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We are aware that Zoom is rolling out changes to its interface that may affect some of our directions. We are
working on updating these pages, but in the meantime you can visit Zoom's Release Announcement. Please
reach out to Wharton Computing if you have any questions.

This guide walks you through the tactics you'll need to teach a class fully remote. This guide concentrates on the
tactical efforts to make your class successful without rethinking the entire thing. For a much more in-depth look at
teaching an online course, please read the Planning an Online Course article which covers the pros and cons of the
different kinds of remote classes, managing the class, and more.

Be sure to read the Remote Teaching Checklist for additional tips.

This guide concentrates on four key areas:

1. Setting up your Teaching Space
2. Using Zoom

3. Informing Students

4. Preparing classroom tools

Setting up your Teaching Space

Given you'll be teaching remotely by definition you won't have access to any on-campus spaces. Give some thought
to what you'll need ahead of time:

e Which space will you use to conduct your remote class?
e Do you have the proper equipment?
e Doyou have areliable internet connection?

You can find alist of recommended equipment here. Some basic technology recommendations (like using a wired
connection to the internet vs. wifi) are available to help you set up your space.

Also give some thought to how you'll appear on camera. This article has some tips about the optimal settings in
which to record.

Using Zoom

The foundation of any remote class at Wharton is Zoom. You'll need to create a Zoom meeting for your class and
share the meeting information with your class (and TAs). There are two recommended ways to set up your Zoom
session:

e Set up your Zoom session though Canvas (Strongly Recommend). If you have Zoom enabled in your Canvas
site already, follow these directions. If you don't, reach out to your Wharton Computing representative and
they can help enable it.


https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0061222
https://computing.wharton.upenn.edu/
https://support.wharton.upenn.edu/help/planning-an-online-course
https://support.wharton.upenn.edu/help/remote-teaching-checklist
https://support.wharton.upenn.edu/help/pivoting-your-class-to-remote#teachingspace
https://support.wharton.upenn.edu/help/pivoting-your-class-to-remote#usingzoom
https://support.wharton.upenn.edu/help/pivoting-your-class-to-remote#informing
https://support.wharton.upenn.edu/help/pivoting-your-class-to-remote#preptools
https://support.wharton.upenn.edu/help/equipment-recommendations
https://support.wharton.upenn.edu/help/preparing-to-work-remotely-checklist#preparing-your-space
https://support.wharton.upenn.edu/help/video-submission-guidelines-for-the-non-professional
https://support.wharton.upenn.edu/help/virtual-meetings-for-instruction#scheduling-a-meeting-through-canvas-recommended-for-instruction-and-classes-
https://support.wharton.upenn.edu/help/computing-contact-list

e TosetupaZoom session outside of Canvas, follow these directions. Please be aware that you will have to
ensure that the Zoom session is recorded and manually upload that recording to Canvas.

If you have TAs be sure to make them alternative hosts of the meeting; if you're having your TAs set up the
Zoom sessions, they should make you an alternative host. This way, you'll all have the ability to modify/start
the meeting.

Recording
Check Record the meeting automatically, regardless of which method of Zoom scheduling you use:

e Using Canvas: The checkbox is located in the Meeting Options section.
e Using Zoom: Click on Advanced Options and you'll see the Automatically record meeting option. Check it.

Once the recording is in Canvas (which happens automatically for Zoom sessions scheduled with Canvas, and
requires manual uploading for anything scheduled outside of Canvas) Wharton Computing will handle the student
availability of the recording based on your submitted preferences.

Informing Students

With your Zoom meeting setup, you'll have the meeting information to distribute. If you've scheduled the meeting
in Canvas, students will access it via your course site, but we recommend posting an announcement letting the
students know.

If you've created a Zoom meeting outside of Canvas, be sure to share the meeting login information via whatever
method you usually use to communicate with your class - email or Canvas.

Preparing Classroom Tools
Depending on your plan for the class session, a varying degree of additional preparation may be required.

The In-Person to Remote Instruction grid maps typical in-person classroom activities to remote equivalents. We
recommend you consult this grid ahead of time as many of the remote counterparts require advanced setup.

Some of the more common activities have articles with detailed instructions:

e Inviting a Guest Speaker to a Video Conference
e Polling using Poll Everywhere
e Exams for Remote Instruction


https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
https://support.wharton.upenn.edu/help/upload-virtual-meeting-recordings-to-canvas
https://support.wharton.upenn.edu/help/virtual-meetings-for-instruction#scheduling-a-meeting-through-canvas-recommended-for-instruction-and-classes-
https://support.wharton.upenn.edu/help/upload-virtual-meeting-recordings-to-canvas
https://support.wharton.upenn.edu/help/203203815-communications
https://support.wharton.upenn.edu/help/remote-instructions-in-personremote-grid
https://support.wharton.upenn.edu/help/inviting-a-guest-speaker-virtual-meetings-for-instruction
https://infocanvas.upenn.edu/tools/poll-everywhere-for-instructors/
https://support.wharton.upenn.edu/help/canvas-remote-instruction-exams-for-remote-instruction-faculty

