(T AN Industry Extension Services ——

Tips and Best Practices for Virtual Instructor-Led Training via Zoom

NC State University, Industry Extension Services offers courses in a Virtual Instructor-Led
Training (VILT) format. This delivery method comes with some unique expectations. The
following tips and best practices are provided to help support a smooth and successful
experience. For additional Zoom tips you can visit the Zoom Help Center -

https://support.zoom.us/hc/en-us

SYSTEM REQUIREMENTS

*  High speed internet connection — broadband wired or wireless (3G
or4G/LTE).Minimumbandwidth is 600kbps (up/down) and recommended is 1.5 Mbps
(up/down).

*  Microphone — built-in, plug-in or wireless
e Speakers — built-in, plug-in or wireless
®*  Webcam — built-in, plug-in or wireless

BEFORE CLASS

e Download Zoom or Join from the Browser. If this is your first time participating in a Zoom event
you can download Zoom to your PC or Laptop. Go to: https://zoom.us and click “Download
Zoom” and follow the onscreen instructions for your device. If you cannot download Zoom to
your device, you can join from the browser by clicking the link provided for each day of class
from the reminder email or in REPORTER>Upcoming Events>Go to Webinar.

e Set Up a Zoom profile. Use your first and last names for your Zoom profile. If you have already
set up a Zoom profile with a different name, please edit it for this class. You can rename yourself
once you join the class if you are not logged into Zoom. Please ask the instructor or
administrative support person if you do not see that option once you join the class.

e Check your audio and video. Make sure everything works and you are familiar with how to use
it. Using a headset will enhance the quality of your audio and help reduce background noise.

e Course materials and the Zoom link. Several days prior to class you will receive a FedEx
package with course materials and an email with the Zoom link(s) and instructions. The link
provided is for you ONLY — do not share!

e Explore how to use Zoom. There are a lot of resources available on Zoom’s website. You can
also test your connections on their website at http://zoom.us/test. This will take you into a test
meeting.

e Join the class early! The class will open 30 or 60 minutes prior to starting. Plan to join class a
few minutes early so you can ensure all the technology is working.

e Contact us if you have any questions or concerns about this training approach.



DURING CLASS

Mute your mic. Whenever you're not talking, keep your microphone muted. This will help
reduce background noise for all the participants.

Unmute anytime you would like to speak. Everyone is encouraged to participate by asking
guestions and joining in discussions. If you don’t feel comfortable “jumping in,” you can use
the raise hand option and/or send a chat message to request an opportunity to speak.

Choose your view. What you see on your computer screen can be changed by hovering the
mouse at the top right of the Zoom Meeting window and clicking the desired view. There are
three views in Zoom:

— Speaker View: Focuses on the speaker.
— Gallery View: Shows all participants and should be used for class discussion.
—  Full Screen: Maximizes screen.

Participate! In addition to class discussions, use the Zoom features, including the raise

hand, thumbs up/down, and chat to fully engage in the class. We will also be using Zoom
Breakout Rooms to do some small group activities. We are relying on you to make the most of
this training opportunity!

The Zoom Menu. The Zoom menu contains several features that can be used at any time
throughout class meetings. For laptops, PCs, and Macs the menu can be found by hovering over
the bottom of the Zoom window. See page 3 of this document for a Zoom screenshot and
legend.

Smile! You’re on Camera! Video chatting in a professional setting may be new to you. Here
are some tips to help you look (and feel) like the most impressive Zoomer in the room:

— Lighting. Light your face more brightly than the background to make it easier to see
you. Avoid having a light source (lamp, window) behind you, as it will leave you in the
shadows!

— Camera. Adjust your camera so your head is positioned nicely, and naturally in the
picture frame. It conveys confidence and you won’t look silly. Sit or stand where you are
comfortable and adjust your camera to accomplish just the right angle.

— Audio. Microphones can pick up background noise, so keep your mic muted until you're
ready to speak. Avoid having 2 devices connected to the meeting with both using audio
as this will result in an echo and feedback that can be heard by everyone.

— Mind Your Manners! Remember —when on-camera, activities such as eating, drinking,
shuffling papers, picking your nose, or scratching your arm pits can be quite distracting
(and sometimes unflattering). Ensure you are wearing proper attire.

Be respectful. Although you may not see everyone's face the entire time during an online class,
keep in mind that you should show the same respect to your instructors and peers that you do
in an in-person class.

Have fun!
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