
 

CARMA Zoom Instructor's Guide 

Prior to Short Course 

1. Provide your course description to CARMA for website and promotion efforts. 

2. Provide a course overview video (3-5 minutes) to CARMA. 

3. Select your teaching assistant and share their contact information with CARMA. 

4. Prepare your Short Course dropbox folder. 

a. If you are using your existing folder: request your enrolled participant email list from 

CARMA so you can send them an email to invite them to your folder.  Or you may 

ask CARMA to create a folder for you where you can place your materials and 

CARMA will send an email inviting you and them to have access to the folder. 

b. If you wish to have advanced readings, add them to your folder at least a week before 

class begins and send an email to participants informing them the readings are 

available.  

c. Finalize your other folder content at least 24 hours before short course begins. 

5. Register for Zoom account, noting your zoom username and password. 

6. Review Zoom instructions for instructors and contact CARMA if you have questions. 

Live Test Session (date is announced by CARMA) 

7. Sign into your Zoom account with your Zoom username and password. 

8. Click join button in Zoom application pop up box that will appear. 

9. Enter your Short Course meeting id and password which will be provided to you by 

CARMA. 

10. Follow the instructions of the CARMA test room host. 

During Short Course 

11. At least 15 minutes before start time, log into Zoom using your Zoom username and 

password.  

12. Join the classroom using your Short Course meeting ID and meeting password.  

  



Suggested Structure of Lecture Time 

13. Allow time at the beginning of each section for participant Q&A using 

audio/video/chatbox. 

Note: Chatbox questions will be submitted to your Teaching Assistant who will read them 

for the instructor and participants. 

14. During the lecture, all participants' questions will be sent using chatbox to the Teaching 

Assistant. 

15. During the lecture, at appropriate times your teaching assistant will share the questions 

with you and the class using audio/video. 

16. Allow time at the end of each section for participant Q&A using audio/video/chatbox 

Note: Chatbox questions will be submitted to teaching assistant who will read to the 

instructor 

Suggested Structure of Lab Time 

17. Instructor should announce it is Lab Time and describe the assignment. 

18. Participants may enter their assigned breakout room (and can screen share with others 

including instructor) 

19. Or participants may work alone and not enter a breakout room (Note if they are not in a 

breakout room, they will not be able to screen share with the instructor). 

20. Instructor may visit breakout rooms if requested by participants 

21. Instructor may screen share if needed with individuals or breakout rooms. 

22. Instructor or Teaching Assistant will announce end of the Lab Times using general 

message feature of Zoom breakout rooms. 

23. Participants should return to main meeting after the lab times ends. 


