
 

 
Best Practices for Using Zoom in Synchronous Classes 

 
Note: The most important steps to provide a secure environment for your Zoom meeting is to make sure you know how to 
mute/remove anyone who should not be in the meeting and to set up your room with a passcode and/or waiting room. 
 
How to Mute Participants in Zoom 
 
Go to the Participants Panel. 
Look for the name of the person you want to mute. 
Click the mute button.  

 
 
 
How to Remove Participants in Zoom (2 Ways) 
 
Option 1: 
 
Click on the Security Icon in the bottom panel. 
Click on Remove Participant and look for the name of the person you want to remove. 
Click on the Remove Button.  
 
NOTE: Once you Remove the participant, they will not be able to log back into that room with the account they were removed 
from. 
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Option 2: 
 
Go to the Participants Icon and click on it. 
Look for the name of the person you want to Remove. 
Click on the More Button and then the Remove button. 
Click on the Remove Button in the pop-up window. 
 

 
 
 
Click on the Remove Button in the pop-up window. 
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How to set up your Zoom meeting to include a passcode and/or waiting room.  
 
From within your Canvas Course: 
 
Click on the Zoom link in the left-hand navigation and then the Schedule a New Meeting button. 

 
Enter the name and date of the meeting and scroll down to the Security settings. Make sure to set a Passcode that your 
students will need to enter to access the session. You can also set up a Waiting Room so that students enter that space first 
and you add them to the live room. 
 

  
Click Save.  
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