How to use Zoom Webinar to teach a class

This document describes how to use ZOOM Webinar service to host online classes for 100 online students.

Zoom comes with different level of subscription and options. To hold an effective online class for ~100 students, we need to register our account and subscribe some paid options, namely:
· Pro – this type of account removes the 40 minutes limitation. It also allows further purchasing other Zoom add-on options.
· Webinar option – this option allows us to hold online sessions that are very similar to real classes. 
· The host (the instructor) can create the webinar session at a define date and time. The created session will be an online link which can be posted on the Canvas course page for students (attendees) to reference and join the webinar.
· At the start of the webinar, only the host (or the instructing person) will be seen and be heard by the attendees (students) who has join the session.
· Attendees (the students) can “raise hands” if we want to ask any questions. The Host (the instructor) can enable/disable that attendee to talk online and everyone member in the session will be able to hear him.
· All members can also communicate with text chat box. 


How to Register a Zoom account
To use Zoom for online classes, you need to register a Zoom account. 
1. Point your web browser to https://zoom.us. This will bring you to Zoom’s home page.
2. Click on the SIGN UP, IT’S FREE button on the top right corner. This will bring you to the SIGN UP FREE page.
3. Type in your email address (e.g. somebody@ust.hk) on the space provided and click     Sign Up button. This will trigger the ZOOM service to send an email to your email account. 
4. Check your email and look for email from Zoom with the subject line “Please activate your Zoom account”. 
5. Click on the Activate Account button to activate the Zoom account. Your browser will be directed to the Welcome to Zoom form. Here you need to fill-in further details of your account and define your password for the Zoom service. 
6. Fill in form as prompted. You need to define a Password for your Zoom account. Please remember this password, as you will be using it for logging in and using the Zoom service in the future. 
7. Click Skip this step at the following “Don't Zoom Alone” page. Your account is now created.



Subscribing Zoom PRO and Webinar options (You shall need your Credit Card here)
1. Point your web browser to https://zoom.us
2. Locate and click on the SIGN IN button on the top right corner. This will bring you to the SIGN IN page.
3. Sign-in with the Email address and Password you have registered. This will bring up your PERSONAL profile page.
4. Locate the User Type row. It should show you are “Basic” which is the free account type.  Click on the Upgrade button next to it. This will bring up the ADMIN Billing page. We are upgrading the account to “Pro” type which will allow us to hold Video Conference sessions to more than 40 mins.
5. Click on the Upgrade Account button. This will bring up the Upgrade your plan page.
6. Click on the Upgrade button under the “Pro” type plan. This will bring you to the “Select a plan” page for confirming the plan selected.
7. Click the “Monthly $14.99 /mo/host” plan. The selected plan should be highlighted.
8. Click on the “Webinar” under the “Available Add-ons”. This will open up the Webinar options. 
9. Locate the 100 Participants/1 host option and select the “Monthly $40.00 /month/host Billed monthly” option. Confirm this option is now be highlighted.
10. Check the option button on “Do Not Auto-Renew” as we may not want to automatically renew the Webinar option next month.
11. Click Continue. This will bring up the Payment page.
12. Double check the Order Summary. You should have selected 
a. Pro:	US$14.99
b. Webinar 100 participants	US$40.00
c. Today’s Charge	US$54.99
13. Fill in other information as needed, including your Credit Card for online payment. 
14. Click on the checker box to confirm “I’m not a robot”.
15. Click on the checker box to confirm “I agree to the Privacy Policy and Terms of Service”.
16. Click on Upgrade Now button to confirm the payment and upgrade.
17. [bookmark: _GoBack]You shall receive an email shortly confirming your Zoom subscription is effective.


