Scheduling Class Sessions or Online
Office Hours Through Zoom

For those situations where it is not possible to have office hours in person, you can schedule online
sessions for students to connect online to your virtual office hours.

Schedule Individual Appointments Through the Zoom App

If there is a need to have an
individual appointment with a
student, schedule the meeting
through the Zoom app on your Mac
or PC.

First open the Zoom app on your

Home

Mac or PC and login through
Single Sign On (SSO).

Next, click on the Schedule button
to begin the process.

Schedule
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1:15 PM - 1:45 PM

Meeting ID: 415-422-5670

1. Enter the name for the office hours event and fill out

the day, time and duration for the session.

2. Choose whether you want to use a unique
meeting ID or your Personal Meeting ID

3. Make sure that video is on for both host and
participants and leave the audio option to
Telephone and Computer Audio

4. Choose Google Calendar as the calendar choice
to put the event on your USF Google Calendar.

Schedule Meeting

Topic

( Week 1 Office Hours ]

Date

[ 3/ 9/2020 vﬂ 1:00 PM v] to [ 3/ 9/2020 v] \ 3:00 PM vJ

() Recurring meeting Time Zone: Pacific Time (US and Canada)
Meeting ID

7 (O Generate Automatically © Personal Meeting ID 415-422-5670
Password
() Require meeting password
Video
Host @ on () off Participants @ on () off

Audio
() Telephone () Computer Audio @) Telephone and Computer Audio
Dial in from United States Edit

Calendar
O ical O Google Calendar O outlook (O other Calendars

Advanced Options ~

=) -

Instructional Technology and Training

December 19, 2022




5. Click on the dropdown icon next to

Advanced Options ~

Advanced Options to view additional [

() Enable Waiting Room I

choices. You may want to allow the

After scheduling this meeting, the settings you change here will apply to all

SfUd ents to enter fhe meeﬁng before scheduled meetings with the Personal Meeting ID. Revert Settings

the host or enable the waiting room to Enable join before host
D Mute participants on entry

control who enters the meeting. Once

() Only authenticated users can join: Sign in to Zoom

you finish filling out the criteria for the () Automatically record meeting

meeting click the button Schedule. . Alternative Hosts:

Example:john@company.com;peter@school.edu

o
(oo | (D

6. Your web browser will open to Google Calendar;
choose your USF Google Calendar.

7. Google will always ask if you want to allow Zoom to
have access to your calendar; click Allow to continue.

G Sign in with Google

Choose an account

to continue to Zoom

Kenneth J Yoshioka
yoshioka@usfca.edu

@ Use another account

Before using this app, you can review Zoom's
privacy policy and terms of service.

@

Sign in with Google

Confirm your choices

@ yoshioka@usfca.edu

You already gave Zoom access to:

View and edit events on all your calendars

Make sure you trust Zoom

YYou may be sharing sensitive info with this site or app.
Learn about how Zoom will handle your data by reviewing
its terms of service and privacy policies. You can always
see or remove access in your Google Account.

Learn about the risks

Cancel m
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8. The calendar event will
open showing all of the

criteria for the office hours

meeting including the Zoo
meeting link. Add the
student with their

@dons.usfca.edu address -

to invite them to the

meeting. Click Save to put

the event on your Google
calendar.

X Week 1 Office Hours

Mar9,2020  1:00pm to 3:00pm

[J Allday Does not repeat ~

m

Event Details  Find a Time

@  https://usfca zoom.us/j/4154225670

[k Addconferencing ~

Jal Notification ~ 30 minutes ~ X
Add notification

(3  KennethJYoshioka ~ @ ~

Busy ~ Defaultvisibilty =

n

@ B I U = = o %

Ken Yoshioka is inviting you to a scheduled Zoom meeting.

https://usfca.zoom.us/j/4154225670

Join Zoom Meeting I

—
Meeting ID: 415 422 5670

One tap mobile
+16699006833,4154225670# US (San Jose)
+16465588656,4154225670# US (New York)

Save More actions ~

Mar9,2020 (GMT-08:00) Pacific Time - Los Angeles  Time zone

Guests  Rooms

Add guests

Guest permissions
O Modify event
Invite others

See guest list

from the Meetings tab in the Zoom app.

Il

7 W B8 X
Week 1 Office Hours

Monday, March 9 - 1:00 - 3:00pm

Join Zoom Meeting

https://usfca.zoom.us/j/4154225670

Ken Yoshioka is inviting you to a scheduled Zoom
meeting.

Join Zoom Meeting
https://usfca.zoom.us/j/4154225670

Meeting ID: 415 422 5670

One tap mobile
+16699006833,4154225670# US (San Jose)
+16465588656,4154225670# US (New York)

Dial by your location
+1 669 900 6833 US (San Jose)
+1 646 558 8656 US (New York)
Meeting ID: 415 422 5670
Find your local number:
https://usfca.zoom.us/u/av31dYxhr

30 minutes before

Kenneth J Yoshioka

eileen, 10am

Onsite Slido DeniSIIEMENTY
11am, Gleeson 2JNEETERPI]

On the day of the office hours, you can start the meeting from either the calendar event or

@
Home
e Upcoming Recorded
415-422-5670

My Personal Meeting ID (PMI)

Today
Breakout rooms test session
1:15 PM - 1:45 PM

Meeting ID: 415-422-5670

Mon, Mar 09, 2020

Week 1 Office Hours

1:00 PM - 3:00 PM

Meeting ID: 415-422-5670

Chat Meetings  fontacts

Q Search

Week 1 Office Hours

1:00 PM - 3:00 PM

Meeting ID: 415-422-5670

N N
%@ Copy Invitation | L /' Edit j [ X Delete |

oin from

Room \
L J

Show Meeting Invitation
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Schedule Zoom Class/Group Office Hour Meetings in Canvas
For sessions that should be accessible by the entire class, you can schedule and start Zoom
class/office hour meetings is through an integration in Canvas. First access your Canvas course and
click on the Settings link in the left navigation column.

— ECHOALPTEST

USF&

@ |Home ECHO ALP TEST NEdit | @ Import from Commons

Announcements
Account @ Choose Home Page

Modules e .
Al Assienments Welcome to this course designed to test out the B

@ Course Setup Checklist

2R Di i o . .
e integration of Echo360 into Canvas and to look at the
3sd oar Grades &% New Announcement
people strategies to deliver content to the students. o Student View
Courses Pages 6 O |0 View Course Analytics
28 Syllabus
Groups ToDo
Echo360 ALP
Google Drive @ GradelInstrument Practice  *
Calendar 1
Files B ts e Jun9,2017 at
Collaborations & @ Grade Test Turnitin *
Conferences e assignment
50 points « Dec 28,2018 at
Quizzes B ® oo
Outcomes B Coming Up f5] View Calendar

Nothing for the next week

Teaching
Effectiven

In the settings page, click on the Navigation tab and drag and drop the Zoom link from the lower

disabled tool section to the active navigation section.

Drag and drop items to reorder them in the course navigation.

=— ECHOALPTEST > Settings Home
A Announcements
@ Home CourseDetails  Sections | Navigation = Apps  Feature Options Modules
A t N .
ccoun Announcements Assignments
Modules Drag and drop items to reorder them in the course navigation. Discussions
Admin
Assignments Home Grades
D R .
Dashboar Discussions Announcements : People
d Grades Modules
Pages
People Assignments
Syllabus
Pages Discussions :
A8 : Echo360 ALP
Grades :
Groups Syllabus i
People : Google Drive
Echo360 ALP
S . Pages H Zoom
alendar Google Drive
Syllabus : 5 o
Files & Edit Course Navigation
Echo360 ALP : Drag items here to hide thefAfrom students.
Collaborations & Disabling most pages will cause stullints who visit those pages to be redirected to
Google Drive : the course home page.
Conferences & .
. . Digital Dropbox
Quizzes & Drag items here to hide them from students. Page disabled, won't appear in navigation
Disabling most pages will cause students who visit those pages to be redirected to
the course home page. Flipgrid
z . o
Outcomes & Page disabled, won't appear in navigation
Zoom :
| Settings Page disabled, won't appear in navigation Chat
Digital Dropbox : Page disabled, won't appear in navigation

Page disabled, won't appear in navigation
Teachers: 2

Teaching
Effectiven

Flipgrid
Doce dicb,

dant s
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Scroll to the bottom of the settings page and Click the button Save to confirm the change. Once the
change is saved, click on the Zoom link in the left navigation bar to access your USF Zoom account
and click the link Schedule a New Meeting.

— ECHOALPTEST » ECHOALPTEST

Home zoom

Announcements Your current Time Zone is (GMT-08:00) Pacific Time (US and Canada). Z All My Zoom Meetings/Recording
Modules

Assignments Previous Meetings Personal Meeting Room Cloud Recordings Get Training &
Discussions Show my course meetings only

Grades

People Start Time Topic Meeting ID

Pages

Syllabus

Echo360 ALP

Google Drive

Zoom

Files s

1. Enter the name for the class/office hours meeting in the Topic field and fill out the day, time
and duration for the session.

200Mm

Course Meetings > Schedule a Meeting

Topic Week 2 Office Hours

Description (Optional) Enter your meeting description

When 03/16/2020 1:00 PM

Duration 3 hr 0 min

Time Zone GMT-08:00 Pacific Time (US and Canada)
Recurring meeting
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2. Make sure that video is on for both host and participants and leave the audio option to
Telephone and Computer Audio
Choose whether you want to use a unique meeting ID or your Personal Meeting ID

AW

Enable the Waiting Room option if you want to control who enters the class/office hours at any time
5. Click Save to finish the scheduling.

Registration Required

Video Host ‘?‘ on off
Participant (® on off

Audio Telephone Computer Audio (@) Both

Meeting Options Require meeting password

Enable join before host
Mute participants upon entry

Use Personal Meeting ID 4154225670

I Enable waiting room I

Record the meeting automatically

Alternative Hosts Example: john@company.com, peter@school.edu

[5) Save Cancel

The meeting will show in the list for upcoming meetings. You, as instructor would click on the Start link
to open the Zoom app and start the class/office hours meeting.

USF# — ECHOALPTEST > ECHO ALP TEST

@ Home zoom

Account Your current Time Zone is (GMT-08:00) Pacific Time (US and Canada). £ All My Zoom Meetings/Recordings Schedule a New Meeting
Announcements

Modules

Admin
Assignments I:I Previou { Personal Meeting Room Cloud Recordings Get Training &
®

Dashboar Discussions Show my course meetings only
d
Grades
= People Start Time Topic Meeting ID
Courses
Pages
a8 Mon, Mar 16 Week 2 Office Hours 415-422-5670 Start Delete
Groups Syllabus 1:00 PM
Echo360 ALP
]
Calendar Google Drive —
| Zoom
Inbox
Files B
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Conversely, the students can click on the Zoom link in the course navigation column and see the
scheduled class/office hours meeting. Students would click Join to open the Zoom app and enter the
session for office hours.

— ECHOALPTEST > ECHO ALPTEST

Home zoom

Your current Time Zone is (GMT-08:00) Pacific Time (US and Canada). 2
Announcements

Modules
Assignments Upcoming Meetings Previous Meetings Cloud Recordings Get Training [
Discussions
Start Time Topic Meeting ID

Grades
People Mon, Mar 16

P W-O“YPM Week 2 Office Hours 415-422-5670 Join
Pages N

Syllab DR
yllabus ‘ ] ‘
Echo360 ALP
Google Drive

Zoom

If you do use the Enable Waiting room feature, you will want to notify the students that the office hours
are set up for single student admission at any time and that if the student is not in the meeting
currently, that they will be in the waiting room. You may want to schedule when the students want to
drop in so they join at their scheduled time, using the Canvas scheduler:
https://community.canvasims.com/docs/DOC-12920-4152716604

Also remember that the Zoom integration is a scheduler and not access to your full Zoom account. You

will not be able to access your profile, account settings or some features like registration, polls and pre-
assignment of breakout rooms. You can schedule the meeting here and then access the meeting on
your USF Zoom account page at the https://usfca.zoom.us site.
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In the meeting, you can bring up the Manage Participants
panel and when a student joins the session they will be
placed in the waiting room. They will see a message
saying the host will be admitting them into the room.

Please wait, the meeting host will let you in soon.

John Bansavich's Personal Meeting Room

Test Speaker and Microphone

The host will see in the Manage Participants panel a
notification that another person is waiting to enter the
room. The host can then click Admit to allow entry.

a' Verizon 2:32 PM ® 77% @m

984-084-607

Please wait, the meeting host will let you
in soon

Ken Yoshioka's Zoom Meeting

Participants (2)

1 Waiting Message

Asgard m Remove

1 In-meeting

@ Ken Yoshioka (Host, me) 0 ™
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