
ZOOM SETUP GUIDE FOR PVSD EMPLOYEES 

1. Go to https://zoom.us/ in an internet browser. 
 

2. Sign up for the Basic/Free Access zoom account using your ______@pleasantvalleysd.org PVSD ISSUED email 

address ONLY.  No personal email addresses are to be used at any time, for any reason! 
 

3. When you sign up, it will send an email to your email address with instructions for how to set a password and get 

started.  Please set a strong but memorable password. 
 

4. Please make these settings changes on your zoom account before holding a virtual meeting: 

 Meeting Settings Tab 
o TURN ON – Mute Participants Upon Entry 

(This will keep the “noise chaos” down as you start the meeting and then you can unmute participants as necessary.) 
o TURN OFF – Join Before Host 

o UP TO YOU – Turn Chat on or off depending on your meeting needs.  If you only want participants to 

communicate using the video and audio, turn Chat off.  If you do turn on chat, our suggestion is that you 

check the box that restricts participants from saving the chat data. 

o TURN OFF – File Transfer 

o TURN OFF – Feedback to Zoom 

o TURN OFF – Display end-of-meeting experience feedback survey 

o ADJUST SCREEN SHARING – Who can share?  Change to Host Only / Who can start sharing when 

someone else is sharing?  Change to Host Only 

o UP TO YOU – Turn Annotation on or off depending on how you are utilizing zoom.  Keep in mind that if 

annotation is on, other people in the zoom session may be able to use it. 

o UP TO YOU – Turn Whiteboard on or off depending on how you are utilizing zoom.  Keep in mind that if 

annotation is on, other people in the zoom session may be able to use it. 

o TURN OFF – Remote Control 

o TURN OFF – Far end camera control 

o TURN ON – Show a “Join from your browser” link (this is required for students to join the session) 

o TURN OFF – Nonverbal feedback 

o TURN ON – Show a “Join from your browser” link 

 Recording Setting Tab 

o TURN OFF ALL SETTINGS – Turn off all options under recording.  You should NOT be recording 

class/group chats.  If you are trying to record lecture videos to share with the class, you should use 

another software option, not Zoom. 

 Telephone Settings Tab 

o Leave all settings at defaults, except: 

o TURN ON – Mask phone number in the participant list 

TIPS: 

 DO NOT enter any credit card information or subscribe to a paid plan.  PVSD WILL NOT REIMBURSE YOU FOR 

ANY ZOOM EXPENSES.  Use the Basic/Free version only! 

 Only set information in your profile that you are willing to share publicly. 

 Share Zoom “invite” links through Google Classroom or email only. DO NOT post links on your website page! 

Additional resources for proper professional etiquette when conducting virtual meetings: 

 https://blog.gotomeeting.com/7-rules-virtual-meeting-etiquette-every-professional-know/ 

 https://achievevirtual.org/7-rules-for-online-etiquette/ 

 https://zoom.us/docs/doc/Tips%20and%20Tricks%20for%20Teachers%20Educating%20on%20Zoom.pdf 

 https://blog.zoom.us/wordpress/2020/03/20/keep-the-party-crashers-from-crashing-your-zoom-event/ 
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Zoom Settings Pictorial Reference 

 

 



 

 



 

 



 

 



 

 



 



1. Open browser and go to zoom.us 
2. Click on join a meeting in upper right side 

 
 

3. Enter Meeting ID 

 
4. On next screen click on join with your browser link 
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