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About Zoom 
ZOOM is a highly functional web conferencing tool available to all Bradley 

faculty, staff, and students. 

 

Features Zoom (free) Zoom (Licensed) 



Maximum number of active participants 100 300 

Screen sharing ✔ ✔ 

Available externally from school network ✔ ✔ 

Schedule meetings via Google Calendar ✔ ✔ 

Time Limits 40 Minutes 24 Hours 

Recording Capabilities Local/Cloud Local/Cloud (With 
automatic backup to 

Panopto) 

Automated Closed Captioning No Yes* 

*Automated closed captioning is turned on for the organization. See the Closed Captioning heading below 
for more information  

(See detailed comparison chart) 

Getting Started 
●​ Visit https://bradley.zoom.us/download to download and install the free ZOOM 

application.  
●​ Once the application has been installed on your computer, run it for the first time 
●​ If you are affiliated with Bradley as either a faculty or staff, - select the button titled “Sign 

in with SSO” and for the “Company domain” box type in “Bradley” and press continue. 
○​ There are choices presented for storing login information and “Information to be 

Provided to Service”. Any choice is acceptable.  
●​ For students - you can sign up with any email address of your choosing 
●​ Click here to watch the Quick Start Video and review documentation below 

Quick Meeting 
1 Click on New Meeting 

2 Click on Join with Computer Audio 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.google.com/spreadsheets/d/1lnvB2BGwrXRH85YXBafZVy17yMyGFvV5r2jUiU7Pm8I/edit?usp=sharing
https://bradley.zoom.us/download
https://bulectures.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=33a4cc09-4e93-48cf-9866-ab9f010b52d1


 
 
 
 
 
 
 
 

Conducting a Meeting (Presenter) 

 
 
 

1. Meeting ID 

2. Mute / Unmute your microphone 

3. Open or stop your webcam 

4. Invite others to your meeting 

5.  View and manage participants of your meeting 

6. Chat feature 

7. Record the meeting (Available in Basic or Licensed, however, Basic will only record to 
your local machine whereas Licensed will also record to the cloud.) 



8.  End meeting 

 
 

Google Calendar Integration 
1.​ Using Chrome as your web browser navigate to the three vertical dots in the upper right 

hand corner. 
2.​ Select “More Tools” 
3.​ Select “Extensions” 
4.​ Search for “Zoom Scheduler” 
5.​ Install the Zoom Scheduler 

 
When signed in you will now be able to start Zoom meetings from Chrome as well as schedule 
from the Google Calendar. 
 

Closed Captioning 
There are two parts to using Live Transcription/Closed Captioning: 

1.​ Host - Enable "Auto-Transcription" after you've started your meeting (must complete for 
each meeting you want to have live auto-transcription available). 

2.​ Participant - Click the "Live Transcript" button from the in-meeting Zoom toolbar and 
select one of the options from the pop-up menu (must complete for each meeting that has 
auto-transcription enabled). 

 

Enable and Disable Auto-Transcription (In a Meeting) 

Live-transcription (closed captioning) is not automatically enabled for all of your meetings by default, 
you must enable them in order for your participants to have the ability to enable/view them. 

1.​ To enable live-transcription, first start your meeting 
2.​ Click on the "CC Live Transcript" icon in your Zoom meeting controls.​

Note: If you cannot see this button, click on the "More" icon.​

​
  



3.​ From the pop-up panel, click the “Enable Auto-Transcription” button​

 

 

Enable/View Live Transcription (Closed Captions) as a Participant 

Participants may see a "Live Transcript is available" message above the "CC Live Transcript" button 
when a Zoom host has enabled live transcriptions. 

Once the host enables live transcription, participants have the option to choose how they want to 
view the transcription by clicking the "CC Live Transcript" button. As a participant, click on the "CC" 
(Closed captioning) button to view your options. 

1.​ Click the "CC Live Transcript" button​

​
  

2.​ Click one of the following: 
●​ Show Subtitles - Displays captioning on the bottom of the video. You can also select Hide 

Subtitle once subtitles are selected to hide them. 
●​ View Full Transcript - Opens a panel/pop-up and displays captions in real-time with both 

the speaker's name and time stamp. In that pop-up, participants will also see a button to 
save the transcript (this button might not be available if the host has disabled this 
functionality). If enabled, click Save Transcript. A copy of the transcript as a .txt file will be 
downloaded to your machine.​
       Note: Transcripts save up to the moment when you click Save Transcript. If you click 



Save Transcript multiple times throughout the event, it will overwrite/update the existing file. 
We recommend clicking Save Transcript just before the meeting ends to ensure you have 
the transcript from the entire meeting. There is no option to auto-save these transcripts.​

​
  

●​ Subtitle Settings - Opens a window where you can adjust the font size of both the subtitles 
(captions).​

 



 
 

Canvas Zoom Tool Workflow 
If you are setting up recurring meetings for a course using the Zoom tool within that course 
there are some best practices to follow. 

1.​ The Zoom tool in Learn only functions properly when navigating to learn.bradley.edu. 
This applies to both faculty and students. 

2.​ The meetings created in a particular course are only available to the students in that 
course and will not be viewable to students in another course. 

 
Canvas/Learn Workflow 

1.​ Navigate to your course. 
2.​ Make sure the Zoom tool is installed/visible. (Settings/Navigation, then drag Zoom up to 

the available list of tools) 
3.​ Set up your meetings for that particular course. 
4.​ Repeat the process for each course for which you wish to hold synchronous meetings. 
5.​ When you are ready to launch the meeting, launch it from your course site’s Zoom tool. 

 
This workflow will allow students within that particular course to see their meetings with you and 
join simply by following the invite within the tool. 

Recording 
IL state law requires that all recorded meetings obtain consent from all attending members. We 
recommend adding language to your syllabus stating that you plan on recording class meetings. 
We also recommend notifying all attendees at the beginning of each recorded session both 
verbally and in the chat.  
 
There are two ways to save recordings of Zoom Meetings. The first (if you are 
Zoom Licensed) is to record to the cloud with automated video migration to 
Panopto. 
 

1.​ Open your meeting. 
2.​ Select the Record function. 
3.​ Select “Record to Cloud” 

 
If using Learn it is very important that you navigate to learn.bradley.edu in order to sync this 
recording properly. Once you finish the meeting the recording will then automatically sync to 
Panopto. You will receive an email when the recording is complete and it will then be available 
for viewing by navigating to bulectures.hosted.panopto.com, selecting My Folder, and then My 
Meetings. You can then share or move the recording to another folder. Sometimes this process 
can take up to an hour or more depending on the length of the meeting. 
 
Pro Tip: Recording not quite where you thought it should be?  

1.​ Navigate to learn.bradley.edu and select “Account” from the left hand navigation. 
2.​ Select “Settings” from the open Account navigation. 

https://bulectures.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=5bf089c4-1417-4a79-b524-a9650116b295


3.​ Select the “+Email Address” in the upper right portion of the screen. 
4.​ Add your bunetid@fsmail.bradley.edu address. 
5.​ Select “Register Email” 
6.​ This will send an email to you. Go to your Bradley email account and select the email. 
7.​ Select “Click here to confirm email address” within that Learn generated email. 
8.​ Navigate back to your settings and select the bunetid@fsmail.bradley.edu star to shade 

it black. 
9.​ Your recordings should now automatically go to your My Meetings folder within your My 

Folder in Panopto 
 
Want to send your meetings directly to your course folder? The following steps will 
allow you to do just that and is most useful for a recurring meeting within a course. Note: In order 
to do this you must have the Panopto Video tool available in your course and activated by selecting it from the left 
hand navigation one time. 

1.​ Navigate to bulectures.hosted.panopto.com 
2.​ Select your name in the upper right corner. 
3.​ Select User Settings 
4.​ Beneath the Zoom Recording Import Settings select “Add New” 
5.​ Paste the Zoom Meeting ID in the proper field and select the folder where you wish your 

recording to appear.  
6.​ Hit “Save” 

 
Repeat the steps for each meeting you wish to automatically load into a specified Panopto 
folder.  
 
The second is to save locally, then... 

1.​ Add the Panopto tool in your Sakai/Learn site 
2.​ Go to the Panopto button in your Sakai/Learn site and select Create 
3.​ Select Upload Media 
4.​ Choose the file you would like to upload. 

This process can sometimes take time as the tool works to upload large files. Once files have 
been uploaded and processed, your students will be able to access the Panopto link through 
Sakai to watch the recording. 

Zoom Security Features 
Zoom has several security features available to ensure that faculty/staff are able to take 
charge of their meetings. Below is a comprehensive list of security features and best 
practices. Orange text is clickable and links to detailed instructions.  
 
There is a balance between having an efficient collaborative workflow and ensuring that 
disruptions are kept to a minimum. Best practices for holding a collaborative and secure 
virtual classroom include enabling the waiting room, and turning participant screen sharing  
off by default. These non-invasive features such as screen sharing can be toggled on/off in 
meetings. One workflow to help facilitate discussion without interruption is to mute all 
participants on entry and require students to “Raise Hands” to speak which gives the 
instructor the ability to manage student discussion. Other measures like disable chat, video 

mailto:bunetid@fsmail.bradley.edu
mailto:bunetid@fsmail.bradley.edu


sharing off, required registration, and block annotation can be used as needed but please 
note that these tools negatively impact the efficiency and collaborative capabilities of a 
meeting. To learn more, review documentation below and click here to watch a quick video 
on securing your meetings.  

Reduce bugs and vulnerabilities 

Zoom updates their software often to fix bugs and vulnerabilities. When launching Zoom you 
may notice blue text toward the top of the window that states there is an update available. You 
can also choose Check for Updates... in the Zoom menu. Please make sure to keep your Zoom 
software up to date. 

Lock your virtual classroom 

Did you know you can lock a Zoom session that’s already started, so that no one else can 
join? It’s kind of like closing the classroom door after the bell. Give students a few minutes 
to file in and then click Participants at the bottom of your Zoom window. In the Participants 
pop-up, click the button that says Lock Meeting. 

How to lock your classroom 

Control screen sharing 

To give instructors more control over what students are seeing and prevent them from 
sharing random content, Zoom recently updated the default screen-sharing settings for our 
education users. Sharing privileges are now set to “Host Only,” so teachers by default are 
the only ones who can share content in class. 

However, if students need to share their work with the group, you can allow screen sharing 
in the host controls. Click the arrow next to Share Screen and then Advanced Sharing 
Options. Under “Who can share?” choose “All Participants” and close the window. You can 
also change the default sharing option to All Participants in your Zoom settings. 

How to manage screen sharing 

Enable the Waiting Room 

The Waiting Room feature is one of the best ways to protect your Zoom virtual classroom 
and keep out those who aren’t supposed to be there. 

When enabled, you have two options for who hits the Waiting Room before entering a class: 

1.​ All Participants will send everyone to the virtual waiting area, where you can 
admit them individually or all at once. 

https://bulectures.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=7d114fcb-fcca-46a2-b675-ab9f018a3670
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting?zcid=1231&_ga=2.139284090.852708928.1585580650-1905213300.1541186708
https://support.zoom.us/hc/en-us/articles/360041591671?zcid=1231
https://zoom.us/profile/setting?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231
https://blog.zoom.us/wordpress/2020/02/14/secure-your-meetings-zoom-waiting-rooms/?zcid=1231


2.​ Guest Participants Only allows known students to skip the Waiting Room and 
join but sends anyone not signed in/part of your school into the virtual waiting 
area. 

The virtual Waiting Room can be enabled for every class (in your settings) or for individual 
classes at the scheduling level. 

How to enable the Waiting Room 

Lock down the chat 

Teachers can restrict the in-class chat so students cannot privately message other students. 
We’d recommend controlling chat access in your in-meeting toolbar controls (rather than 
disabling it altogether) so students can still interact with the teacher as needed. 

How to control chat access 

Remove a participant 

If someone who is not meant to be there somehow manages to join your virtual classroom, 
you can easily remove them from the Participants menu. Hover over their name, and the 
Remove option (among other options) will appear. Click to remove them from your virtual 
classroom, and they won’t be allowed back in. 

How to remove a participant 

Security options when scheduling a class 

The cool thing about Zoom is that you have these and other protection options at your 
fingertips when scheduling a class and before you ever have to change anything in front of 
your students. Here are a few of the most applicable: 

●​ Require registration: This shows you every email address of everyone who 
signed up to join your class and can help you evaluate who is attending. 

●​ Use a random meeting ID: It’s best practice to generate a random meeting ID for 
your class, so it can’t be shared multiple times. This is the better alternative to 
using your Personal Meeting ID, which is not advised because it’s basically an 
ongoing meeting that’s always running. 

●​ Password-protect the classroom: Create a password and share with your 
students via school email or Google Calendar invitation so only those intended 
to join can access a virtual classroom. 

●​ Allow only authenticated users to join: Checking this box means only members 
of your school who are signed into their Zoom account can access this particular 
class. 

●​ Disable join before host: Students cannot join class before the teacher joins and 
will see a pop-up that says, “The meeting is waiting for the host to join.“ 

https://youtu.be/ntaT7KEcids
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings?zcid=1231
https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362843?zcid=1231
https://support.zoom.us/hc/en-us/articles/360033559832-Meeting-and-Webinar-Passwords-#h_530762f7-e34a-4c55-a929-f16c5386d7be?zcid=1231
https://support.zoom.us/hc/en-us/articles/360037117472-Authentication-Profiles-for-Meetings-and-Webinars?zcid=1231
https://support.zoom.us/hc/en-us/articles/202828525-Join-Before-Host?zcid=1231


●​ Manage annotation: Teachers should disable participant annotation in the 
screen sharing controls to prevent students from annotating on a shared screen 
and disrupting class. 

Note: For schools scheduling classes through an LMS, some of these settings might appear 
a little differently. Visit support.zoom.us if you need assistance. 

Additionally, teachers have a couple in-meeting options to control your virtual classroom: 

●​ Disable video: Turn off a student’s video to block distracting content or 
inappropriate gestures while class is in session. 

●​ Mute students: Mute/unmute individual students or all of them at once. Mute 
Upon Entry (in your settings) is also available to keep the clamor at bay when 
everyone files in. 

●​ Attendee on-hold: An alternative to removing a user, you can momentarily 
disable their audio/video connections. Click on the attendee’s video thumbnail 
and select Start Attendee On-Hold to activate. 

From: How To Keep Party Crashers From Crashing Your ZOOM Event 
 
 

ZOOM FAQs for additional questions 

https://support.zoom.us/hc/en-us/articles/115005706806?zcid=1231
https://support.zoom.us/hc/en-us?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231
https://support.zoom.us/hc/en-us/articles/203435537-Mute-All-And-Unmute-All?zcid=1231&_ga=2.229640476.1828460277.1584289344-827731685.1566335579
https://zoom.us/profile/setting?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362813-Attendee-On-Hold?zcid=1231
https://blog.zoom.us/wordpress/2020/03/20/keep-the-party-crashers-from-crashing-your-zoom-event/
https://support.zoom.us/hc/en-us/sections/200277708-Frequently-Asked-Questions
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