Moodle User Guides & FAQs for Staff (https://www.lttc.eduhk.hk/moodle/help-staff)

Create and Start Zoom Meetings
***Remark: If you first time using Zoom, please sign in to EQUHK Zoom portal
(https://eduhk.zoom.us) to enable your account before create Zoom meeting in Moodle
course.

Part 1. Adding Zoom Meeting Activity

1. In the Moodle course page, click the Turn editing on button at the top right corner to
enable editing mode, button will change to Turn editing off.

I O Turn editing off

2. Choose a topic, say Topic 1. Click on +Add an activity or resource link.

v Topic 1 ¢

+ Add an activity or resource

3. Select Zoom Meeting under Activities tab.
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4. Enter the name of the activity, such as Zoom Online Class

# Adding a new External tool to Topic 1 e

v General

Activity name P I Zoom Online Class

Show more...

Select content

5. Click the Save and display button to schedule the new meeting.

Save and return to course Save and display Cancel




Part 2.1: Schedule a Zoom Meeting

1. Click on the Zoom Meeting link, such as Zoom Online Class and wait for the Zoom
panel.

v Topic 1

Zoom Online Class

2. Click on the Schedule a New Meeting
zoom @ Home [ Appointments

Your current Time Zone and Language are (GMT+8:00) Hong Kong, English £

All My Zoom Meetings/Recording Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Rocom Cloud Recordings Gel Training B

Show my course meetings only

Start Time Topic Meeting ID

MNo Data

3. Name the meeting name in the Topic.

zoom { Home EY Appointments

Course Meetings = Schedule a Meeting

Topic Zoom Class on 14 Jan 2025

Description (Optional) Enter your meeting description



4. Set the Date/Time and Duration.

When 01/14/2025 9:30 Al
Duration 3 hr 0 min
Time Zone (GMT+8:00) Hong Kong

Recurring meeting

Registration Required

5. Revise the Passcode or enable the Waiting Room if necessary.

Security Passcode 860586

Only users who have the invite link or passcode can join the meeting

Waiting room
Only users admitted by the host can join the meeting

Only authenticated users can join meetings

Video Host on (® off

Participant on (® off



6. Set the Meeting Options, add Alternative Hosts (optional).

Audio Telephone ® Computer Audio Telephone and Computer Audio

Meeting Options Enable join before host

Mute participants upon entry

Breakout Room pre-assign
Use Personal Meeting ID 84129655866
Record the meeting automatically

Enable additional data center regions for this meeting

Alternative Hosts

7. Click Save button.

Alternative Hosts

8. Scroll up and click Home tab.

zoom {ar Home [ Appointments

Course Meetings = Manage "Zoom Class on 14 Jan 2025"

Topic Zoom Class on 14 Jan 2025



9. Zoom meeting will show under the Upcoming Meetings tab.

ZO0OIM @ tome & Appointments

Your current Time Zone and Language are (GMT+8:00) Hong Kong, English £

All My Zoom Meetings/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training &

Show my course meetings only

Start Time Topic Meeting ID
Tomorrow
930 AN Zoom Class on 14 Jan 2025 957 2277 5463 Start Delete

Remark: when the meeting time is met, teacher can click the Start button to start the
meeting.




Part 2.2: Schedule Recurring Zoom Meetings

1. Click on the Zoom Meeting link, such as Zoom Online Class and wait for the Zoom
panel.

v Topic 1

Zoom Online Class

2. Click on the Schedule a New Meeting
zoom 3 Home [ Appointments

Your current Time Zone and Language are (GMT+8:00) Hong Kong, English £

All My Zoom Meetings/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Weeting ID

Mo Data

3. Name the meeting name in the Topic.

Zoom {mr Home ] Appointments

Course Meetings > Schedule a Meeting

Topic Zoom Class - Friday PM

Description (Optional) Enter your meeting description



4. Set the Date/Time and Duration.

When 01/17/2025 2:30 P
Duration 3 hr 0 min
Time Zone {GMT+38:00) Hong Kong

Recurring meeting

Registration Required

5. Enable the Recurring meeting.

Time Zone (GMT+8:00) Hong Kong

Recurring meeting | Every day, until Jan 23, 2025, 7 occurrence(s)

Recurrence Daily

Repeat every . Day

End Date (® By 01/23/2025 After 7 occurrences
Registration Required

6. Choose the Recurrence setting in Daily, Weekly, and Monthly... etc.

Time Zone (GMT+5-00) Hong Kong

Recurring meeting  Every day, until Jan 23, 2025, 7 occurrence(s)

Recurrence Daily

Repeat every Daily Day

End Date Weekly Afier | 7
Manthly
Mo Fixed Time




7. Enter Repeat every, Occurs on and End date (by date or by occurrences).

When

Duration

Time Zone

Remark:

0171772025 2:30 PM

3 hr 0 min

(GMT+8:00) Hong Keng

Recurring meeting  Every week on Fri, until Feb 7, 2025, 4 occurrence(s)

Recurrence Weekly

Repeat every " week

Occurs on Sun Mon Tue Wed Thu Fri Sat
End Date ® By 02/07/2025 After | 7 OCCUMENCES

® Set the end date for the repeated Zoom class, for example, until February 7, 2025.

End Date

@ By 02/07/2025 After 7 occurrences

® Set the end date by occurrences: specify the number of consecutive Zoom classes, for
example, 7 Zoom classes.

End Date

By | 02/07/2025 ® After 7 occurrences

8. Revise the Passcode or enable the Waiting Room if necessary.

Security

Video

Audio

Passcode = 857063

Only users who have the invite link or passcode can join the meeting

Waiting room

Only users admitted by the host can join the meeting

Only authenticated users can join meetings

Host on (@ off

Participant on (@ off

Telephone (®) Computer Audio Telephone and Computer Audio



9. Set the Meeting Options, add Alternative Hosts (optional).

Audio Telephone ® Computer Audio Telephone and Computer Audio

Meeting Options Enable join before host

Mute participants upon entry

Breakout Room pre-assign
Use Personal Meeting ID 84129655866
Record the meeting automatically

Enable additional data center regions for this meeting

Alternative Hosts

10. Click Save button.

Alternative Hosts

11. Scroll up and click Home tab.

Zoom (@@ Home ] Appointments

Course Meetings = Manage "Zoom Class - Friday PM"

Topic Zoom Class - Friday P



12. Zoom meetings will show under the Upcoming Meetings tab.

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training

Show my course meetings only

Start Time Topic Meeting ID
.
emorrow Zoom Class on 14 Jan 2025 057 2277 5463 Start | Delete
9:30 AM
Fri, Jan 17 (Recurri
fi. Jan 17 (Recurring) Zoom Class - Friday PM 938 5097 3691 Start || Delete
2:30 PM
Fri. Jan 24 (Recurring) Zoom Class - Friday PM 938 5007 3691 Delete
2:30 PM ’
Fri, Jan 31 (R
. Jan 31 (Recurring) Zoom Class - Friday PM 938 5097 3691 Delete
2:30 PM
Fri, Feb 7 (Recurri
2”3’0 peﬂ (Recurring) Zoom Class - Friday PM 936 5097 3691 Delete

Remark: when the meeting time is met, teacher can click the Start button to start the
meeting.



Part 3: Start a Zoom Meeting

1. Click on the Zoom Meeting link, such as Zoom Online Class and wait for the Zoom
panel.

v Topic 1

Zoom Online Class

2. Click the Start button under the Upcoming Meetings tab.
Zoom @ Home Appointments

Your current Time Zone and Language are (GMT+8:00) Hong Kong. English £

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training

Show my course meetings only

Start Time Topic Meeting ID

Today Zoom Class on 13 Jan 2025 11:30am 098 5437 5444 Start Delete
11:30 AM

Tomorrow

930 Al Zoom Class on 14 Jan 2025 957 2277 5463 Start Delete

3. Click Open link in the pop-up, wait for the Zoom window and follow the onscreen
instructions.

Allow https://eduhk.zoom.us to open the zoommtg link with
Zoom Meetings?

Choose a different application.

[] Always allow https://eduhk.zoom.us to open zoommitg links

Open Link Cancel




Sign in

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining

LTTC TEACHERTO

E

Remark: when the Zoom meeting ended, attendance report / poll report will be shown under the
Previous Meetings tab for teacher (host). The cloud-based recording will be released to both teacher
and students after processing. Sign in to the EQUHK Zoom portal (https://eduhk.zoom.us) to amend
the settings of the cloud-based recording in sharing, download and expiry date.



