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Annotating the Screen to Support Learners 

Annotation is a powerful tool for supporting learners with tech skills while on Zoom.  When you 
meet with a learner in-person, you can easily point to areas of the screen or show your own 
device.  During remote sessions, it may be necessary to use annotate to point out next steps 
and locations on the screen or to give feedback or language support. 

 

When to annotate 

 To highlight the next area the learner needs to click on. 
 To clarify a word, question, or instruction 
 To share a translation or new word with the learner. 
 To give some feedback on what is correct / not correct. 

 

Helpful reminders 

 You can annotate on top of a shared document, webpage, photo, or screen. 
 You also use the same controls when you use the whiteboard. 
 You must have annotation turned on in your “In Meeting (Basic)” settings in Zoom.  

Make sure you don’t select “Only the user who is sharing can annotate”.  It is better to 
allow both the learner and you annotating ability for any shared screen. 
 

How annotate a learner’s screen 

Step 1: Check your Zoom settings 

Make sure that Annotation is turned on and you have deselected “Only the user who is sharing 
can annotate”.  This way both you and the client can use annotate. 
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Step 2: Annotate a shared screen 

Ask the learner to share their screen (or you can share your screen).  Turn on the annotation 
bar.  If you are not sure how to annotate the screen, refer to the Meeting Controls – Learner 
Instructions.  

 

Tips for Annotating: 

 Avoid too many annotations on the screen.  If you need to add a lot of annotations.  
Save a copy and then clear all drawings to add new annotations. 

 Stick to bold, dark colours.  This makes it easy for the learner to see. 
 Use no more than 2-3 different colours at a time.  If possible, stick to one colour for one 

purpose.  This helps the learner focus and not get distracted.  For example, you can 
draw in red to circle an icon you want the learner to look at and type/draw in black for 
adding words. 

 Number the steps for the learner to show what they need to click on or do next for the 
tech task they are learning or practicing. 

 Use spotlight or highlight to draw focus to key words or icons. 
 Remember that if you scroll down the page, the annotations will not move.  You need to 

manually select the annotation to move it. 
 Save the annotation and email it later if the learner wants a copy to review.  Or, if the 

learner has the tech skills, they can save a copy themselves. 
 Remember that there are fewer options for annotation on a mobile device.  For 

example, you can draw, but you can’t add a text box. 
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 You can use annotate during sessions on any topic.  You can use this tool to check the 
learner understands or knows the next step.  For example, you can ask the learner to 
draw a circle around where they need to click next.  This is one way to monitor 
comprehension. 
 

How to help learners use annotation 

You can screenshare the learner instructions and videos for how to use annotate.  Email the 
resources before or after the session for the learner’s ongoing reference.  Choose the 
instructions for their device to share only.  This will minimize confusion for lower-level and less 
digitally skilled learners. 

 Learner Instructions: 
o Meeting Controls (Computer) – Annotate the screen 
o Meeting Controls (Mobile Device) – Annotate the screen 

 
 Video for Learners: 

o How to annotate on a computer 
o How to annotate on a phone 

If learners want to annotate on a shared screen or the whiteboard, they need good dexterity in 
using a mouse, touchpad, or touchscreen.  If they haven’t developed this skill well yet, they may 
feel frustrated by the number of mistakes they make.  If this happens, focus on encouraging the 
learner to use highlight and underline instead of drawing letters.  Consider adding some 
practice for basic device skills in following sessions or sharing some resources to help the 
learner develop this more. 

 

Additional resources 

 Video for trainers: 
o Using annotation for remote support 

  

 


