
Present a Course in Zoom  
 
*If you have not claimed your Kenan-Flagler Zoom Pro account or installed zoom, please use the instructions 

on the Zoom Video Conferencing IT page to do so* 

Why Lecture in Zoom?  
 
Zoom is video communications software that lends itself well to online lecturing; It allows up to 300 
participants (instructor included) and provides a streamlined interface for presenting your lecture to your 
class, even when you cannot make it to the classroom. It has been used through inclimate weather and 
campus closures to much success, and allows you to present a slide deck in the same way as in the classroom.  

Scheduling a course in Zoom  
 

1. Click on the Schedule icon in the Zoom client (this will open the scheduler window) 

 
 

2. Select your settings (Make sure “Other Calendars” is selected as the calendar type) 

 
3. Click Schedule to finish, this will provide a link to your course session 
4. Click Copy Invitation to copy the link to your clipboard; you can copy just the link if preferred:  

https://tech.kenan-flagler.unc.edu/it/general-information/zoom/


 
 

Providing the Link to Students 
 
Canvas should be leveraged to send the link to your students; please utilize announcements and course events 
to keep students updated. Announcements allow you to notify all students of the link, while course events will 
put the event on your course’s calendar. 
 

1. Post an announcement in your Canvas course providing the link copied from Zoom.  
a. You can use these instructions to add a Canvas Announcement to your course. 

2. Create a calendar event in your course site and add the Zoom URL to it, this will allow you to set a date 
and start end/times for the session in your Canvas site.  

a. You can use these instructions to create a calendar event in your Canvas course.  
 

Testing Audio and Video when Joining/Starting a Course:  
 
When joining a course in Zoom, if you haven't selected to always join audio by computer, a prompt will appear.  

1. To test your speaker and microphone, click Test Computer Mic & Speakers. 

 

 

https://community.canvaslms.com/docs/DOC-10405-415250731
https://community.canvaslms.com/docs/DOC-12797-415241296


2. This will walk through testing the microphone and speakers on your computer 
3. You can find additional audio/video settings once you have joined the audio by clicking the arrow to the right of the 

Microphone and Video icons at the bottom left of the window. This will allow you to set your Audio input and Output 
devices (Computer Audio Only) or the video device (If multiple webcams are present). 

 
 

Use the “Audio Options” selection on this menu to find additional settings and tests for your audio configuration; and 
the “Video Settings” selection to find additional video  

Sharing Your Presentation in Zoom: 
 

1. Open your PowerPoint presentation on your computer  
2. Join the Zoom Session 
3. Click the Share Screen button located in your Zoom tool bar.  

 
 

4. Select your PowerPoint presentation in the prompt, and click the Share button to start sharing: 
 

 
 

5. Use the Slide Show button in PowerPoint to begin presenting 
 

Recording your Presentation 
 

1. In the main window, click the Record button and select Record In the Cloud (Zoom will immediately begin recording) 
a. It is highly recommended to record to the cloud; recording to your computer makes it much harder to 

distribute the recording.  



 
2. Once you are done presenting, you can exit Zoom. You will be notified via email when your recording has finished 

processing 
 

Retrieving Link for Cloud Recordings and Posting to Canvas 
 

1. Log into the Kenan-Flagler Zoom Web Portal and Navigate to My Recordings 
2. Locate the appropriate recording and click Share  

 
3. Click Copy To Clipboard to copy the text, highlight the URL and copy it if Topic and Start Time are not 

needed (Leave this window open in case) 
4. Share this URL via a Canvas announcement to provide access to your recording 

Additional Share Options 
 

 

https://kenan-flagler.zoom.us/recording


 
1. Share This Recording 

 Publicly: This will allow anyone with the link to view the recording 

 Only Authenticated users can view: This option will require a Kenan-Flagler login to see the recording.  

**This option will not work if there are non-business students enrolled in the course** 
 

2. Viewers can Download: This setting enables users to download the recording 
3. Password Protect: This sets a password that must be entered to view the recording, it could be distributed via email or 

Canvas announcement. Those who have the password would be able to access the video.  


