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Menu Bar
Chat
• Please say Hello in the chat and join in! Please try to use it to speak with other
participants and not to ask questions, use q and a for that so we make sure your
important question doesn’t get missed!
Closed Captions/CART
• Captions are available in all sessions. Select the CC button .
ASL Sign Language
• The interpreter will be one of the panelist boxes.
• If you can’t see them make sure you are in gallery view.
• You can adjust the size of the PowerPoint and presentation boxes by moving the line
over on the right of the screen.
Q&A
• To ask a question select the Q&A box and write a question.
Unmuting
• If you want to add to the conversation by phone or microphone you can raise your
hand by selecting the hand raise option. Or pressing *9 on the phone.

The Basics
• Webinars Versus Meetings
• Planning a Webinar
• Zoom Participation including Membership Options
• Hosting a Webinar/Meeting
• Diving Deeper into lesser know options
• Back to the Basics
• Joining a webinar/Meeting multiple platforms
• Participating in a webinar/Meeting

Goals for Today’s Presentation

Why
Me?

Zoom Can be Overwhelming

Recommendations for Event Planning

Webinar Format
Introduce your funding source if any.
Hosting a Webinar
Zoom Prerequisites
Broadband, good computer, camera and built-in or ancillary microphone
Backup plan (PC or laptop or Co-host to run meeting while you call in via phone)

Recommendations for Event Planning

Speaker Preparation for Interpreters

Work with presentation team to make sure they understand how to make their presentation style work better
with interpretation.
Slow down the pace a bit.
Make sure to give a moment before switching to a new slide to let the interpreter finish up on the existing slide.
If using annotations or highlighting individual points on a slide, pause between pointing out different items so
there is no confusion as to which one you are referencing when the interpreter is translating.
Work on reducing the use of words that might not translate well or convey the same meaning in another language.
Discuss how to use the webinar tools and what features are available to the presenters. Also make sure everyone
knows whom they should turn to if they have questions or problems during the webinar — and how they can
reach them.

Recommendations for Event Planning

Assemble an effective webinar coordination team
Align a webinar theme to the expectations of the
audience
Consider a webinar planning checklist
Share webinar organizational documents
Plan early and devise a calendar of regular activities

Fadlelmola FM, Panji S, Ahmed AE, Ghouila A, Akurugu WA, Domelevo Entfellner J-B, et al. (2019)

Choose a user-friendly webinar platform
Zoom, GoToMeeting, Adobe Connect
Select theme specific expert presenters (with back-up speakers on stand-by)
Announce webinars through all outlets (colleagues, mailing lists and social
media platforms)
Allocate time for the platform orientation
Assess and evaluate what works and what doesn’t (Run throughs multiple)
Consider a post webinar survey (use polling function; if possible)

Fadlelmola FM, Panji S, Ahmed AE, Ghouila A, Akurugu WA, Domelevo Entfellner J-B, et al. (2019)

Zoom Basics for Webinars

Meetings versus Webinars
• The Meeting and Webinar platforms offer similar features and functionality
but have some key differences.
• Meetings are designed to be a collaborative event with all participants
being able to screen share, turn on their video and audio, and see who else
is in attendance.
• Webinars are designed so that the host and any designated panelists can
share their video, audio and screen. Webinars allow view-only attendees.
They have the ability to interact via Q&A, Chat, and answering polling
questions. The host can also unmute the attendees. Attendees in webinars,
can not rename themselves as well.
https://support.zoom.us/hc/en-us/articles/115005474943-Meeting-and-webinar-comparison

Meetings

Webinars

Zoom meetings are ideal for hosting
more interactive sessions where you’ll
want to have lots of audience
participation or break your session into
smaller groups
• Small to large groups (2+ participants)
for:
Customer-facing meetings
• Sales meetings
• Training sessions

Webinars are ideal for large audiences
or events that are open to the public.
Typically, webinar attendees do not
interact with one another.
Large events and public broadcasts
(50+ attendees) such as:
• Town halls
• Quarterly updates
• Educational lectures

Free and Paid subscription
options available.

Paid Add-on, available to Pro or
higher subscriptions.

https://support.zoom.us/hc/en-us/articles/115005474943-Meeting-and-webinar-comparison

Getting Started - Joining Zoom
Required for hosting Webinars
Having a Zoom account allows you to create your own
Meetings or Schedule Webinars.

Frequently asked questions – Zoom Help Center
support.zoom.us › en-us › articles › 206175806-Frequent.

*

*https://broadbanddeals.co.uk/how-to-get-around-the-40-minute-limit-on-zoom/

https://zoom.us/pricing/webinar

Creating a Zoom Account on a PC:
To sign up for your own free account, visit zoom.us/signup and enter your email address.
You will receive an email from Zoom (no-reply@zoom.us).
In this email, click Activate Account.
Signing into your Zoom account on the web.
You can login to your Zoom account on the web at any time, at zoom.us/signin.
Once you're
logged in, use
the panel on
the left side to
navigate the
Zoom web
portal.
You can update
your profile,
schedule a
meeting,
webinar, edit
your settings,
and more.

Getting Started with Webinar

• Zoom Video Webinar allows you to broadcast a Zoom meeting to up to 10,000 viewonly attendees, depending on the size of your webinar license. Webinar licenses
start at a capacity of 100 participants and scale up to 10,000 participants. As the
host or a panelist, you can share your screen, video, and audio in a webinar, while
attendees can use the chat or question and answer options to interact with the host
and panelists.
• Webinars can require preregistration—with the option for the host to add custom
registration questions—or registration can be turned off for attendees to join by
simply clicking a link at the time of the webinar. Webinars can be held once, can
reoccur in a series, or can be the same session held multiple times.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Registration Approval
There are two approval methods for webinars that require registration
• Automatically Approve - All registrants to the webinar will automatically
receive a confirmation email with details on how to join the webinar.
• Manually Approve - The host of the Webinar will manually approve or
decline a registrants approval. If a registrant is approved, they will receive
an email with details on how to join the webinar.
• Webinars that require registration will have registration
customization with Webinar Reports including the custom fields.
• For a video with step by step guidelines go to: https://support.zoom.us/hc/enus/articles/204619915

https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Scheduling a webinar with registration
1.Sign in to the Zoom web portal.
2.Click Webinars. You will see a list of scheduled webinars.

https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

•Topic: Choose a topic/name for
your webinar.
•Description: Enter an optional
webinar description—this will be
displayed on your registration
page.
•Use a template: If you have
previously created webinar
templates, you can choose one of
them to apply to this new webinar.
•When: Select a date and time for
your webinar.
•Duration: Choose the
approximate duration of the
webinar. Note that this is only for
scheduling purposes. The webinar
will not end after this length of
time.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Other Options
Recurring webinar: Check if you would like a recurring webinar i.e. the meeting ID
will remain the same for each session. This will open up additional recurrence
options.
Recurrence: Select how often you need the webinar to recur: Daily, Weekly,
Monthly, or No Fixed Time. It can recur up to 50 times. If you need more than 50
recurrences, use the No Fixed Time option. It is not possible to schedule a
registration webinar with No Fixed Time.
The other recurrence options will depend on how often the meeting recurs. You can
configure the meeting to end after a set amount of occurrences or have the
recurring meeting end on a specific date.
List this webinar in the Public Event List: If your account has the Public Event
List enabled, check this option to include this webinar in the list.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Registration
•Registration: Check this to require registration. If registration is required and the
webinar is a reoccurring event, specify one of the following options:
•Attendees register once and can attend any of the occurrences: Registrants
can attend all of the occurrences. All dates and times of the webinar will be listed
and the registrant will be registered for all occurrences.
•Attendees need to register for each occurrence to attend: Registrants need to
register separately for each occurrence to attend. They can only choose one date
and time on the registrant page.
•Attendees register once and can choose one or more occurrences to attend:
Registrants register once and can choose one or more occurrences to attend. They
will need to select which dates and times they would like to attend and they will
only be registered for those occurrences. They can choose multiple options.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Registration - Controls
•Webinar Passcode: Check this if you require participants to enter a passcode to join your webinar
and edit the required passcode here. If joining manually, participants will be required to input this
passcode before joining your webinar. It will be included in the registration confirmation email and if
they join by clicking the link in this email, they will not need to enter the passcode.
•Video: Select whether video can be enabled or not during the webinar.
•Host: Choose if you would like the host's video on or off when joining the webinar. Even if you
choose off, the host will have the option to start their video.
•Panelists: Choose if you would like the participants' videos on or off when joining the webinar. If you
choose off, panelists will not be able to turn their video on unless you change this setting in the
webinar.
•Audio: Choose whether to allow participants to call in via Telephone only, Computer Audio only,
Telephone and Computer Audio (both), or 3rd Party Audio (if enabled for your account).
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Webinar Options
Additional options that give you greater control of the webinar.
•Q&A: Check this if you would like to use a question and answer panel in your webinar.
•Enable Practice Session: Check this to start the webinar in a practice session instead of a
live broadcast.
•Only authenticated users can join: Check this option if you require users to be signed-in
to a Zoom account before joining your webinar.
•Make the webinar on-demand: This will automatically record the webinar in the cloud and
share a link with all registrants.
•Record the webinar automatically: Check this option to automatically record the webinar.
Choose if you want to record the webinar locally (requires the host to join via a desktop
computer) or the Zoom cloud.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Webinar Options
•Schedule For: If you have scheduling privilege for another user, you will be
able to choose who you want to schedule for from the drop down. They will also
need to be a Licensed user and have a webinar license.
•Alternative Hosts: Enter the email address of another Zoom user who is
Licensed, on your account to allow them to start the meeting in your absence.
•Interpretation: Enables the inclusion of interpreters.
•Enable language interpretation: Check to allow the host to designate
participants as interpreters on the web portal or during a Zoom session.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Webinar Options
•Click Schedule.
•Your webinar is now scheduled. Under Invite Attendees, you can copy the
join link or the invitation to share with your attendees.

https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

How to add a panelist to a webinar

1.Sign into the Zoom web portal.
2.Click Webinars.
3.Click the topic of the webinar you want to add panelists to.

https://support.zoom.us/hc/en-us/articles/115005657826-Inviting-panelists-to-a-webinar

Adding a panelist to a webinar

•Select Add Another Panelist to add more panelists. Press Save to send invites to the new panelists entered.
You can add up to 300 panelists, depending on meeting capacity
•You can delete and add panelists any time prior to the Webinar
•If you checked Send Invitation Email to Panelists Immediately, they will be sent an email invitation after you
click Save.
https://support.zoom.us/hc/en-us/articles/115005657826-Inviting-panelists-to-a-webinar

Adding a panelist to a webinar
If you checked Send Invitation Email to Panelists Immediately,
they will be sent an email invitation after you click Save.

https://support.zoom.us/hc/en-us/articles/115005657826-Inviting-panelists-to-a-webinar

Roles in a webinar
Overview
There are multiple roles available for a webinar: host, cohost, panelist, and attendees. The role that you have in the webinar
will be designated by the host.
The host of the webinar is the user who the webinar is scheduled under. They have full permissions to manage the webinar,
panelists, and attendees. There can only be one host of a webinar. The host can do things like stop and start the webinar,
mute panelists, stop panelists' video, remove attendees from the webinar, and more.
Co-hosts share many of the controls that hosts have, allowing the co-host to manage the administrative side of the webinar,
such as managing attendees or starting/stopping the recording. The host must assign a co-host. Co-hosts cannot start a
webinar. If a host needs someone else to be able to start the webinar, they can assign an alternative host.
Panelists are full participants in a webinar. They can view and send video, screen share, annotate, etc. You must be assigned
panelist permissions by the webinar host. The host can also disable some features for panelists, including starting video,
sharing your screen, and recording. Learn how to add and invite panelists as a webinar host.
Attendees are view-only participants who can be unmuted if the host chooses. Their view of the webinar is controlled by the
host. They can interact with the host and the panelists through the Q&A and the chat. Learn about joining a webinar as an
attendee.
https://support.zoom.us/hc/en-us/articles/360000252726-Roles-in-a-webinar

Starting a webinar
There are a few ways that you can start your webinar.
Sign in to the Zoom web portal and click Webinars. Find the webinar, and click Start.

In the Zoom client, click on the Meetings tab. Find the webinar, and click Start.

If you have added this to your calendar, click on the link displayed on your calendar reminder.
Make sure that you are logged into your Zoom account before clicking the link.
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar

Joining a webinar by invitation link
To join the webinar, click the link that the host provided you or that you received in the confirmation page after
you registered. If the host sent a registration confirmation email, the link can also be found there.

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

.

Manually Joining a Webinar
Locate the 9-digit meeting ID/webinar ID from your registration email. It may appear at
the end of the phone dial-in information, or it will be in the join link, just after
https://zoom.us/w/
Sign in to the Zoom Desktop Client or Mobile App.
Click or tap Join a Meeting.
Enter the 9-digit webinar ID, and click Join or tap Join Meeting.
If prompted, enter your name and email address, then click Join Webinar or tap Join

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Webinar Options
and Tools

Overview
As an attendee, you can virtually raise your hand, submit questions in Q&A, and send
messages to others.
Note: Some attendee controls won’t be available if disabled by the host. If you have
additional controls not shown here, you may be a co-host or panelist in a webinar or an
attendee in a meeting.

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Question & Answer: Open the Q&A window, allowing you to ask questions to the host
and panelists. They can either reply back to you via text in the Q&A window or answer
your question live.
Host Options:
Allow anonymous
questions: Check this
option to allow participants
to send questions without
providing their name to the
host, co-host, and
panelists.
Allow attendees to view:
Check either if you want
attendees to be able to
view answered questions
only or view all questions

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Audio Settings (only visible if the host hasn't granted you permission to talk): Change your
audio settings. You can also click the upward arrow (^) next to change your speaker.
Unmute/Mute: If the host gives you permission, you can unmute and talk during the
webinar. All participants will be able to hear you. If the host allows you to talk, you will
receive a notification.

Note: You can still access the audio settings by click on the ^ arrow next to the
Unmute/Mute button.

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Chat: Open in-meeting chat, allowing you to send chat messages to and send a message to
the host, panelists, and attendees (if permitted).
Accessing in-meeting chat
Video only or while viewing a screen share
While in a meeting, click Chat in the meeting controls.
This will open the chat window. You can type a message into the chat box or click on the
drop down next to To: if you want to send a message to a specific person.

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Raise Hand: Raise your hand in the webinar to indicate that you need something from the host. The host may
instruct you on how they plan to use this. Many webinar hosts use this feature to know if an attendee has a question
and would like to speak out loud.

https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-

Closed caption in a webinar, can be typed by the host, co-host, or a panelist assigned by the
host. You can type the closed captions directly via Zoom or you can integrate a third party
service. Learn how to view closed captions on the desktop client / mobile app and in Zoom
Rooms.
You can also integrate a third-party closed captioning service using a REST API.
Enabling closed caption
Account
1.Sign into the Zoom web portal
2.In the navigation panel, click Account Management then Account Settings.
3.Click the Meeting tab.
4.Verify that Closed Caption is enabled.
5.If the setting is disabled, click the toggle to enable it. If a verification dialog displays, click Turn On to
verify the change.
6.(Optional) If you want to make this setting mandatory for all users in your account, click the lock
icon, and then click Lock to confirm the setting.

https://support.zoom.us/hc/en-us/articles/207279736-closed-captioning

Polling

Polling
The polling feature for webinar allows you to create single-choice or multiple-choice polling
questions for your webinars. You will be able to launch the poll during your webinar and
gather the responses from your attendees. You also have the ability to download a report of
polling after the webinar. Polls can also be conducted anonymously, if you do not wish to
collect attendee information with the poll results.
Hosts and co-hosts can launch polls, but only the host is able to create new polls. Hosts and
co-hosts are also not able to vote in polls themselves. When launching the poll, they can
choose whether or not panelists are able to participate.
You can have 25 polls added per scheduled webinar.

Adding polls before your webinar
1. Go to the Webinars page and click on your scheduled webinar. If you
do not have a scheduled webinar, schedule a webinar now.
2. From the webinar management page, scroll to the bottom and click
Polls.
3. Click Add to begin creating the poll.

4. Enter a title and your first question.
(Optional) Check the Anonymous box to make keep the participant's
polling information anonymous in the meeting and in the reports.
Select whether you want the question to be a single choice
(participants can only choose one answer) or multiple choice question
(participants can choose multiple answers).
5. Type in the answers to your question and click Save at the bottom.

https://support.zoom.us/hc/en-us/articles/203749865-Polling-for-webinars

6. If you would like to add a new question, click + Add a
Question to create a new question for that particular poll.
You can have a maximum of 10 questions per poll.
7. You can add more polls by repeating Step 2. You can have
up to 25 polls per webinar. During the Webinar, all
questions under a single poll will be asked at once. You can
create additional polls to ask questions at a different time
during the webinar.

Launching polls during your webinar
1.When you are ready to launch your poll during the webinar,
click Polling
in the host controls.
2. Click Launch Poll. You can also:
Click the arrow next to the poll name to select a different
poll. Click Edit to edit the poll questions. This will open a
page in your web browser where you can edit the
questions. Click Allow panelists to vote if you would like
to include your panelists in the poll.
3. When you are finished polling, click End Poll.
By clicking Polling, you can also relaunch the polls or share the
polling results with the attendees.
Polling results can also be found under Webinar Reporting.

Interpreters

To enable Language Interpretation,
choose the option Generate
Automatically for the Meeting ID.
Language interpretation cannot be
used with Personal Meeting ID (PMI).
ASL Interpreters For Zoom Webinars:
The webinar host must assign the
interpreter/s as “panelists.” This allows
the interpreter/s to “start video” and
be visible on screen while the webinar
host is sharing their screen or
PowerPoint. When it’s time for the
interpreter to switch with their team,
the “off” interpreter simply starts their
video, appears on screen, and the “on”
interpreter can finish their
interpretation then stop video.

https://support.zoom.us/hc/en-us/articles/360034919791Language-interpretation-in-meetings-and-webinars

Attendees:
When the meeting or webinar starts, the
host can start the interpretation feature,
which will allow the interpreters to provide
their own audio channels for the language
they are translating to. Attendees can then
select the audio channel to hear the
translated audio in their language of choice;
they can also choose if they want to hear the
original audio at a lower volume.
Cloud recordings of interpretation sessions
will only record the original audio of the
meeting or webinar, not the translations.
Local recordings of interpretation sessions
will record any audio the person recording
can hear, but not multiple audio channels.

https://support.zoom.us/hc/en-us/articles/360034919791Language-interpretation-in-meetings-and-webinars

Recording

Local recording is available to free and paid subscribers. Local recording allows participants
to record meeting video and audio locally to a computer. The recorded files can be uploaded
to a file storage service like Dropbox, Google Drive, or a streaming service like YouTube or
Vimeo.
Limitations
Local recordings don't support the following features:
• Display timestamp in the recording
• Display participants' names in the recording
• Record Active Speaker, Gallery View and shared screen separately
• Audio transcription
• Shared screen recording layout with active speaker thumbnail or without any thumbnails (local
recordings will always show a thumbnail gallery view with the shared screen)
• Record using the iOS or Android app
• If you require these features, use cloud recording.

Starting a local recording
The host must record the meeting or grant the ability to record to a
participant.
1. Start a Zoom meeting as the host.
2. Click the option to Record.
3. If there is a menu, select Record on this Computer.
Hosts will see the following recording indicator in the top-left corner while
recording is active.
Participants will see the following indicator in the top-left corner while the
recording is active.

https://support.zoom.us/hc/en-us/articles/201362473-Local-recording

Recording (continued)
Click Participants to see which participants are currently recording.
Note: Dial-in participants will hear a message informing them that the meeting is now being recorded
unless disabled by the host.
After the meeting has ended, Zoom will convert the recording so you can access the files.
Once the conversion process is complete, the folder containing the recording files will open.
Note: By default, the audio/video file (MP4) will be named Zoom_0.mp4. The audio only file (M4A) is
named audio_only.m4a.

Screen Sharing

While in a meeting, you can share the following content:
•Entire desktop or phone screen
•A specific application
•A portion of your screen
•Whiteboard
•Device audio
•Content from a second camera
•iPhone/iPad screen
Note:
•The host can disable participants' ability to share their screen.
•For Free/Basic accounts, screen sharing is set to Only Host by default.
•In a webinar, only the host, co-hosts, and panelists can share their screen.
•If you're using the desktop client, you can show Zoom windows during screen share.

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen?zcid=1231

Sharing your screen or content
1. Click the Share Screen button
located in your meeting controls.
2. Select one of these screen share
options: Basic: Share your entire
desktop, specific application
window, whiteboard,
or iPhone/iPad screen.

Share Screen Menu
When you start sharing your screen,
the meeting controls will move into a
menu that you can drag around your
screen.

Breakout Room

Overview
Breakout rooms allow you to split your Zoom
meeting in up to 50 separate sessions. The
meeting host can choose to split the
participants of the meeting into these
separate sessions automatically or manually,
or they can allow participants to select and
enter breakout sessions as they please. The
host can switch between sessions at any
time.
Note:
•Make sure to enable breakout rooms before
following this article.
•You can also pre-assign participants to
breakout rooms when you schedule the
meeting instead of managing them during
the meeting.
•Breakout room participants have full audio,
video, and screen share capabilities.
•Take note of any limitations of breakout
rooms.
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms

Other Features
Settings

Zoom Settings:
Audio and other options

Zoom Video Settings

Zoom Audio Settings

Zoom Background & Filter Settings

Other options will be covered in Host section. For more go to:
https://www.youtube.com/embed/hIkCmbvAHQQ?rel=0&autoplay=1&cc_load_policy=1

Attendee controls in a meeting:
When you join a Zoom meeting hosted by another user, you are considered an
attendee. The user who scheduled the meeting or was selected to be the alternative
host (if the host is unable to join) will have host controls.
Attendees have access to these features:

Mute / Unmute: Mute and unmute your microphone.
Start Video / Stop Video: Turns your camera on or off.
Participants: See who's currently in the meeting and invite others.
You can also access to these options:
Rename: Hover over your name, click More, and choose Rename to change your screen name displayed to other participants.

https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting

Rename: Hover over your name, click More, and choose Rename to change your screen name displayed to other participants.

https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting

Non-verbal feedback icons (if enabled by the host): Places an
icon beside your name to quickly notify the host.

Share Screen: Start a screen share (if the host allows). You will be able to select the desktop or application you want to share.
Learn more.
Chat: Access the chat window to chat with the participants. Learn more.
Record: Start or stop a local recording. Attendees do not have access to start a cloud recording. Learn more.
Note: The host will need to allow local recordings in their account settings, then give you permission to record. If you don't
have permission to record, use the in-meeting chat or audio to ask the host for permission.
Leave: Leave the meeting while it continues for the other participants. Only the host can end the meeting.

The host controls will appear at the bottom of your screen if you are not currently
screen sharing.
Menu Bar options will change based on host functions (allowed and enabled)
Mute/Unmute: This allows you to mute or unmute your microphone.
•Audio controls (click ^ next to Mute/Unmute): The audio controls allow you to
change the microphone and speaker that Zoom is currently using on your
computer, leave computer audio, and access the full audio options in the Zoom
settings.
Start/Stop Video: This allows you to start or stop your own video.
•Video controls (click ^ next to Start/Stop Video): If you have multiple cameras on
your computer, you can select which Zoom is using, access the full video controls,
and select a Virtual Background.

Security: Access in-meeting security options.
The options to create or launch polls will open up the Zoom web portal in your default browser.
Available security settings are:
•Lock Meeting: Locks the meeting, keeping new participants from joining the meeting.
•Enable Waiting Room: Enables Waiting Room for incoming new participants or to move current participants into the
Waiting Room.
•Allow participants to:
• Share Screen: Allows participants to start Screen Shares
• Chat: Allows participants to use the chat function.
• Rename Themselves: Allows participants to rename themselves from the Participants panel.
• Unmute Themselves: Allows participants to unmute themselves without the host's permission.
• Annotate on Shared Content: Allows participants to annotate over content shared during the meeting. The host can
enable or disable annotation when the host is sharing.
•Remove Participant: Allows the removal of a participant from a meeting. The participant can not re-join unless Allow
removed participants to rejoin is enabled in Meeting settings.
•Report: Allows you to report a user to Zoom's Trust and Safety team. You will be able to select which user to report and
provide details about the problem. You can also upload evidence, such as screenshots.

https://support.zoom.us/hc/en-us/articles/360041848151-In-meeting-security-options

Manage Participants:

1.Click Manage Participants in the host controls to display the participants list:
2.Click the drop-down menu located at the top-left corner to close the participants list or click
Pop Out to separate the participants list from the meeting window:
3.Hover over a participant and click More for these options:

https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting

Participants Options
Chat: Open the chat window to send messages directly to the panelist.
Stop Video: Stop the participant's video stream so they are unable to start their video. If the participant hasn't started their
video, you will see the Ask to Start Video option.
Make Host (only available to the host): Assign the attendee to be the host. There can only be one host.
Make Co-Host (only available to the host): Assign the attendee to be a co-host. You can have an unlimited number of cohosts.
Allow Record (only available to the host): Allow the attendee to start or stop a local recording of the meeting. Attendees do
not have access to start a cloud recording.
Assign to type Closed Caption (only available to the host): Assign the attendee to type closed caption during the meeting.
Rename: Change the attendee name that is displayed to other participants. This change only applies to the current meeting.
Note: To change your own name that is displayed, hover over your name in the participants list and click Rename. You can
permanently change your name in your profile.
Put in Waiting Room: Place the attendee in a virtual waiting room while you prepare for the meeting. The host must enable
waiting room for this option to appear.
Put On Hold: If the waiting room is not enabled, you'll see this option to place the attendee on hold.
Remove: Dismiss a participant from the meeting. They won't be able to rejoin unless you allow participants and panelists to
rejoin.

Sharing a meeting reaction
1.In your meeting controls, click Reactions.
2.Click the type of reaction you would like to send:
•Clapping Hands
•Thumbs up
•Heart
•Tears of Joy
•Open Mouth
•Party Popper (Tada, Celebration)
3.The reaction will display for 5 seconds.

https://support.zoom.us/hc/en-us/articles/360038311212-Meeting-reactions

More on the Task Bar: Content varies and may include items shown below and Breakout Rooms
Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions.
The meeting host can choose to split the participants of the meeting into these separate sessions automatically or
manually, or they can allow participants to select and enter breakout sessions as they please.
The host can switch between sessions at any time.
To enable the breakout room feature for all members of your organization:
1. Sign in to the Zoom web portal as an administrator with the privilege to edit account settings.
2. In the navigation menu, click Account Management then Account Settings.
3. Navigate to the Breakout Room option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn On to verify the
change.

4. (Optional) Click the checkbox to allow meeting hosts to pre-assign participants to breakout rooms.
5. (Optional) If you want to make this setting mandatory for all users in your account, click the lock
then click Lock to confirm the setting.

https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms

icon, and

Interactive Session
Delving Deeper into
In-meeting Functions
and Problems Solving

Learning from
You!
What did I miss?

Using
Zoom as a
Platform

Zoom is/can be
very user friendly
No membership
for attendees is
required

Joining a
Zoom
session can
be as easy as
clicking a link
on an email
invitation
----------------No account
required!

Join the Meeting
through Zoom
on PC

Joining through Zoom…
You will need a Meeting ID

Joining
for First Time
Including
Using Other Apps…

Android
Prerequisites
Zoom Cloud Meetings app (available on Google
Play)
Sign in and Join
Open the Zoom app and sign into your account to
access all features.
You can also join a meeting without signing in. Tap
the gear icon to access basic meeting settings if
you join without signing in.

First Time User
Applications.
Go to:
https://support.zoom.us/hc
/en-us/articles/201362193Joining-a-meeting
OR
Go to your App Store on
your Device and Enter
Search Term: Zoom
Select Open to Download
on your Phone or other
App.

The attendee controls appear at the bottom of your screen, except for Leave meeting which appears at the
top-right corner.

Mute / Unmute: Mute or unmute your microphone.
Video: Start and stop your own video.
Share: Start a screen share. You'll be able to select what you want to share. Learn more.
Participants: See who's currently in the meeting. The participants list also gives you access to these
options:
•Tap your name if you want to rename yourself.
•Chats: Chat with other participants. Learn more.
•Invite: Invite others to join your meeting. Learn more.
More: View non-verbal feedback icons (if enabled by the host). Tapping an icon will notify the host by
placing the icon beside your name in the participants list. For example, Raise Hand places the raise hand
icon beside your name and simulates a hand raise.

Next Steps:
What you
will and may see…

Waiting for Host Messages…………..

Polling
Questions

Polling Questions
1. What percentage of the information presented was new to you?
1. 100%
2. 75%
3. 50%
4. 25%
5. 0%
1. Would you like to learn more about this topic?
1. Yes
2. No
1. Please check all that apply:
1. The information presented will be helpful in my professional career
2. The information presented will be helpful in my personal life
3. Zoom is a great resource to communicate in the workplace
4. Zoom is a great resource to communicate/stay in touch with friends and family
1. Please check which best fits your view on the content of this presentation:
1. The information presented was too basic
2. The information presented was too advanced
3. The information presented was about the right amount of information

Questions?

Thank you for
being here
today!
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