
 

Teaching via Zoom 
 
There are many options available to help you make your Zoom sessions more interactive by taking advantage of 
Zoom polls, chat, annotations, and breakout rooms.  Remember, you don’t need to use all of these options, just the 
ones that work for you. We recommend, before using these functions with students, that you practice using them 
with a colleague, as both a participant and a host, as there are minor variations in the role functions. 
 

Share your screen 
The host can share a screen from their computer. It can either be a share of their desktop or a particular window, for 
example a set of PowerPoint slides.  
 
The participants can view this in full screen or by clicking on View Options at the top of the screen and select Exit 
Fullscreen to resize the window.  
 
When the host is not sharing, if enabled in the settings, a participant can be given permission to share their screen, 
for example, in class tutorial presentations can be presented in this manner. 
 

1. To share your screen, hover your mouse down the bottom of the screen and select Screen Share. 
2. Leave the highlighter selection on Screen to share your whole desktop or highlight another option to share a 

particular window. 
NOTE: If you are sharing video or audio, remember to tick Share sound if you want others to hear sounds 
coming from your computer as well as see your shared screen. 

3. Click Share in the bottom right corner. 

 
 

Whiteboard and Annotations 
Another screen that can be shared by the host is a whiteboard. This allows the host to host a virtual whiteboard 
which can be drawn on with virtual markers, erasers, stamps, and text editors. Multiple pages can be created in this 
manner, and a virtual laser pointer can assist with presentation. 
 

1. To create a whiteboard, hover your mouse down the bottom of the screen and select Screen Share. 
2. Highlighted Whiteboard. 



 

3. Click Share in the bottom right corner. 

 
 

4. After sharing your whiteboard, annotation controls will display.  
5. Participants viewing a shared screen or shared whiteboard, can hover their mouse at the top of the page and 

click View Options then select Annotate. 
NOTE:  Annotations can be made on any shared screen.   

6. Use the Page Controls in the bottom-right corner of the whiteboard to create new pages and switch 
between pages.  Only the participant or host that started sharing the whiteboard has access to create and 
switch pages. 

7. Remember to Save the Whiteboard before you stop sharing if you are required to refer back to it.  
8. If Annotating on a shared screen, remember to Clear the annotations once you have saved them otherwise, 

they will stay on the screen. 

 



 

Polls 
The polling feature for meetings allows you to create single choice or multiple-choice polling questions for your 
meetings. You will be able to launch the poll during your meeting and gather the responses from your participants.  
Polls can be created either in advance, and during the Zoom meeting. 
 
Only the ‘original host’ (the person who created the Zoom link) can create a poll. Assigned hosts and co-hosts 
cannot create polls. 
 
You can enable save poll results.  From https://macquarie.zoom.us/ go to the Settings and the Recordings tab.  Scroll 
down and tick Save poll results shared during the meeting/webinar. 

 
 
NOTE:  The process of polling (questions, results displayed on screen) does not get recorded in the Zoom recording. So 
if you are planning on re-using the recording for student revision, you might want to take a screenshot of polls and 
add them to your recordings.  
 

Create a Poll in Advance 
1. From https://macquarie.zoom.us/ go to the Meetings tab and click on the name of your scheduled meeting. 

If you do not have a scheduled meeting, schedule a meeting now. 
2. Scroll to the bottom to find the Poll option and click Create. 

 
3. Enter a title and your first question.  
4. Optionally, click the Anonymous check box to make the poll anonymous, which will keep the participant's 

polling information anonymous in the meeting and in the reports.  
5. Select whether you want the question to be single choice (participants can only choose one answer) or 

multiple choice (participants can choose multiple answers). 
6. Type in the answers to your question. 

https://macquarie.zoom.us/
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7. If you would like to add a new question, click Add a Question to create a new question for that particular 
poll. 

8. Click Save. 

 
 

9. The Poll question is now there waiting to be launched during the meeting. 
 

 
 
 

Create a Poll during a meeting 
1. During the meeting, hover your mouse down the bottom of the screen and click Polls and click Create. 

 

 
2. You will be redirected to a web page where you can add poll questions. 
3. Enter a title and your first question.  
4. Optionally, click the Anonymous check box to make the poll anonymous, which will keep the participant's 

polling information anonymous in the meeting and in the reports.  



 

5. In top-right corner, select whether you want the question to be Single Choice (participants can only choose 
one answer) or Multiple Choice (participants can choose multiple answers). 

6. Type in the answers to your question. 
7. If you would like to add a new question, click Add Question to create a new question for that particular poll. 
8. Click Save. 

 
9. The poll will appear on your screen and when you are ready to ask your question click Launch Poll.   

NOTE:  The participants will not be able to see the Poll until you Launch it. 
 

Launching a Poll 
1. Start the scheduled Zoom meeting that has polling enabled. 
2. Hover your mouse at the bottom of the screen and click Polls. 
3. Select the poll you would like to start and click Launch Polling. 
4. The participants in the meeting will now be prompted to answer the polling questions. The host will be able 

to see the results live. 
5. Once you would like to stop the poll, click End Poll. 
6. If you would like to share the results to the participants in the meeting, click Share Results.  Participants will 

then see the results of the polling questions. 
7. Optionally, you can click on the 3 dots and choose Re-launch to restart this poll.  If a poll is relaunched in a 

meeting, the poll report will only display the last poll occurrence. If you know you will need to launch the 
same poll twice and want both sets of data, consider creating a second poll with the same questions as the 
original to avoid relaunching.  

8. Optionally, to view the full report for this poll, click the 3 dots and select Download Results. This will launch 
your default web browser and will download the entire poll report, which shows what each participant 
chose, instead of the percentages of each choice. 
 

 



 

Chat and Reactions 
The MQ default setting is to allow chat messages during Zoom meetings and webinars. Messages can be sent to a 
specific person (a private message), as well as the group (everyone). In other words, you can message a student 
privately if you think they might need help, or you can send a message to the whole group. The same applies to the 
students.  To access the chat click on the Chat icon at the bottom of the screen. 
 
Reactions can be used as an active learning tool within Zoom for students to efficiently provide non-verbal feedback 
to a question posed. 
 

 
 
Enabling Auto saving chats allows meeting hosts to automatically save their in-meeting chats on their computer so 
they don't need to manually save the text of the chat after the meeting starts.   
From https://macquarie.zoom.us/ go to the Settings and Meetings tab and toggle on Auto saving chats. 
 

 
 

Breakout Rooms 
Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions. The meeting host can choose to 
split the participants of the meeting into these separate sessions automatically or manually, or they can allow 
participants to select and enter breakout sessions as they please. The host can switch between sessions at any time. 
 
You can create breakout rooms during a meeting or you can pre-assign participants to breakout rooms when you 
schedule the meeting instead of managing them during the meeting. 
 

https://macquarie.zoom.us/


 

Create Breakout Rooms during a meeting 
1. Start your Zoom meeting and click Breakout Rooms. 
2. Select the number of rooms you would like to create, and how you would like to assign your participants to 

those rooms: 
          Automatically: Let Zoom split your participants up evenly into each of the rooms. 
          Manually: Choose which participants you would like in each room. 
          Let participants choose room: Participants can select and enter rooms on their own.  

3. Click Create. 
4. Your rooms will be created but will not start automatically. You can manage the rooms prior to starting them 

by following the instructions below. 

 
 

Options for breakout rooms 
1. After creating the breakout rooms, click Options (on Windows) or the gear icon (on macOS) to view 

additional breakout rooms options. 
2. Check any options that you would like to use for your breakout rooms: 

a. Allow participants to choose room: Participants can select and enter rooms on their own once 
rooms are launched.  

b. Allow participants to return to the main session at any time: If this option is checked, the 
participants can move back to the main session from their meeting controls. If this is disabled, they 
need to wait for the host or co-host to end the breakout rooms. 

c. Automatically move all assigned participants into breakout rooms: Checking this option will move 
all participants into the breakout rooms automatically. If this option is unchecked, the participants 
will need to click Join to be added to the breakout room. 

d. Auto close breakout rooms after (x) minutes: If this option is checked, the breakout rooms will 
automatically end after the configured time. 

e. Notify me when the time is up: If this option is checked, the host and co-hosts will be notified when 
the breakout room time is up. 

f. Set Countdown timer: If this option is checked, the participants will be given a countdown of how 
much time they have left before being returned to the main room. 



 

3. Once you have selected the required settings, click Open All Rooms to start the breakout rooms. 

 
 

Manually assigning participants to rooms 
To assign participants to your rooms, select Assign next to the room you wish to assign participants to and select the 
participants you want to assign to that room. Repeat this for each room. 
 
When you are ready, you need to click Open All Rooms. All assigned participants will be moved to their respective 
rooms after clicking the prompt to join the breakout room. If allowing participants to choose their own room, you 
can open the list of rooms and they choose which to join. The host that launched the breakouts will be left in the 
main meeting until manually joining one of the rooms.  
 

Responding to requests for help 
Participants in breakout rooms can request that the meeting host join their meeting by clicking Ask for Help. 
You will be prompted to join the room where the request originated from. Click Join Breakout Room to join the 
room. 
 

Broadcasting a message to all breakout rooms 
The host can broadcast a message to all breakout rooms to share information with all participants. This can be done 
from the main session or from within a breakout room.  
 
Click Breakout Rooms at the bottom of the screen and click Broadcast message to all, enter your message, and click 
Broadcast.  The message will now appear for all participants in breakout rooms. 
 

Share screen to breakout rooms 
Once breakout rooms are open, the host can share their screen from the main session directly into all open breakout 
rooms. This allows the presenter to share visual information to all breakout rooms at once, guiding them on next 
steps or tasks.  

1. Hover your mouse at the bottom of the screen and click Share Screen.   
2. Choose what you would like to share, including an entire screen, a specific open program, or others.   
3. When breakout rooms are open another option appears at the bottom of window.  Tick Share to breakout 

rooms.  
4. Click Share. The selected content will be shared to all breakout rooms. Any active shares in any breakout 

rooms will be interrupted for the host's shared screen. Annotation or whiteboarding is saved before the 
host's shared content is viewed. 

 
 



 

Recording a Zoom Meeting 
You can record all or part of the Zoom meeting by clicking on the Record icon at the bottom of the screen.  You can 
choose to save the recording to your computer or the Cloud. 
 
Remember to ask your participants permission before recording. 
 

 
 

Manage Participants 
Click on the Participants icon at the bottom of the screen and a list of all participants currently logged into the 
meeting will be displayed.   
 
If you can hear background noise and someone has left their microphone on, you can click Mute All to turn off all 
participant’s microphone.

 
 
You can also mute an individual by clicking on the Mute next to their name. 
 
If for some reason you need to leave the meeting, you can assign someone else as the host of the meeting and this 
will give them permission to manage the breakout rooms. Note that assigned hosts cannot create pre-assigned 
breakout rooms or create polls; only the person who created the Zoom link has these options. 

 
 

Further Help 
For further help in using Zoom at Macquarie, see the Zoom Quick Guides page. 

https://staff.mq.edu.au/teach/technologies-and-tools/zoom

