
Course Leaders: Tony Widdows and Helen Smith

Screen Sharing with Zoom

Two-session course for Zoom Class Leaders: Sep/Oct 2020

This set of slides will be sent to participants after the course
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Update your 
Zoom PC  
‘client’

Zoom updates its software 
frequently to:
• Fix bugs
• Add new features
• Improve usability

You need to install the updates, 
they are NOT automatic.

Here’s how:
• Go to the Zoom Download Centre 

(https://zoom.us/support/downlo
ad)

• The download starts 
automatically

• Save the installer to your desktop
• Open the downloaded file to 

install

Basics

https://zoom.us/support/download
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Update your 
Zoom PC  
‘client’

If you have a Zoom account 
(including a free account): 

• use the Update feature in the 
Zoom app

• Click your image or initials to 
open the menu

• Select Check for Updates

• If an update is available it will 
download immediately

• When downloaded, click the 
Update button

• The update will install

Basics
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Selected features
• Custom gallery view organization

You can drag and drop tiles from the gallery to any position. This 
view won’t shift as people speak or enter.

• Multi-pin and multi-spotlight

Everyone (with host permission) can PIN up to 9 tiles, so you only 
see those videos. The host can SPOTLIGHT up to 9 videos. Pinned 
videos stay across the top.

• Unmute with consent

• Self-select Breakout Room

• High Fidelity Audio mode
option in Advanced Audio settings enhances “Original Audio” mode: 
- disabling echo cancellation & post-processing
- raising audio codec quality to 48Khz, 96Kbps mono/192kbps stereo 
- Professional audio interface, microphone, and headphones 
required.

What’s new?

Current version as at 30 
September, 2020 is 5.3.1

Major improvements in:

• 5.2.2

• 5.3

See 
https://support.zoom.us/hc/en-
us/articles/201361953-New-
updates-for-Windows

Basics
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New View 
menu

The View menu now 
makes it clear which 
view you are showing.

Basics
Host onlyParticipant menu – Full screen

Participant menu – Not full screen
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Sharing the 
Screen

Sharing your screen 
allows you to present a 
wide range of 
resources during your 
session.

Click on the Share 
Screen button

Basics
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Recommended 
Zoom window 
set up

Set up your Zoom screen for 
easiest use:

1. Zoom meeting screen: 

Exit Full Screen

You will then see the Windows 
controls for this screen

2. Set the Windows mode to:

Full screen

Your Participants pane and 
Chat pane can then ‘dock’ to 
the side of the screen.

You can also access your 
Windows task bar when Zoom 
is not Full Screen mode

In Windows’ Full screen modeBasics

NOT in Zoom’s 

Full screen mode
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Sharing the 
Screen

Have all the items you want 
to share open on your 
desktop. Then they will 
appear in the Select a share 
window.

▪ Click on the window you 
want to share.

▪ Click the Share button.

(Or you can just double-click 
the window you want to 
share.)

The participants will not see 
this screen - even if you are 
sharing Zoom windows.

Share desktop 
(this computer 
has 2 screens)

Share menu
Basics

1

2
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What you 
can share

You can share:

▪ Your whole desktop

▪ A whiteboard for writing 
notes

▪ An iPhone or iPad

▪ Any open app, such as: 

▪ Powerpoint slides

▪ File explorer

▪ Video player 
(eg YouTube in a 
web browser)

▪ Word, Excel etc

▪ Tick this box for sound

Basic menu

Basics

Remember to click the 
Share button!
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Other options
in the share 
menu

The Share menu provides 
more options.

Under Advanced options, you 
can choose to:

▪ share just a portion of a 
screen

▪ share music or computer 
sound (without sharing a 
screen) – see more later

▪ share content from a 
second camera (if you have 
one)

Or you can choose to share 
Files under the Files tab.  
Files may be located on 
your cloud accounts or on 
the PC

There are some useful tools 
under the Advanced tab.

Basics

Remember to click the 
Share button!
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Once you 
start sharing 
your screen

The Meeting Control Bar 
moves to the top of the 
shared screen (but is not 
visible to participants)

You can select a New Share
to change the item you’re 
sharing

Remember to Stop Share
when finished so you return 
participants to a 
conversational view

There’s another menu 
under Annotate with 
some useful tools

The Spotlight tool 
enables participants to 
see your cursor more 
clearly.

Basics



13

Moving/Hiding 
the meeting 
control bar

Two ways to avoid the 
meeting control bar from 
hiding other controls:

1. Hide the meeting control 
bar except when you are 
using it by changing one of 
your settings.

OR

2. Move the meeting control 
bar – click and hold 
somewhere outside the 
icons and drag to a better 
position. 

Basics

Turn this off. 
Use the Alt key to show 
the meeting control bar or 
move your mouse over it.

You can access these through the 
audio or video settings available next 
to the microphone and video icons
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Letting 
participants 
share screens

This can be useful, but you can 
control their ability to do this. 

For a Host to control this:

• Press Security at bottom of 
screen, revealing options 
above it

• Check or uncheck “Share 
Screen” (no need to press 
Enter after that)

• Repeat process to let 
participants share again, 
checking Share Screen this 
time

Basics

TIP:  If a participant shares a screen 
and either does not know how to 
stop it or you want to stop it, but 
want others to continue their 
ability to share, select this action 
from your View Options on the top 
toolbar to quickly stop the share  
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Stop 
participants 
sharing their 
screens

Basics

• Ideally, participants 
will stop sharing 
themselves using the 
Stop Share button

• The Host can also 
stop participant’s 
sharing.



16

Allow 
participants to 
annotate the 
Shared Screen

When sharing, the 
Meeting Control Bar 
moves and changes 
options.

Check the More (…) 
button for another menu

(NOTE. Participants 
annotating with a touch 
screen may produce 
better results visually)

Basics
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Participants 
annotating 
others’ shared 
screens

• Participants who have been 
given permission by the host 
to annotate will have a menu 
of tools available

• The annotations stay in the 
same screen position even 
when you change the 
background information  e.g. 
moving to the next slide 

Basics

The presenter will 
probably want to Clear
the annotations, 
possibly after Saving 
them, before moving 
on.
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Once you 
start sharing 
your screen

The Meeting Control Bar 
moves to the top of the 
shared screen (but is not 
visible to participants)

You can select a New Share
to change the item you’re 
sharing

Remember to Stop Share
when finished so you return 
participants to a 
conversational view

There’s another menu 
under Annotate with 
some useful tools

The Spotlight tool 
enables participants to 
see your cursor more 
clearly.

Basics
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Settings for 
screen 
sharing

The Host can control 
whether participants 
can share their 
screens. 

Turn this on/off 
through the Security 
button. 

More sharing options 
are in the menu next 
to the Share Screen 
button.

Basics
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Second camera

A second camera gives you a 
lot of options

Steve Dotto* can switch 
from iPad to actual 
whiteboard or even a sheet 
of paper.

See Steve’s tutorial on 
https://www.youtube.com/watch?v
=NaEHmwQvQxY

Also watch Michael Fayrer
tutorial about using a 
second camera 

https://www.youtube.com/watch?v
=GpBhlDc9GzM*Canadian YouTube 
tech teacher

Basics

https://www.youtube.com/watch?v=NaEHmwQvQxY
https://www.youtube.com/watch?v=GpBhlDc9GzM
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Screen sharing:  
Tips for 
participants

Change the participant 
thumbnail view so you can 
see the whole shared screen.

• Gallery list view

• Single speaker view

• Minimised view

There’s also a full gallery view     
.          when there are enough  
.          participants

You can also move the images 
around the screen, in a group 
to improve your view. Grab 
with mouse and drag.

Basics
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Screen sharing:  
Tips for 
participants

You can also ‘zoom in’ to the 
shared screen.

Under View Options you can 
choose a Zoom Ratio – try 
various levels until you can 
see what you want to clearly.

You can also choose ‘Side-by-
side’ mode where the gallery 
images appear at the side of 
the shared screen rather 
than across the top.

Shared screen 
display

Basics
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Screen sharing:  
Tips for 
participants

Basics

Resize the shared pane 
to give you the best view

Hover over this marker …

… until your cursor 
becomes a two-headed 
arrow

Drag to resize the panes

Shared pane Gallery or speaker view
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Select 
whiteboard

You can share:

▪ Your whole desktop

▪ A whiteboard for writing 
notes

▪ An iPhone or iPad

▪ Any open app, such as: 

▪ Powerpoint slides

▪ File explorer

▪ Video player 
(eg YouTube in a 
web browser)

▪ Word, Excel etc

▪ Tick this box for sound

Basic menu

Basics

Remember to click the 
Share button!
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Sharing a 
whiteboard

The whiteboard has a 
number of options in 
drop-down menus

You can format text or 
drawings, stamp, or 
erase or save your 
work. 

If not saving, clear the 
board before you stop 
sharing.

Zoom 
white 
board
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Sharing an app
on your 
computer

Almost any piece of 
software (app) that runs on 
your computer can be 
shared in a Zoom session.

Before you start: 
• open the app so it will 

appear in the Share 
screen page 

• ‘restore down’ if 
necessary so it doesn’t fill 
the screen

• set it up so it’s at the point 
you want to share

When you share:
• Click the image of your 

app         then click Share

‘Restore down’ button -
reduces the size of the 
window from full screen.

1
2

Your shared App appears 
with a green border 
around it on your screen).

Apps

1 2
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Sharing a 
PowerPoint 
presentation

To show a PowerPoint 
presentation, make sure it 
is running first and select 
the slideshow window.

Recommend: 
• turning Presenter view 

off 
• using ‘browsed by an 

individual’ so you can 
access other apps on 
your desktop. Otherwise 
the SlideShow takes up 
all your screen.

Presenter view gives you two 
PowerPoint windows. Great 
for in-person presentations, 
but hard to manage with 
Zoom.

Apps

If you want to show a 
video click Share 
computer sound box

Videos inside 
PowerPoint need to 
be EMBEDDED
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PowerPoint
tips

• Use diagrams rather
than a lot of text

• Send your slide pack to 
your class as a .pdf soon 
after they see it. 
[file>export]

• Use animation to 
gradually show what you 
want to convey (e.g. the 
red arrows)

• Audio and video items can 
also be embedded in 
PowerPoint

Participants  
don’t need to 
have PowerPoint 
installed.
Participant can 
click on weblinks

Apps

https://www.google.com/search?client=firefox-b-d&sxsrf=ALeKk00_xNHuvo27ARvifQWDGZe3TFHPBQ%3A1600251437683&source=hp&ei=LeZhX_bUJ9L99QOK-o2YDA&q=exporting+powerpoint+to+pdf&oq=exporting+PowerPoint+t&gs_lcp=CgZwc3ktYWIQARgEMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADICCAAyAggAMgIIADoECCMQJzoFCAAQsQM6CAgAELEDEIMBOggILhCxAxCDAToLCC4QsQMQxwEQowI6AgguOgoIABCxAxBGEPkBOgUILhCxAzoICC4QxwEQrwE6BggAEBYQHlD8Dli_SGDTWGgCcAB4AIABjAKIAYYhkgEGMC4yMS4zmAEAoAEBqgEHZ3dzLXdpeg&sclient=psy-ab
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Sharing a 
web page

To show a web page, make 
sure:
• your browser* is open
• the tab with the content 

you want to share is open

Once your browser is being 
shared, you can switch tabs 
and Zoom should switch 
with you.

! Use the New Share 
button momentarily to 
check what participants can 
see without interrupting 
their view.

If you want to show a 
video click ON Share 
computer sound

Apps

* Chrome, Edge, Firefox, Safari …

1

3

4
2
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Options
• Share via email (current approach for many)

• Add document as an attachment to email

• Share via Cloud storage:
• Use a free cloud account for your classes (and only these)
• Create a link to the document
• Share the link in email
• Provide explanations of how to download

• Cloud storage usually allows you to create a link to a document
• Share this link in chat
• Participants just click the link and the document is available in the 

browser to download
• Chat can be saved by participants for future use

• Zoom offers ‘File sharing in Chat’
• Sets up a link between Zoom and your Cloud storage – security risk & 

several extra steps, including logins at both ends
• Shares link to file in chat
• Participants need to copy the link and paste in browser

Sharing 
documents

• When sharing 
documents, consider:

• Your skills in sharing 

• Your participants 
skills in downloading



✓

✓

✓

Docs

This option is not 
allowed on U3A’s 
shared accounts
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Sharing 
videos

You can share YouTube videos, 
but have the video ready on 
your desk top – and 
downloaded to your 
computer if possible. (“4K 
Downloader” is one way)

If the sound does not go to 
the meeting participants, you 
forgot to click on Share 
computer sound!

Go back to the Share screen 
and turn it on!

Try Optimise Screen Sharing 
for video clip – it may improve 
the quality (but often doesn’t: 
not known what this does!).  

Videos often don’t work because of 
the time delay in downloading 
the video to your computer and 
then up again to Zoom.

Alternative is to upload to YouTube 
and let everyone watch it from their 
own device (step out of Zoom to do 
this. Take care of copyright!)

!

Videos, 
images

https://www.4kdownload.com/products/product-videodownloader
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Sharing videos 
already on 
your PC

Have the downloaded video(s) 
open on your desktop in your 
Video Player of choice.

You can use most Video Player 
apps, such as VLC, Windows 
Media Player, Windows Films 
and TV, or VLC player (all 
above are free but you need to 
download some; VLC is very 
versatile)

Become familiar with 
whichever player you choose 
to use, and construct a Play 
List

Videos, 
images

If you use VLC, uncheck this under 
Tools>Preferences>Interface 

Settings to make using playlists 
easier.

If you use Windows “Films and 
TV”, set up a new Video Folder 
and place your videos in order in 
it.  Use Next or Back buttons to 
move through Play list
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Play more than 
one video in a 
session

• Create a playlist so you 
can move to each video 
in turn from the same 
App

• E.g. for VLC media 
player, find the videos in 
File Explorer, RIGHT click 
on each in turn and 
select ‘Add to VLC media 
player’s Playlist

• Make sure the App is 
available to start  during 
the class.

Videos, 
images

Playlist 

Videos 
to play
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Embed a 
video in 
PowerPoint

For best results:

• Have the video 
downloaded to your PC

• Embed the video in 
PowerPoint

• This is the preferred way if 
your Internet or WIFI is 
not fast or reliable 

Videos, 
images

Insert Tab 
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Embed a 
video in 
PowerPoint

Preferred Way.

• Download the video to your 
PC before your class.

• Embed the video in 
PowerPoint

• This is preferred if your 
Internet or WIFI is not fast or 
reliable 

Alternative Way

If your internet is fast and 
reliable, you can  embed just 
the URL of the video into the 
PowerPoint.  It will play within 
PowerPoint.  Change size as 
needed and set timing with 
Animations 

Videos, 
images

Video is streamed TO your PC at 
the same time as FROM your PC 
to participants.  This takes more 
bandwidth so only works with 

good Internet and WIFI.
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Sharing 
images from 
your PC

• Locate the image in File 
Explorer before class 
and open it ready.

• For several photos, 
open them all, or use 
your Photos App to 
move between them.

• Share Screen and locate 
the correct photo App.

• Click Share

Videos, 
images
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Sharing 
Images from 
the Web

1. Prepare

Go to the web page. Right click on 
the image “Save Image as” and save 
it e.g. to desktop

Open file using your default photo 
viewer.

Make sure this is left open when 
you join the Zoom meeting.

2. In the meeting

Open “Share Screen” and choose 
the App with the image (a blue or 
green frame appears around what 
you share)

Click “Share”. Participants then see 
the same photo

Press Stop Share to revert to normal 
meeting

1

2

3

Videos, 
images
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Sharing 
screengrabs

1. Prepare

You’ll need a screen capture utility 
on your computer. The built-in 
Windows 10 ‘snip and sketch’ works 
well. 

2. Capture

a) Open Snip & Sketch by holding 
down the Windows key () and the 
shift key () and tapping the S key.

b) Click the tool you want to use.
• Rectangular area – drag your 

mouse across the area you want 
to capture

• Window – click the window you 
want to capture

If you want to share what your 
Zoom screen looks like, you may 
need to change some settings in 
your Zoom online portal.

Videos, 
images

 -  - S
Use Windows-Shift-S to open this menu.

Snip any 
rectangular 

area

Snip any 
shape

Snip a 
window

Snip whole 
desktop

(U3A shared Zoom accounts do not allow tutors to 
have access to the online portal)
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Connect your 
iPhone /iPad 
to PC

1. Bring up the Control Panel 
on your device:

▪ pull up from the bottom 
– older iPhones

▪ pull down from the top –
newer iPhones and iPads

2. Tap on Screen mirroring
3. Choose your device to 

mirror

You can also connect your iPad 
or iPhone to your computer via 
a cable
or use AirServer (software to 
display iPhones on PC - about 
A$30)

Share 
iPhone 
or iPad
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Sharing an
iPad or iPhone 
on your PC

▪ Select iPhone/iPad 
and click the Share 
button

▪ Follow the pop-up 
instructions

You can:

▪ Show any app on 
your iPhone or iPad

▪ Use your phone’s 
back camera to show 
objects, printed 
documents etc

Share 
iPhone 
or iPad
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Sharing 
Music

In the Share pop-up, under 
Advanced Options, you can 
choose to share music or 
computer sound (without 
sharing a screen)

• Click the Share button to start

• Run the music from your 
preferred music player software

• Set the volume controls low 
(10% on mine) and allow 
participants to adjust

Alternative: A portable speaker as close as possible to the 
microphone. Control it from a device where you can 
easily pause the music.
You’ll need to increase the volume on your speaker.
The quality won’t be as good as Sharing computer sound

Tip: Insert a short gap between music items if you want to 
explain before the next segment.

Music
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Sharing Music 
(contd.)

If you want to be able to 
choose new items from your 
playlist, try rearranging your 
windows like this.

Then you can easily switch 
between the two.

• Zoom meeting 
(not maximised)

• Preferred music playing 
software in background (not 
maximised)

OR use Windows keys to 
arrange apps side-by-side.

• Click an app then use ← to 
fit to left side or → to fit to 
right side

Not in Zoom’s Full screen mode

Not in Windows’ Full screen modeMusic

Windows-left arrow 

(←) to dock to left

Windows-right arrow 

(→) to dock to right
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Synchronising 
audio with 
visual stream

Occasionally the participant’s 
audio stream will lag behind 
the visual stream.  Resyncing 
as below sometimes fixes this.

To ‘resync’, participants 
should: 

1.click on the button next to 
the microphone to open a 
menu

2.‘Leave Computer Audio’
then

3.‘Join Audio’ then

4.‘Join with Computer Audio’

Music

1

3

4

2
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Some web 
references

Refs

• Zoom’s own help section on screen sharing

• General teacher training video which includes a lot on sharing

• Zoom’s help section on Whiteboards

• Managing a Zoom whiteboard 

• Using a phone or tablet as a whiteboard in Zoom

• 7 Zoom Screen Share Tips Every User Should Know!

• Using a second camera on Zoom  

• DottoTech on screen sharing

• Tips for dance teachers

• Sound sharing tips for fitness classes – by a music teacher

• DottoTech Zoom Audio Tips - For Music Teachers and Fitness Instructors

Some basic Zoom videos

Screen Sharing

• A good basic intro video

• How To Create A Free Zoom Account - Quick & Easy!

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://www.youtube.com/watch?v=1ZRf6hA1ejk&feature=youtu.be
https://support.zoom.us/hc/en-us/articles/205677665
https://filmora.wondershare.com/video-call/zoom-whiteboard.html
https://uvacollab.screenstepslive.com/s/help/m/integrations/l/1220021-how-do-i-use-a-phone-or-tablet-as-a-whiteboard-in-zoom
https://www.youtube.com/watch?v=25Awq_v1Zms&ab_channel=Simpletivity
https://whttps/www.youtube.com/watch?v=GpBhlDc9GzM
https://www.youtube.com/watch?v=NaEHmwQvQxY
https://www.youtube.com/watch?v=rW3U2Fv2CY8
https://www.youtube.com/watch?v=uM22_Jw2hqI&list=PLY7vGkG6_TbL_ip2N9buWfAb3rXRCQ_oD&index=3&t=7s&ab_channel=MusicRepo
https://www.youtube.com/watch?v=qpoEXQ4Rqds
https://www.youtube.com/watch?v=hI32Xk2Va7M&ab_channel=CreativeLifeCenter
https://www.youtube.com/watch?v=TRX7Bt0ekaw&t=22s&ab_channel=Techademics

