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Installation: 

1. Navigate to http://pshealth.zoom.us/ 

2. Under “Video Conferencing” click “Sign In”. 

3. Sign in using you Penn State Health ePass ID account. 

4. On your profile page, click “Resources” in the top right, and then “Download Zoom Client” 

5. On the next page, click “Download” under “Zoom Client for Meetings”. 

6. Run the downloaded installer (“Zoominstaller.exe” or “Zoom.pkg”). It should take less than 30 

seconds to complete.  

7. Zoom should automatically open once installed.  

 

Sign in and Configure: 

1. In the Zoom window, click “Sign In”, and then “Sign in with SSO” 

2. Type “pshealth” in the “Company domain” field, and then click “Continue”. 

3. A web browser should open, and if prompted, sign in with your Penn State Web Access ID. Once 

you are signed in, return to the Zoom window, which should appear like this: 

4. Click the  icon in the top right corner to bring up the settings menu.  

5. Click the “Video” menu option, and then check the box next to “Turn off my video when joining 

meeting”.  

6. Click the “Audio” menu option, and then check the boxes next to “Automatically join audio by 

computer when joining a meeting” and “Mute my microphone when joining a meeting”.  

a. Note: This means you will be MUTED by default. Hold down the spacebar while you 

speak to turn your microphone on, and then release it when you are done talking. This 

will help reduce the background noise during the call and make group discussion much 

easier.  

7. Now you are ready to use Zoom. 

 

Create a meeting and invite participants: 

1. In Zoom, click the “Schedule a Meeting” button. A meeting window should pop up, like the one 

below.  

2. Fill in the relevant data, such as the meeting title, date, time, and duration. You can set up a 

one-time or recurring meeting.  

a. leave host and participants video set to “off” –everyone can turn their video on when 

they’re ready to be seen 

b. Under audio, click “both” computer audio and telephone 

c. Click “enable join before host,” and “mute participants upon entry.”  

d. If a small meeting, consider using “enable waiting room.”  
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3. Click “save.” 

4. Click “Copy the invitation”  to bring up the invitation window. You can invite people in 

several ways, the easiest two are:  

a. “Copy URL” or “Copy Invitation” will put a URL on your clipboard that you can paste into 

a message to a colleague. 

b. “Email” will bring up a pre-written email that you can send. 

5. Invited individuals do not need a Zoom account, but they will need to download the Zoom 

client, a link to which will be included in their invitation. 

Screen Sharing and Whiteboard: 

1. In the meeting window, select the green “Share Screen”  button.  

2. The screen sharing window will appear, and have several options: 

a. “Screen” allows you to share everything on your screen. When selected, a green border 

will appear around your screen, and everything within that border can be seen in the 

meeting.  

i. The scribe should share their screen with the Google Doc open so the group can 

follow along. 

b. “Whiteboard” brings up a drawing program that you can use to share drawings, do 

whiteboard exercises, etc. Closing the whiteboard will not delete what is on the 

whiteboard until the meeting is over. 

c. Any programs that you have open can also be shared specifically and should appear in 

the second row of programs. 

d. If you would like to show a video (like a YouTube video), then be sure to click the two 

boxes at the very bottom of the screen: “share computer sound” and “optimize 

screen sharing for video clip”  

3. Once you have selected, click “Share”. A green border should now appear around what you are 

sharing.  

4. To stop sharing, select the red “Stop Share” button at the top of your screen. 

Breakout Rooms 

1. To divide a large group meeting into smaller breakout groups, the host should click “Breakout 

Rooms” button at the bottom of the Zoom window. 

2. In the “Create Breakout Rooms” window, the host then selects the number of rooms, and then 

clicks “Create Rooms”. 

3. Then next window “Breakout Rooms”, shows the rooms created with their assigned 

participants. At this point, the rooms are not yet active. Check the following options, if desired: 

a. “Move all participants into breakout rooms automatically”. 



b. “Allow participants to return to the main session at any time”  

c. “Breakout rooms close automatically after: ___ minutes”  

i. Set the amount of time you would like the groups to talk. 

d. “Countdown after closing breakout room” 

i. This will give the participants a warning that the breakout groups are soon 

ending. 

4. When ready, click “Open All Rooms” to start the breakout sessions.  

Managing Breakout Rooms 

1. Once breakout rooms have been started, the host can join rooms from the “Breakout Rooms” 

window by clicking “Join” next to their desired room. 

a. The host can leave and join another room by clicking “Leave Breakout Room” in the 

bottom-right of the breakout room window, and then “Return to Main Session”.  

2. The host can move participants from room to room by hovering the mouse over that participant 

and clicking the “Move to” button.  

3. “Broadcast a message to all” allows the host to send a chat message to all groups.  

4. You can end the breakout session by clicking “Close All Rooms”. This rejoins everyone to the 

main Zoom session.  

 

Ending the Meeting 

If you are the host, click “end meeting” in lower right. It will give you the option of simply leaving the 

meeting so that the other participants may remain, or ending the meeting for everyone. If you are 

recording the meeting, make sure that you choose “end meeting for everyone” –this is necessary for the 

recording to be created.  


