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What is Zoom?

It is an application that enables you to hold online seminars, meeting
etc., using your computer, tablet or smart phone

Compared with Skype, Zoom is specifically designed as an online
meeting room, not as a tool for private video conversations
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Figures source: Kurita (2018) Turbo Blog, https://www.turbine.co.jp/blog/201808-zoom-skype-difference




Pros and cons of Zoom

i O it is not necessary for

. participants to share their IDs
: O participants can join a session
: any time

: O itis possible to record the

| session

- O using the function “breakout” it
' is possible to create groups (for

|
| group work etc.)

: Security concerns: risk of class
| disturbance etc.

| . .
 (newer versions have improved

' security features)




For those who already have a Zoom account

In early May (after TMU purchases a license), teaching
faculty will be contacted with the details of their Zoom
accounts to be used for classes

B |f you already have a free account:

The private account you already created can be used to
practice Zoom with students etc.

B |f you have a paid license:

You can switch over to the account provided by TMU and
terminate the previous account




For online classes
combine Zoom + kibako

kibako= TMU e-learning system -  https://kibaco.tmu.ac.jp/
Use:

- Oshirase 415 ¢ to schedule next class, invite students to Zoom online
lectures etc. (students registering for your course automatically receive the
announcement via email)

- shiryo £#¢: to upload syllabus, PowerPoint slides of your lectures, reading
assignments, etc.

- kadaizg&. to post quizzes, tests etc.

- meibo £ to check attendance

- keijiban#r#k: to take student questions and give feedback
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Class

Class

Flowchart of a live online class (example)
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Flowchart of a live online class (example)
Part 4 Class Part 2 Class  Pare 3
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Part 1 Preparations before class

Class B Main points:
startlng‘>t|me . .
1. For operations not possible on

e

[

2 g & ,
s§ =§ . g Zoom—> use kibaco
© '8 O 5 C =
L QL ~
2 S22 og O 2. Send students class schedule and
O T o9y © 2 %

22 832 32 invitation (URL link) = otherwise,

S g O 4 .
Ts e 2 they can’t join class
-

29 9z w3 3. Send invitation well in advance to allow
= @ 0O D = =
2 < oo8°> students to prepare
o O © £ o &
§6 & 898« 4. Prepare necessary equipment for class

s 8225 . Prep y equip




Preparations before class: Class time setting
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Changing Zoom settings
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1 credit =45 hours of study

M 1 credit =45 hours of study (university-set standard)
That means ... 90 hours for 2 credits

» One class (2 hours) /week X 15 times = 30 hours |
% the total of out-of-class learning time (preparation,

This semester is shorter (less than 15 classes),
but the standard will not be relaxed
— Students’ study time outside class should be increased
— accordingly




Preparations before class: invite students
by sending the URL link using kibako
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Using kibako in English
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Go to: https://kibaco.tmu.ac.jp/portal

Welcome to kibako. The manual is here
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kibako — User’s manual English version

http://www.comp.tmu.ac.jp/e-learning/kibaco_guide_en.html
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' kibaco User Manual
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| To Change the Language on kibaco to English

Please change your language preference of kibaco when reading in English because kibaco's login screen is always in Japanese by default setting, see
the following guide:

@hange the Language on kibaco to English[3

| For Course Instructors

<User Manual for Course Instructors (Versi I n St r U Ctl O n S O n

I how to use kibako for classes
For Students

Instructions on
how to change the language to English

v

v

» User Manual for Students (Version 3.1)[3
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Preparations before class:
Preparing and checking equipment

v Check audio/video settings and make sure students are able to
hear/see you

v In classroom, when using the blackboard/whiteboard make
sure you rehearse in advance
(Zoom has a whiteboard function—>you can choose it from the

sc;n sharm ((( )))
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Preparation tips

v’ |s it possible to switch Zoom languages?

English

— Possible—> use the lower right indicator o
v Do | need a password? " o

— Required (embedded in the URL itself) t“
v’ What is the role of the "waiting room"? —

— Only those who are
accepted by the host _
are able to participate L
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Important points

v’ Some students use smartphones
— PPT font size should be "24 or more”
v Not all students has a WiFi environment
— Do not use high-definition video, etc. unless necessary
v’ Students take similar classes many times a day
— Settings may differ slightly for each teacher — let
students know your preferences
v" First-year students have no experience of university classes
— Clarify “rules” (eg: attendance, how to ask questions,




Part 2 Class implementation

Class Class

starting time ending time
—— = B Main points

Q
Qo Q wn
oS O . _ + (" )
ISRl Dcliver online class é 1. Let students know the “rules” of
~ O .
T (interactive) c your class (settings etc.)
- = B .
3 © 2 2. Check if students can see /
o © Using online meeting hear
- . .
O (easfrfttvlziiff)owbe 3. Use two-way communication
Wi . .
assigned an (for interactive classes)
ID & password) 4. Do not exceed class ending time
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SEHPDIEEL

Operations during class 1

L A~ @ A < - ' | N ) ]
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Default settings:
Students can freely use the chat function
Chat stream is automatically saved
Participant list: make sure students sign
with their real names
—> you can use it to take attendance

and questions

Default settings :

Audio: muted

Video selected when joining
— Be sure to

19
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Operations during class 2

mat@imu.acjp
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Use screen sharing "End of meeting" %

Teacher decides :

end of Zoom conference
— what screen to show o,

> whether to let When recording, s
. ANILT >
dlErTe vEe check the available S
ca pacity | Ab—haER
FHILOEINEZ
Sign out
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Important points

v’ It is difficult to perform various operations while teaching
— design learning activities in advance and use functions accordingly
v Include interaction with students
— use available means (audio, video, chat, screen sharing ...)
— plan which Zoom function to use for such interactions
v' Observe the end time
— at home or in the laboratory, you may run out of time
v Let students know the assignments for next time
—unlike face-to-face classes, there is no way for students to
contact each other




Part 3 After class

Class . .
ending B Main points

time

| S 1. Check and use recorded data
S : B (session recordings, chats)
g 'c j< & 2. Prepare answers to questions
Q@ O =
s 8 and other feedback
C . .
g 9 3. Check if absentee students
%) (- .
58S o need assistance
R 4. Find methods to solve technical
s 24 .
°° 58 troubles (if any)




Important points

v" Find means to answer questions, offer consultations
— Set office hours
v Always use the newest version of Zoom
— There are frequent updates due to security concerns
v" Do not leave system troubles unsolved or unclear points unanswered
— Zoom's official website is the most reliable, but you can also
contact TMU consultants
v" Online classes tend to be less interactive
— Give feedback to students in the next class




Be creative

Make sure you master the basic operations... for the rest, be creative!
X You have to keep talking using Zoom for 90 minutes
— State the learning content and methods at the beginning of class
and confirm students’ understanding at the end
X For online classes you can only use Zoom and Kibaco
— You are free to use any other teaching tools
X You have to deliver a live lecture every time
— No problem if asynchronous (on-demand) means are used in parallel
X Zoom is for live lessons only
— Can be also used for virtual office hour, students group study etc.

AdaEt teaching means and methods suitable to your stxle




Further training...

v’ Participate in a simulated class using Zoom
April 21st, 22nd, 24th (starting at 14:00)

v' Watch "How to use Zoom" series (1-minute video clips in
Japanese) available on TMU’s FD Committee website

http://www.comp.tmu.ac.jp/FD/index2.html
v’ Zoom tutorials (Zoom official website)
https://support.zoom.us/hc/en-us




Useful links (zoom official website)

Basics: create a Zoom account, host a meeting, schedule a meeting,
invite students to join etc.:
- https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-
Tutorials
- https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-
guide-for-new-users#th _b0c98dfa-d90f-486d-9617-71ab7b41a273

Zoom tutorial for teachers (“Zoom meetings for education” 45 minutes)
- https://zoom.us/rec/play/upOkl7uhqgzI3GdDGtgSDUfF8W46-
ePmsgylWqg_QMxEaxBnlVMAWVN7IWNOd-zZfZbOz7n_Dqg4uqg4-

Ejg?continueMode=true
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