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Basic steps to create and manage Zoom meetings. For more information please 
visit law.berkeley.edu/videoconference. 

1. Before the meeting: Login to your Zoom account 
 
Go to Berkeley.zoom.us and sign in using your Calnet ID (or Zoom ID if you have a 
shared departmental account). See the marked rectangle region below. 
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2. Before the meeting: Schedule your meeting 
 
Click on Schedule a New Meeting to schedule a new one. 
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3. Before the meeting: Enter main meeting details 
 
Enter details for your meeting and save.  
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4. Before the meeting: Share your meeting details with 
other participants 
 
Once the meeting has been created, you can copy and paste the invitation into an 
announcement in bCourses. You can also send the meeting invitation to bcourses-
support@law.berkeley.edu so that we can test your setup.  

 
 

5. Before the meeting: Testing your setup 
 
• A stable internet connection is required. You can test your internet connection by 

joining a test meeting: https://zoom.us/test.  
• If at all possible, use a headset or at least headphones to improve the sound 

quality and reduce feedback. 
• A webcam is recommended but not necessary, you can use audio only as well 

as share your screen.  
 

Other pre-flight check! 
• Close as many programs on your computer as possible. 
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6. Starting the meeting (using the web browser) 
 
At meeting time, hosts should log in to berkeley.zoom.us using the same account 
you used to schedule the meeting and click on Start so other participants can join. 
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7. Starting the meeting (using the Zoom app) 
 
Hosts can also start the meeting using the Zoom app once it's installed on your 
computer or mobile device (Download the Zoom app). Click “Sign in with SSO” in 
your Zoom app. 
 

 
 
 
Enter following information and click Continue which will take you to Calnet 
authentication for Zoom log-in. 
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8. During the meeting: Host Controls and Recording  
 
The host controls will appear at the bottom of your screen once you start the 
meeting. 
 

 
 

(1) Manage Participants: If you have a large number of students you may want to 
mute them all and then unmute as needed. Click “Manage Participants” and 
then click “Mute All” in the right-hand panel or click/unclick the mic next to 
specific student, if necessary. 
 

(2) Share Screen: Click on this to start a screen share. Select specific application 
(e.g., Powerpoint) you want to share.  
 

(3) Record: It is important that you record each class. Click Record to record 
video. Choose “record to the clouds” option. When your class is done: Click 
End Meeting or Stop Recording to finish your recording. 
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9. After the meeting: Retrieving Meeting Recording 
 
After the meeting, please note that it will take some time for your recording to 
appear on your dashboard. There are two ways to retrieve your recording, using 
the browser or the Zoom application:  
 

Option 1: Retrieve recording using the web browser 
 
Log in to berkeley.zoom.us. Click the Recordings menu button and locate the 
meeting recording that you want to retrieve. Click “Share” option (see below marked 
red-rectangle region) to generate a meeting recording URL. 
 

 
 
 
Send that URL via a bCourse announcement to students, or post it to a specific 
week in your bCourses modules, or however you normally communicate with your 
students. 
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Option 2: Retrieve recording using the Zoom app 
 
Log in to Zoom app and click “Meetings” on the top.  
 

 
 
Once you click “Meetings”, you will see “Recorded” menu button appear in the 
panel on the left. Choose the appropriate meeting room recording.  
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After you open the appropriate meeting room, click “Share” to share the meeting 
recording URL with students by posting it to bcourse announcements, modules, or 
other appropriate bcourse locations. 
 

 
 
 
If you have any trouble at all or have any questions, send an email to bcourses-
support@law.berkeley.edu to request help or to sign up for group session.  


