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Faculty Zoom User 
Please follow these steps in order, to create a new Zoom account for the first time, or to be sure your 
Zoom account is properly configured for the Fall 2020 semester. 

1. Log out of all applications and close all open web browser windows on your computer before 
you begin.  You don’t want conflicting login issues that prevent you from being successful.   

2. Open Chrome and log into the PeopleSoft portal at https://mycollege.laccd.edu. 
3. Go to Canvas. 
4. Check your Account -> Settings and notice what email addresses you have. 

      
5. If you have two, and one is your username@laccd.edu and the second is username@college.edu 

that is fine.  If one is in blue, you can click on it and re-send the confirmation link.  Go to your 
email and confirm it.  Make the LACCD email address as the preferred email by clicking on the 
star that appears when you run your mouse over the email id. 

6. Open a new tab in Chrome or a new window in Chrome and go to https://laccd.zoom.us.  

 
7. Click on the blue Sign in button.  If you cannot reach this page using the laccd.zoom.us link, you 

need to clear your browser cache and start over at step #1.  If that fails, contact your DE 
Coodinator or Linda Delzeit DelzeiLD@lattc.edu for assistance. 

https://mycollege.laccd.edu/
mailto:username@laccd.edu
mailto:username@college.edu
https://laccd.zoom.us/
https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DDesktop&hl=en
mailto:DelzeiLD@lattc.edu
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8. Since you are already signed into the LACCD Portal, you may not need to sign in again.  If you are 

required to sign in, user your username@laccd.edu full email address and your Portal password. 
9. Once you log in, you should be in your LACCD Zoom account.  Click on your Profile and be sure 

the email address is username@laccd.edu.   
10. Return to the browser tab with Canvas.  Select one of the courses where you are the instructor. 
11. Go down the course menu and find the Zoom link.  Click on it. You should see that your account 

is ready to begin scheduling meetings in Zoom.  If you see an error message, verify that your 
Canvas account has the LACCD.edu email with the star next to it.  If not, make the change by 
running your mouse over the LACCD.edu email and clicking on the star.  If that doesn’t solve the 
problem, contact Linda Delzeit or your campus DE Coordinator for help. 

mailto:username@laccd.edu
mailto:username@laccd.edu
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Canvas Zoom Integration Menu 

 

1. The Get Training link takes all users in the Canvas class to the Zoom.us video tutorial area where 
videos, images, and text can be searched and viewed for how to use all features of Zoom. 

2. Blue button to Schedule a New Meeting is the first step to schedule a new meeting for your 
class. 

3. Upcoming Meetings tab, when clicked, will show all upcoming meetings scheduled for that class 
or for any members of the class.  In the image above, no meetings have yet been scheduled. 

4. Previous Meetings tab, when clicked, will list all previous meetings for the class.  Note: if single 
meetings are scheduled, those meetings will only appear for 30 days.  To keep your meetings 
in the list longer, schedule all meetings as RECURRING, even if you delete all but one of the 
meetings. 

5. Cloud Recordings tab will show all of the recordings for your class meetings, if you recorded to 
the cloud. 

Helpful links for hosts and attendees: 
• Zoom tutorials list 
• Testing computer or device audio 

Scheduling a new meeting 
Here is a sample individual appointment scheduled for a student in your class with a single meeting that 
will not disappear in 30 days. 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials?_ga=2.105164803.1692618985.1597863813-801398751.1592197763
https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
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1. Topic has the student’s first name and meeting time if it occurs other than an exact hour or ½ 
hour. 

2. Description indicates it is an individual meeting.  Description is a teacher’s note to self and only 
shows in teacher’s view when the meeting link is clicked. 

3. Date and time are selected to the nearest 30-minute mark.  Pay attention to the AM/PM 
indicator or the meeting will not schedule. 

4. Duration is selected. 
5. Time Zone is default but can be changed. 
6. Check the recurring meeting and indicate Recurrence sequence, and if a single event, be sure to 

indicate it ends after 1 occurrence. 
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7. Complete the options of your choice.  The default will come from the settings established in the 
user’s Zoom account managed through https://laccd.zoom.us settings for meetings and 
recordings. 

Sample settings appear below but can be changed by user’s preference. 

 

Sample of how the above meeting will appear under the Upcoming Meetings tab: 

 

https://laccd.zoom.us/
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