabs

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

https://gadgetsin.com/acer-aspire-az3-touch-all-in-one-touchscreen-computer.htm
https://creativecommons.org/licenses/by-nc-sa/3.0/


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

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

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/


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

