ZOOM - HOW TO GUIDE (HOSTS)

Ensure the following information has been provided to lily.van@up.education for event to be set up on Zoom.

Event Name

Date, time, and duration

Names of host and panelist

Advise what options you require as shown below.

o O O O

e Do you want to allow attendees to ask questions? If yes, please answer the following as well.

o Allow anonymous questions?

o Allow attendees to view all or only answered questions?
e Do you want the webinar to be automatically recorded?

Once you have received confirmation of zoom setup, you can start the process below.

Any issues or questions can be raised to lily.van@up.education, joy.balbuena@up.education or

niral.patel@up.education.

Please note: Breakout rooms capabilities are not available for webinars. Alternative option will be to set up zoom

webinars at allocated time slots.

Before the webinar

1. Download the Zoom App and login.

As a ‘Host’ you will be required to log into the Zoom account below and start the webinar event.

e Email: digital@up.education
e Password: M@rketOevents

200m -

| digital@up.education |

| Enter your password Fargot? |

Sign In
() Keep me signed in
or sign in with
a G £}

S50 Google Facebook

< Back Sign Up
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2. Click on to your ‘Home’ page and go to the settings icon as highlighted.

© Zoom

O, Search  Ctrl+F

New Meeting ~

Schedule

Join

Share screen

22 [m]
[} = o 8] &3
Home Chat Meetings Contacts Apps

01:21 PM

Friday, October 8, 2021

No upcoming meetings today

3. Pre-set the following settings for both practice and event run as shown on the

images below.

General
) Settings
m (") start Zoom when | start Windows
Video When closed, minimize window to the notification area instead of the task bar
() Use dual monitors
Audio B o

Share Screen

Chat

®00

Zoom Apps

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

0006

Accessibility

() enter full screen automatically when starting or joining a meeting
() automatically copy invite link ance the meeting starts

Always show meeting controls (&

Ask me to confirm when | leave a meeting

Show my connected time

Remind me | 15 v~ minutes before my upcoming meetings
(") stop my video and audio when my device is locked

[C) Integrate Zoom with Outlook (3

Reaction 5kin Tone

2 L bbb

|5
Frir
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Video

Camera

| Integrated Webcam v

[ original ratio HD

My Video
() Mirror my video
Touch up my appearance —i@§

Adjust for low light | Auto ~

(] Always display participant names on their video

() Turn off my video when joining meeting

(] always show video preview dialog when joining a video meeting
Hide non-video participants

(] Enable stop incoming video feature

See myself as the active speaker while speaking

Maximum participants displayed per screen in Gallery View:

QO 25 participants () 49 participants

Did not see any video, trouble shooting

Audio — Speakers will pre-set to your own device.

) Settings
General Speaker
Video | Test Speaker | Speakers / Headphones (Realtek Audio) v
Qutput Level:
O Share Screen () Use separate audio device to play ringtone simultaneously
Click Test Mic to make sure others can hear you
O Chat Micropt i
( Test Mic | Microphone Array (Realtek Audio) v
@ Zoom Apps —
Input Level: —
Background & Filters Wolume: 4 o—
@ Recording Automatically adjust microphone volume
Suppress background neise Learn more
B Profile ) auto
@ Statistics O Low (faint background noises)
) Medium (computer fan, pen taps)
G Feedback (O High (typing, dog barks)
Keyboard Shortcuts Music and Professional Audio

[_) Show in-meeting option to enable "Original Sound” (%)

Accessibility
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Ringtones Default v @

Automatically join audio by computer when joining a meeting
(] Mute my microphone when joining a meeting

Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Share Screen

O Settings
General
Video

Audio

B3 Share Screen
O Chat

Zoom Apps
Background & Filters
Recording

Profile

@ Statistics
O Feedback

g Keyboard Shortcuts

Accessibility

Window size when screen sharing:
© Fullscreen mode () Maximize window () Maintain current size

Scale to fit shared content to Zoom window
(") Enable the remote control of all applications
(") side-by-side mode @

Silence system notifications when sharing deskiop

Share applications
© share individual window

() share all windows from an application

When | share my screen in a meeting
() Automatically share desktop (D

© show all sharing aptions

When | share directly to a Zoom Room
© automatically share desktop @

Show all sharing options

Background & Effects

All host and panelist will need to upload the background image provided by Marketing.
You may need to select ‘Mirror my image’ if the background is uploaded in reverse.

() I'have a green screen @

Virtual Backgrounds Video Filters

("] Mirror my video Studio Effects
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During the Webinar

1. Click on “Meetings” to see the list of webinars and select yours.

© Zoom _ o w
Q Search  CrieF ] £3
Home Apps
c Upcoming Recorded (6]
Name of Event
909 693 7883

My Personal Meeting 1D (PMI) 10:00 PM - 11:00 PM

Webinar ID: 941 4507 5861
Today

Hamilton Virtual Event
10:00 AM-10:45 AM
Meeting ID: 309 693 7883

Tue, Oct 12

Name of Event

10:00 PM-11:00 PM
Webinar ID: 941 4507 5861

2. You will need to change the host name as it will automatically show as ‘Digital UP’.

e C(Click onto the ‘Participant’ panel as shown below and a side panel will pop up.
e C(Click onto ‘More’, then select ‘Rename’, a pop up will allow you to enter your name.

Participants panel— Allows you to view host, co-host and panelist and manage their audio if required.

- *

- Participants (1)

D i e cost. me (D) 2SR

o

Enter a new screen name:

Your Name

Invite Mute All
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3. Q&A Panel - If you are planning to have a Q&A session, you have 2 options.

- Option 1 - You may have a dedicated person to answer any questions during the event itself through
selecting ‘Type Answer’ to respond. The tab that shows ‘Open’, is where new questions will be stored.

- Option 2 — If responding to Q&A at the end of the session, you will select ‘Answer live’. This will move the
‘Open’ questions to ‘Answered’ or you can dismiss any comments or questions that may not be relevant.
This allows you to keep track of who you have responded to.

Answering questions

1. As the host, co-host, or panelist, click Q&A in the webinar controls.
2. Find the question you would like to answer,

Anonymous Attendee 11:26 AM
How can | schedule a meeting?

7 N\
Answer live | Type answer |

4. Sharing PowerPoint presentation

If you are sharing a PowerPoint presentation and/or video links, ensure that the following boxes are ticked as shown
below.

Basic Advanced Files I

== 4 @

oo

Screen 2 ‘Whiteboard iPhone/iPad

- R == e —————
Z0OM - How to Guide - Word m Sudiana Paija | MicrosoftTeams[...*

() share sound ~ [ Optimize for video clip
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Helpful Tips

The host should set up 15-20 min before starting the webinar.
Do not click the ‘Start webinar’ pop-up box until you are ready to do so.

o Ensure that a practice session has been conducted prior to your event so that you and your team are
familiar with the platform.

Change your display name.

Check that your background image has been added for both host and panelist.

Check that all panelists have access to both video and audio through ‘Participants’ button.

Provide access to all panelists that require to share their screen through the ‘Share Screen - A’ button.
Speakers will need to manage their video and mute button throughout the event.

Have your presentation ready to be shared.

Videos are ready to go.

Check that your lighting is good.

Arrange for someone to manage the Q&A during the event.

O O O O 0O 0O O O O

Further Resource Links for Zoom

Find out what role everyone will play on the webinar
- https://support.zoom.us/hc/en-us/articles/360000252726

Enabling and adding a co-host
- https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-adding-a-co-host

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

Changing your Virtual Background image
- https://support.zoom.us/hc/en-us/articles/210707503-Changing-your-Virtual-Background-image

Sharing multiple screens simultaneously
- https://support.zoom.us/hc/en-us/articles/115000424286-Sharing-multiple-screens-simultaneously

Sharing and playing a video
- https://support.zoom.us/hc/en-us/articles/360051673592-Sharing-and-playing-a-video

Screen sharing a PowerPoint presentation
- https://support.zoom.us/hc/en-us/articles/203395347-Screen-sharing-a-PowerPoint-presentation

Post-webinar survey and reporting
- https://support.zoom.us/hc/en-us/articles/360048745651-Post-webinar-survey-and-reporting

PowerPoint Presentation with linked YouTube video
- https://www.thinkoutsidetheslide.com/playing-a-youtube-video-in-a-zoom-meeting/

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