UB Learns Support Guide 
Using Zoom With UB Learns [image: ]
Enable Zoom Meeting in your course 
1. Open a course.
2. Hover over the + icon at the top of the Course menu and click Tool Link.
3. In the Add Tool Link dialog box, fill in the following fields:
4. Name: Zoom Meeting Link.
5. Type (dropdown menu): Zoom Meeting.
6. Check Available to Users.
7. Click Submit.
If you created a Zoom account with your @buffalo.edu address before March 18, 2020, you must switch your account to UB's version.
> Learn more about switching over your old Zoom account
Scheduling a Meeting
Before you can host a meeting with Zoom, you must have the Zoom Desktop Client software installed on your computer or device. 
> Download and install Zoom Desktop Client
1. Click the Zoom Meeting Link in the course navigation.
2. Log into Zoom, if prompted.
3. Click Schedule a Meeting. 
4. Set meeting options: 
· Topic: Choose a topic or name for your meeting.
· Description: Enter an optional meeting description.
· When: Select a date and time for your meeting. 
· Duration: Choose the approximate duration of the meeting. Note that this is only for scheduling purposes. The meeting will not end after this length of time.
· Time Zone: By default, Zoom will use the time zone that you sent in your Profile. Click on the dropdown to select a different time zone. 
· Recurring meeting: Check if you would like a recurring meeting, i.e., the meeting ID will remain the same for each session. This will allow you to set additional recurrence options.
· Recurrence: Select how often you need the meeting to recur: Daily, Weekly, Monthly or No Fixed Time. It can recur up to 50 times. If you need more than 50 recurrences, use the No Fixed Time option.
· The other recurrence options will depend on how often the meeting recurs. You can configure the meeting to end after a set number of occurrences or on a specific date.
· Registration: Check this option if your meeting will require registration. Instead of a join link for your participants, you will be provided a registration link. Read more about meeting registration.
· Host Video: Choose if you would like the host's video on or off when joining the meeting. Even if you choose off, the host will have the option to start their video. 
· Participant Video: Choose if you would like the participants' videos on or off when joining the meeting. Even if you choose off, the participants will have the option to start their video. 
· Audio Options:  Choose whether to allow users to call in via Telephone only, Computer Audio only, Telephone and Computer Audio (both), or 3rd Party Audio (if enabled for your account). 
· Dial in From: If Telephone only is enabled for this meeting, click Edit to select the dial-in countries that you would like included in the invitation. By default, this includes your Global Dial-In Countries listed in My Meeting Settings. 
· Require Meeting Password: Requiring a password to join any meeting or session is strongly recommended, especially if the meeting or session is advertised publicly or widely, or where large numbers of attendees are invited or anticipated. Learn more about Zoom security settings.
· [bookmark: _GoBack]Enable join before host: Allow participants to join the meeting without you or before you join. The meeting will end after 40 minutes for Basic (free) subscribers.
· Mute Participants Upon Entry: If Join Before Host is not enabled, this will mute all participants as they join the meeting.
· Use Personal Meeting ID: Check this if you want to use your Personal Meeting ID. If not selected, Zoom will generate a random unique meeting. If using Zoom for teaching and intended only for student use, it is recommended that meeting hosts only share session or meetings links through the class session itself in UB Learns or though MyUB. Learn more about Zoom security settings.
· Enable Waiting Room: Check this if you want to enable Waiting Room for your meeting to manually admit attendees. Learn more about Waiting Room.
· Record the meeting automatically: Check this if you want the meeting to be automatically recorded. Select if you want it to be recorded locally (to your computer) or to the cloud (zoom.us/recordings). 
· Alternative Hosts: Enter the email address of another Zoom user with a license on your account to allow them to start the meeting in your absence. Read more about Alternative Host.
5. Click Save.


Viewing Scheduled Meetings via UB Learns
When instructors access Zoom via UB Learns, they will see any meetings that they have scheduled regardless of the course, but not any meetings that were scheduled for the course by any other instructors. When students access Zoom via UB Learns, they will see any meetings scheduled for that course regardless of instructor.
[bookmark: starting]Starting or Joining a Meeting
When it is time for the scheduled meeting to begin, instructors and students similarly access the Zoom meeting.
1. Click the Zoom Meeting link in the course navigation and log into Zoom if prompted.
2. Next to the scheduled meeting, the instructor will click Start to launch Zoom and begin the meeting.
Next to the scheduled meeting, the student will click Join to launch Zoom and join the meeting.
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