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Creating Online Classes in Zoom 
 
As Zoom is now integrated with Brightspace, we strongly advise setting up all your Zoom 
‘Meetings’ or online classes via the module on Brightspace. Creating your online classes with 
Zoom in Brightspace means students will have access to the online class links via the module 
without you completing extra steps to import sessions you have created in your Zoom cloud 
account. 
 
Step 1: To create your online classes in Zoom via Brightspace, navigate to the module. Go to 
the main module menu and select My Class. From the dropdown click Zoom. 
 

 
 
Step 2: To create a new online class, click Schedule a New Meeting 
 

 
 
Step 3: The next screen will present you with a number of settings that you can apply for 
your online classes. Begin by naming the online class. If you are creating classes week by 
week then it is advisable to name each class with a ‘week’ identifier, e.g. Week 1 Online 
Class. If you are creating a recurring event, you could name the class ‘Weekly Lecture’ as the 



 

 2 

entry point for students will be the same each time the class runs. You can also give a 
description of the class. 
 

 
 
Next, set the date, time and duration for the online class. Note that the date displays in 
American time format. The time zone however is set to Irish time. At this point you can 
decide to set a weekly online class by using the Recurring meeting options. In this example, 
the class ends after 12 occurrences. 
 

 
 
In the Security settings, keep the Passcode option on. The Waiting Room can be switched on 
if you wish but bear in mind that alerts will trigger when students join the waiting room and 
instructors will have to approve admittance to the class. This could prove to be a difficult 
process to manage when dealing with large cohorts. Consider turning this off if you are 
teaching a large module 
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We strongly advise turning on Only authenticated users can join meetings and selecting 
Restrict to UCD domains. This will ensure that only students who have an account tied to 
their @ucdconnect email can join the session.   
 

 
 
For the final settings of the online class, it is advised that you set both host and participants 
video to off when entering the session. Set participants audio to mute on entry. This will 
reduce background noise occurring as students join the online class. It is recommended to 
choose Record the Meeting Automatically. You can manually stop any class recording in the 
event that you do not want the class documented in this way. Click Save when you are 
finished setting up the online class / classes.  
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Step 4: Your online class settings will appear on a confirmation screen. 
 

 
 
Step 5: The online class (or classes if you have set recurring meetings) will also be displayed 
on the Zoom landing page in Brightspace 
 

 


