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Using Zoom in a SMART Classroom 

Please note that in order to utilize the cameras, microphones, and speakers that are present within the premium 
classroom space, you must launch the Zoom meeting from the classroom computer. If you wish to also use an 
alternative device (i.e. tablet or laptop), you will need to also sign into the meeting from your alternative device. 

1. Start the Zoom meeting.  

a. Open Zoom on the classroom computer.  

b. Sign-in and start your scheduled meeting just as you would from your own computer. If you need 
support scheduling or launching meetings, visit the Zoom tutorial website, which is available at 
https://support.zoom.us/hc/en-us.  

c. Note: If you cannot locate Zoom on the computer, try using the search feature next to the Windows 
icon on the bottom left of the desktop screen. If the Zoom desktop client has not been installed on 
the classroom computer, you will have to install it from the Zoom.us website.  

 

2. Select the camera.  

a. Premium classrooms have two webcams. These webcams have the same name. One camera is 
located in the back of the room and can be used for displaying the teaching lectern and/or the 
interactive white board for the at home students to see. The second camera is located in the front of 
the room and can be used for displaying students who are present in the classroom for the at home 
students to see. 

b. Within the Zoom meeting, you can toggle between the two classroom cameras by selecting the 
carrot (^) next to the camera icon on your Zoom controls as indicated in the screen shot below. 

 

c. There is a camera remote located in the lectern that can be used to move the cameras left or right, 
up and down, as well as to zoom in and out. One remote can be used for both cameras by changing 
between cameras at the top of the remote. Be sure you are in front of the camera and pointing the 
remote directly at the camera in order to adjust the camera from the remote. 

 

3. Adjust the volume. 

a. There are microphones located throughout the classroom to pick up audio from students present in 
the room and transmit that audio to the students at home. These microphones are automatically 
turned on and should not need to be adjusted. 

b. There is a lapel microphone located in a zippered pouch in the teaching lectern for the instructor to 
wear. Turn the microphone on by pressing the rectangular square button on the top of the 
transmitter/battery pack for the microphone. There should be a green light that turns on and text 
will appear in the display window. If the microphone does not turn on, replace the batteries. The 
batteries are rechargeable and there should be an extra set present in a charging station near or in 
one of the lecterns. 

https://support.zoom.us/hc/en-us
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c. To adjust the volume of your at home students for you and the students in your classroom to hear, 
turn the volume knob on the Extron control panel located on the teaching lectern as indicated in the 
screenshot below. 

 

 

d. To adjust the volume of you and your in class students for the students at home, it is recommended 
that you encourage the at home students to adjust the speaker volume on their computers first. 
However, if their speakers are turned all the way up and they are still having trouble hearing, you 
can adjust the volume of the classroom microphones and the lapel microphone. Navigate to the 
audio settings of Zoom. Select the carrot (^) next to the microphone icon on your Zoom controls as 
indicated in the screenshot below. 

 

 

From the menu that appears, select audio settings as indicated in the screenshot below. 
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Adjust the microphone volume as needed. 

 
4. Screen share. 

a. You have the same screen sharing options on the teaching computer as you would in a Zoom 
meeting launched from your personal computer. You may share a PowerPoint, website, work 
document, etc. You also have the opportunity to share the Zoom whiteboard. 

b. It is recommended that you share anything you wish to display through the “Share screen” option of 
Zoom as opposed to zooming the camera in to simply project what is visible in the classroom to your 
at home students. The Share Screen option will provide a clearer and better quality picture for the 
students at home. 

c. If you plan to annotate over a program with annotation tools, such as Microsoft Office programs or 
Epson Easy Interactive Tools, for best performance, it is recommended that you share 
the Screen and not just the program itself. If using Easy Interactive Tools software to annotate, do 
not maximize the program. 

d. If you plan to play a video or audio clip, be sure to select the “Share computer sound” and/or 
“Optimize Screen Sharing for Video Clip” options on the Share Screen menu prior to sharing. This 
will ensure that your at home students can hear the audio from the clip. 
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5. Annotate for students in the classroom and at home. 

a. Unfortunately, you are not able to annotate on the whiteboard as you would normally do in an all 
in-person class using the interactive projector. Instead, you will need to utilize the Zoom annotation 
functions or the Microsoft Office annotation functions to ensure that your at home students are 
able to see your writing from the board. 

b. Note: in order to use the annotation features described below from the classroom’s interactive 
projector board using the projector pen, you must have the pen set as a mouse. 

c. To use the board as just a whiteboard, share your whiteboard through Zoom. Then select the 
Whiteboard annotation features as indicated in the screenshot below. 

 

i. The “Text” feature of annotations allows you to type from the computer lectern.  
ii. The “Draw” feature allows you to write on the screen using the pen for the interactive 

projector or draw shapes such as circles and squares.  
iii. The “Spotlight” function provides you with a laser pointer that you can use to draw 

attention to items on the screen.  
iv. To erase, select “Eraser,” then select the annotations that you wish to erase. 
v. To change the color of your drawings, select the “Format” feature.  

vi. Clear the entire screen by selecting the “Clear” option. 
vii. You can save your annotations as a PNG file by selecting “Save.” 

viii. You can add a new blank screen by selecting the “+” at the bottom right-hand corner of the 
screen. New screens allows you to toggle between annotations without having to clear and 
redo them. 

d. You can annotate directly on any shared screen using the Zoom annotation function. Selecting 
“Annotate” from the Zoom controls will provide you with the same features and options as what 
you have on a shared whiteboard as demonstrated in the screen shot below. 
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e. If you plan to annotate over a program with annotation tools, such as Microsoft Office programs or 
Epson Easy Interactive Tools, for best performance, it is recommended that you share 
the Screen and not just the program itself. If using Easy Interactive Tools software to annotate, do 
not maximize the program. 

f. If you are sharing a Microsoft product such as PowerPoint, you can use the Microsoft annotation 
functions. For example, in PowerPoint, hover over the bottom left hand portion of the screen in 
slide show mode in order to see the PowerPoint control. Select the pen image to see the different 
annotation options as demonstrated in the screenshot below. 

 


