
How to Access Your Zoom Account  
Follow the steps below to access your Zoom account. You will use these steps EVERY time you 

want to jump into a Zoom meeting. Most Zoom accounts are using the free version of Zoom 

which means each session lasts only 40 minutes. You will get a countdown as the 40 minutes 

comes to an end. If you are still meeting with students have them leave the session and click 

“end meeting for all” and restart the session.   

If you will need to host meetings that last longer than 40 minutes, you can request a Zoom Pro 

account from the IT Helpdesk: helpdesk@otc.edu 

1. Go to → otc.zoom.us  

2. Click "Sign In" in the upper right-hand corner  

3. Click meetings from the left-hand menu  

4. Click Personal Meeting Room from the top menu  

5. Click Start Meeting   

6. Post your Zoom link (see image below) in your course or wherever students will have 

easy access.   

7. Video tutorial for students to Join a Zoom Meeting  

8. How to Join a Zoom Meeting for the First Time (Zoom: The Basics) 

Longish, but covers the very basics… how to download the app on phone or computer; how 

to log in from an invite; how to log in without an invite; how to join with audio; camera 

controls; Zoom Test 

  

https://otc.zoom.us/
https://otc.zoom.us/
https://www.youtube.com/watch?v=hIkCmbvAHQQ
https://www.youtube.com/watch?v=hIkCmbvAHQQ
https://youtu.be/mbbYqiurgeo


    

The NEVERS of Zoom  
● NEVER - JOIN OR HOST A MEETING IN ZOOM - INSTEAD USE THE STEPS LISTED ABOVE   

  
● NEVER SCHEDULE A MEETING IN ZOOM  

  

 

How to Record & Share Recording  
Recording Zoom Session  
Record your Zoom meeting to create tutorials for students. Choosing Record to the Cloud 

means that your recording will be saved in your Zoom account. When you are finished 

recording, end the meeting.  



  

Sharing Link  
Zoom will send you a link via email to your recording. You can then forward this link to your 

students or post the link in an announcement Canvas.   

  



Troubleshooting Your Webcam  
Webcam not working when you’re in a Zoom meeting?  

Try this - In your computer settings, make sure that your privacy settings are set so that your 

camera is accessible.  

  

Zoom Tutorials  

● Zoom 101: Polling (In-meeting)  

● How to use Breakout Rooms  

● Zoom EDU: Share Screen & Annotation  

● How to use Waiting Rooms to Manage Office Hours & Drop-In Visitor Times  

 

  

http://customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDkeoB41lMtoY9gcZKojmsVfkdN-2FKro31TL1mcBe2s-2F1rm6Ye7Yh-2BeN4h76fWmjrWLeynaD6Pms9kk2lAiMKhi2AvzEopwpapMpWUDKaBeszwf8ln644-2FYnjXyZD-2BEuxGH-2FpmMbV-2B6L7MKmj1b2S-2FACBTDGHnJgld1M5w-2F0QpZRFF6-2BYg-2BY1ZuoA9U-2FuVX1HHdg-3D-3DaemO_ManzdCC6RhoHlRMhbDG-2FGaWyVJNlLlU-2Ftgkn7GxhY4wnsrDsmVUFefNqU6c2I4EEgC7bRbMbvZvSSOLh0GvAeqT6o4QZzKRtchZP72A2GUTDZ5h664FxSewH5Uok4SxiMbWaqzazDKg7yGRP4V6iHsf0PBSRvfZzOMM35QM6lIJJGbr-2BmWfKJYywjLq5VdAzVGAz-2Bvq7q-2F4-2BwMcSkqu3tiL4FiDd7rlpqSwJTl9LeVe7RpJNGpAW9rMKF6CowDVfViRyXmlhfeBLLZYc7B9-2FxNJpur4DJm8pyFT-2FJtyjkDeUQyXI3A4v50aZTHXiQJLa25NWrwLQ6rtzh4I3sSga2XmJZUecZTsN6nmHQUL7p5m5I-2BkAGank6-2B1EE-2BF7yd7Rptx41UVOiWcMCy2dtvsyLTyohTtbCd3KeKg6VP31CAcci17Dl2-2F4d-2FgVlVb-2FUavFWTnz9hV-2BZ9rWvgCWh30M36dgazcHQAjsB0rgx8bNsW4HGn3ZqO9voUGRJh9psAcQlN1mHsx53khRSEuRHSxtcYCgZfRIIGk3PTXLCys5b3WvfSiOlv4gU5-2BKAX9zYSktABP-2F-2FuL9Yu-2FqjdncOY0V1klaO5AqN4tc2BJFaHFelZ3lk-2BCc4ucshdaBk3EAEify
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https://youtu.be/QGQkAsKtriU
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