
Accessing the Online Classroom 
1. To access your class, please click on the relevant enrolled level’s meeting room.  

2. Then click on ‘JOIN’ 

 
3. If I haven’t yet logged on, it will come up with a waiting room message.  Once I log in, you 

will be automatically redirected into the classroom. 

  You will then be prompted to select either ‘microphone’ or ‘listen only’.  Please select 

‘microphone’. 

 
 



4. It will then establish audio connection.  You don’t need to do anything…just wait for a few 

seconds. 

You should then be able to hear yourself.  Select ‘yes’ if you can =D 

 
5. You are now in the online classroom! Down the bottom right-hand corner, is a camera icon.  

Select this (I’ve circled it in red). 

 
6. You will be prompted to check your webcam settings.  If all ok, select ‘Start Sharing’. 

 



7. Now you should see yourself added to the top of the screen (there are two pics of me in 

these examples as I was logged on via my phone and computer simultaneously for the 

purposes of these instructions).  

8. If you want to minimise the presentation so that the videos of each other fill the screen, you 

can do so by clicking on the dash that I’ve circled in red.  

 
9. If you just want to adjust the size of the slides in proportion to the videos, hover your mouse 

in the space between the slides and the videos and you will see two little lines and arrows 

which allows you to then click and drag to adjust to your preference. 

 
10. If you want to bring the classroom to full screen, you can do so by clicking on the 3 dots on 

the upper right hand side (circled in green).  And if you would like to watch a brief tutorial on 

how to find your way around the classroom, there is a link the tutorials (circled in red).

o  

11. Over on the left-hand side, you will see your name (students are 

represented by a circle, while my name as the teacher, will be a 

square).  If you click on your name, you will have the option to 

change your status, or to mute yourself.  If you are experiencing 

a lot of feedback or echo, or if there is a lot of background noise, 

I’d ask that you please mute yourself unless I’m asking for verbal 

interaction.  If you forget, no stress, as I have the capacity to 

mute you.  You unmute yourself the same way. 



12. To get rid of the big box that says ‘Welcome to Auslan’ or the ‘Chat’ section, just click on the 

little arrow (circled in red).  To expand it again, just click on ‘Public Chat’. 

 
13. If you want to also get rid of the far left-hand column and only see the video, click on the 

little person icon (circled in red).  To expand it, just click on the little person icon again. 

      
14. If you want to only have my video on the screen and to minimise all other’s camera’s, click 

on the ‘expand’ icon on the top right-hand corner of my video (circled in red).  You will then 

just have me up on the screen.  To minimise this and go back to seeing everyone in the 

room, just click on it again. 

 
15. If you want to focus on a particular person in the class (i.e. make them a little larger while 

still having all others visible, you can click on that persons name on their video screen and a 

little drop down box will appear.  You are then able to hit focus/unfocus or mirror.   

16. If you are finding it difficult to work out whether you are to mirror me or not, you can also 

choose to adjust your view by selecting ‘mirror’ in the same way you select ‘focus’. 

 



17. If you want to type a message into the group chat, you can do so by selecting ‘Public Chat’ 

up the top left-hand corner (circled in red), then typing into the box that comes up down the 

bottom (circled in green). 

  
18. If you need to Private Message me for any reason, you can do so by clicking on my name, 

then selecting ‘Private Chat’ (circled in red), then typing down the bottom (circled in green). 

 
19. Sometimes during class, particularly during games and activities, you will be required to 

interact on the whiteboard/slides.  When this feature is turned on, you will see a panel on 

the righthand side of your screen.  The first icon (pencil) allows you to select if you are going 

to draw, type, etc.  

 



20. The second icon (the dot) allows you to select the width of your drawing.  Most of the time 

you will need to have it on one of the thickest settings.

 
21. The next icon (the square) allows you to select the colour of your drawing.  For most 

activities, you will each need to pick a different colour from each other.

 
22. The final 2 icons (the back arrow and the rubbish bin) allow you to remove your drawings 

from the screen.  The back arrow removes the last stroke you did, whereas the rubbish bin 

removes all of your drawings from the screen.  

 
23. At the end of the class, you can click on the 3 dots on the top right-hand side and select ‘Log-

Out’, or just close your browser. 

We will have a quick crash course in how to use the classroom at the beginning of the first class.  If 

you would like to have a play around prior to the first class, let me know and we can make a time for 

me to open the classroom for you to do so. 

 

 

 


