Zoom - How to Setup Virtual Office Hours
using Zoom

Issue/Question

Can | use Zoom to host my office hours?

How do | schedule my office hours using Zoom?

Can | meet with students using Zoom?

How do | use the "waiting room" setting in Zoom to hold office hours?
How do | use the registration process for office hours?

Environment

Santa Clara University
Faculty/Staff
Professor/Instructor
Zoom User

Cause/Explanation

Using Zoom to host virtual (online) office hours for students is a common use case for Zoom; it
offers the ability to meet with students one-on-one without the interruption of other
participants/students.

Resolution

Schedule Zoom Meeting and use "Waiting Room" Feature

1. Log into https://www.scu.edu/apps/login/ and select the ZOOM tile
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2. Select "Schedule a Meeting"
3. Enter Meeting Details

NOTE: Leaving "Require Registration" UNCHECKED & CHECK "Enable Waiting Room"

PERSONAL
My Meetings - Schedule a Meeting
Profile
Lo S
Webinars Tepe .
Recardings Description (Optional) Enter your meeting description
Settings o
ADMIN When 03/09/2020 | @ | 1100 v || AM v
Dashboard
Duration 1 v bhr| O ~ | min
> User Management
T e Time Zone (GMT-7:00) Pacific Time (US and Canada)

Account Management
Recurring meeting

Advanced ‘__’_/
Registration Required

Attend Live Training

Meeting ID ® Generate Automatically Personal Meeting ID 951-733-1266
Video Tutorials
Knowledge Base
Meeting Password Require meeting password
Video Host ® on off
Participant on @ off
Audio Telephene Computer Audio ® Both

Dia from United States o America it
Meeting Options ¥l Enable join before host
Mute participants upon entry.
o i /
Only authenticated users can join

Record the meeting automatically

Alternative Hosts

: mary@company.com, peter@school.edu

[V Cancel

4. Click "Save"



5. From the Summary/Invite screen, copy the "Invite Attendees" link and share via
email/power-point lecture/syllabus/etc.
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PERSONAL

Profile

Webinars

Recordings

Settings

ADMIN

>

>

>

Dashboard

User Management

Room Management

Account Management

Advanced

Attend Live Training
Video Tutorials

Knowledge Base

PLANS & PRICING CONTACT SALES

My Meetings Manage "My Meeting"

Topic

Time

Meeting ID

Meeting Password

Invite Attendees

Video

Audio

Meeting Options

Delete this Meeting

SCHEDULE A MEETING JOIN A MEETING HOST,

My Meeting
Mar 9, 2020 11:00 AM Pacific Time (US and Canada)
Add to [ m Google Calendar ] [ ﬂﬁ Outlook Calendar (.ics) ] [@ Yahoo Calendar J
323-729-419

Reguire meeting password

o

Join URL: https://scu.zoom.us/j/323729419 ‘
Host On
Participant Off
Telephone and Computer Audio
Dial from United States of America
v Enable join before host

Mute participants upon entry
v Enable waiting room

Only authenticated users can join

Record the meeting automatically

Save as a Meeting Template Edit this Meeting

‘You have not created any poll yet.

‘Want a webinar instead of a meeting? Convert this Meeting to a Webinar

6. Customize your "Waiting Room" experience. On the left side of the screen, under
PERSONAL, click "Settings" then click "In Meeting (Advanced)"
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SERRORL Meeting Recording
Profile
. #2 Schedule Meeting
Meetings
In Meeting (Basic)
Webinars
In Meeting (Advanced)
Recordings
Email Notification
Other
ADMIN
Dashboard #1

> User Management

> Room Management

> Account Management

> Advanced

Telephone

Schedule Meeting

Host video
Start meetings with host

Participants video

Start meetings with part
during the meeting.

Audio Type

Determine how particip:
When joining audio, you
microphone/speaker or
one of those audio type:
require that all participa
non-Zoom audio.

© Telephone and Com

Telephone

7. Scroll down to "Waiting Room" and enable it (1.) - Then select "All Participants" (2.) - Then

click the pen/pencil icon to customize your waiting room (3.)

Waiting room @ ‘ #1 Modified Reset
Attendees cannot join a meeting until a host admits them individually from

the waiting room. If Waiting room is enabled, the option for attendees to
join the meeting before the host arrives is automatically disabled.

Choose which participants to place in the waiting room:
O Al participants ﬁ #2
Guest participants only (7)

Customize the title, logo, and description & ﬁ #3

8. On the pop-up for "Customize the waiting room Ul" you can edit the waiting room message,
upload a default thumbnail photo, and/or edit the description of the waiting room.



Customize the waiting room Ul

Meeting ID : 888-888-888

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

{ Your Meeting Topic }

Add waiting room description

Logo should be in GIF/JPG/PNG format. The file size cannot exceed 1MB
Logo minimum width or height is 60px and cannot exceed 400px

We recommend editing the title and the description. For the description (400 character
maximum) you can enter additional information. This information will display as a Zoom
pop-up window when a student joins your meet (with waiting room enabled). You could list
average wait times, ask students to please wait, or ask them to check back later. You could
also consider asking them to email you for availability.



Customize the waiting room Ul

Meeting ID : 888-888-888

| am currently assisting another student, please wait...

56/ 64 A X

{ Your Meeting Topic }

+

#

« You can enter additional information here. This will display as a Zoom pop-up
window when a student joins your meet (with waiting room enabled).

e You could list average wait times, ask students to please wait, or ask them to
check back later. You could also consider asking them to email you for availability.
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Logo should be in GIF/JPG/PNG format. The file size cannot exceed 1MB
Logo minimum width or height is 60px and cannot exceed 400px

10. Configure the title how you'd like and click the BLUE checkbox. Configure the description
of how you'd like and click the BLUE checkbox. When complete, click "Close"



