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Setup Virtual Office Hours with Zoom

This document provides step by step instructions for using Zoom for virtual office hours.

Create a Zoom Session for Office Hours

CITY COLLEGES'
Q of CHICAGO

1. Goto http://cccedu.zoom.us and click Sign In

o City Colleges of Chicago
Login with your ccc username and password Video Conferencing

Join Connect to a meeting in progress

Start a meeting

Configure your account

Users must adhere to the CCC Responsible Computer Use

Palicy.
2. Login with your ccc username and password ( CITY COLLEGES'
ngI—}I&ZéGO

Sign in with your City Colleges of Chicago username
and password

° |bsername
Password

Sign in

Can't login?
Reset your password at passwordraset.ccc.edu. If you
don't know your username, retrieve it here.

Online Help
To search our knowledge base or open a support
ticket, visit www.ccc.edu/help

3. Click Schedule a New Meeting

Zool I I SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE AMEETING JOIN A MEETING

PERSONAL Upcoming Meetings Previous Meetings Personal Meeting Room

Profile

Meetings

Schedule a New Meeting

Webinars

Recordings

Start Time = Topic = Meeting ID



http://cccedu.zoom.us/

Topic: Virtual Office Hours

Tip: Include the day and time in the topic name
Check off: Recurring Meeting

This is below the date and time (skip that)
Recurrence: No Fixed Time

While you can set this to be recurring weekly with

specific days/dates, that will create multiple

meetings in your list. Setting it to “No Fixed Time”
will create 1 meeting link that can be accessed

every time without growing your meeting list.

Meeting Options: Enable Waiting Room

The waiting room allows you to add students one
at time to your meeting, keeping it private for
individual students.

Click Save

4. Copy the Join URL and provide to students

You can add the link to Brightspace through an
Announcement, or in a Content module using
Upload/Create =2 Create a Link

My Meetings > Schedule a Meeting

Schedule a Meeting

Topic ?4

Description (Optional)

| Virtual Office Hours (Tuesdays 12-2pm) Example

Enter your meeting description

ﬁ# ¥ Recurring meeting

Meeting ID

Meeting Password

Video

Audio

Meeting Options

Recurrence  peetie! | NoFixedTme v

® Generate Automatically (O Personal Meeting ID

Require meeting password

Host on @ off
Participant on @ off
Telephone Computer Audio ® Both

Dial from United States of America Edit

¥ Enable join before host

#| Mute participants upon entry

> «#| Enable waiting room

Alternative Hosts

Only authenticated users can join

Record the meeting automatically

Example: mary@company.com, peter@school.edu

Topic

Time

Meeting ID

Meeting Password

Virtual Office Hours (Tuesdays 12-2pm) Example

Recurring meeting

-

Add to | m Google Calendar | [ Hi Outlook Calendar (.ics) ]

LN s

289-004-803

Require meeting password

Invite Attendees °_> [ Join URL: https:/cccedu.zoom LIS_fJ.-'QBgOO"‘BDS]
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