Using Zoom Webinar to hold public meetings
Published April 6, 2020

We’ve been working to help so many public agencies figure out how to hold remote public meetings using
Zoom Webinar that we decided we’d write our own guide! This content is part of a series we’ve written on
helping special districts communicate during a crisis. All of the resources can be found online. Zoom also has
many online tutorial videos.

Zoom software will likely be continuously updated and some options may change by the time you’re reading
this. (Also, we aren’t affiliated with Zoom in any way - not even as a reseller or referral partner. Just trying to
help!) We are focusing on the Zoom Webinar product (even though it’s a bit more expensive than just using
Zoom Meetings) because it gives you much more control over public participation.

Because of the nature of public meetings, many of the features that will help other folks control meeting
behaviors (password protecting, requiring registration) aren’t going to be useful, since your meetings have to be
open and public. But you can make this work with just a few tweaks to the standard Zoom Webinar functionality.
It may help you to know that when | use the word Webinar in this document, | am referring to the Zoom Webinar
product. When | use the word “meeting” | am talking about your public meeting, which you will host using the
Zoom Webinar product.

Clear as mud?:)) Let’s dive in!

— Sloane

What you’ll need
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v A computer with v 20-30 minutes v A credit card v A paid Zoom v Alist of all
internet access of time to number Meeting the board
(preferably with complete this account that members’
a camera, mic tutorial you will email
and speakers) upgrade addresses

(what’s this?)

Additionally, you’ll want to devote some time to practicing before your first live meeting. Once you get it set up
properly, and get some practice under your belt, you’ll be great at this!
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https://engage.getstreamline.com/communicating-during-crisis
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
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Adding the Webinar functionality to your Zoom Meetings account
(required)

After setting up your initial Zoom Pro Meetings account (the Basic / free account won’t work, you need to sign up
for the Pro account), you’ll need to buy the Webinar add-on for one Host. (You don’t need more than one - the
Host can set up and configure the Webinar, and everyone else can participate as a Panelist using a Zoom Basic
free account, or just via email invite. More on that later.)

Log in at zoom.us and then click on MY ACCOUNT:
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Left sidebar - click to expand Account Management, then click on Billing. Purchase one Webinar add on using
the text link:

[ ] ] n Current Plans - Zoom x E Using Zoom Webinar to hold p X ‘ "2 How Streamline Can Help Spe: X +
<« C (& zoom.us/billing o0 &) & © @ v @ -
REQUESTA DEMO 799.5926  RESOURCES ~  SUPPORT
zool l l SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOSTAMEETING ~ Q
RESCEAL Current Plans Pending Plans Billing Information Invoice History Help
Profile
Meetings Current Plans
Webinars Your paid subscription start date is Mar 8, 2020 (UTC), and will automatically renew on Apr 8, 2020 (UTC).
Receines Plan Name Quantity Details Biling service Next Invoice Amount ~ Status
Period Effectiyg
Settings
Pro 4 hosts 100 Monthly Click this text link to add a Active Add/Edit
participants Webinar license to your Cancel Subscription
ADMIN account. Note that the text

will say something

& g e Webinar 1 host 100 Monthl . . Active Add/Edit
4 participants different since we already Cancel Subscription
> Room Management have a Webinar license o
1 host 1,000 Monthly, Active Add/Edit
participants Cancel Subscription
v Account Management
Add a license for a different webinar capacity
Account Profile
GRS Zoom Rooms 1 room - Monthly ~ Mar8, 2020  Apr8,2020 $49.00 Active  Add/Edit

Cancel Subscription
ng

Next, click User Management, then Users, and edit the user account you want to add Webinar license to:

® © ® @ userManagement - Zoom x  [B Using Zoom Webinar to hold - X ‘ I
<« C (& zoom.usfaccountfuser#/ o) & ©QQ v @ I i?ﬂ Ea -
REQUEST A DEMO 799.5926 RESOURCES v PPORT
Zool ' l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING = E
Important Notice: To enhance the security of single-seat Pro accounts, starting April 5th, meeting passwords and Waiting Rooms will be turned on by default. As the meeting host, there are some steps you may need to X
take to familiarize yourself with these changes and ensure that your attendees can join your upcoming meetings seamlessly. Please read this article for step-by-step instructions.
el Use rs You can add O more Licensed user(s) and unlimited basic users. Document
Profile
Users Pending Advanced
Meetings
q . ~
\Webinars Q Search Advanced Search Import Export All | + Add Users |
Recordings
Email/Name ID + First Name = Last Name - Role Type D ]
Settings
sloane@getstreamline.com Sloane DellOrto Owner Licensed \ Edit ]
PRI (=) - Webinarl...
+ User Management john@getstreamline.com John Azevedo Admin Licensed Edit
_ 2
Group Management chris@getstreamline.com Member Licensed Edit
[=] Webinar100
Role Management
maria@getstreamline.com Maria Lara Member Licensed Edit | e
> Room Management [=]

g4 ccountidanazement rooms_2JIL_OrBQIm&FKKERIXDcQ@... Streamline Lou... Member Licensed Edit m

Add the Webinar feature, then click Save:
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® © ® (@ userManagement - Zoom x  [B Using Zoom Webinarto hold p % | +

<« C' (& zoom.usfaccount/user#f o %)% 00 v OIREO o 32

Edit User
Emails chris@getstreamline.com
User Type O Basic O Licensed & On-Prem

Feature Large Meeting

Webinar
User Rale Member
Department e.g. Product
Job Title e.g. Product Manager

Location e.g. San Jose

Save Cancel

You only need one Webinar host to make this work, although you can pay for more if you’d like. In fact, you only
need a single Zoom account (Meeting + Webinar add-on) - you don’t have to pay for any additional Zoom
Meeting Pro users, or even set up your staff / board members as free Zoom Basic accounts, if you don’t want to.
There is one benefit to adding them as free, Zoom Basic users, though - if they aren’t going to use video during
meetings, they can add a profile picture so their pic shows when they speak (more on this later.)

Account settings to check / configure (optional)

Now on to a few settings you may want to configure. These are optional, but highly recommended!

Disable Chat (maybe)

You might choose to keep Chat enabled so that you can use it to chat privately with your Panelists during the
meeting. Also, note that if you disable Chat, it not only affects Zoom Webinars, but it won’t be available for any of
your Zoom Meetings, either.

Zoom Webinar includes a Q&A feature that is much better for public meetings than Chat—at least, for managing
public comment. If you don’t disable Chat or change the default settings, anyone on the Webinar can chat with
anyone else (or everyone on the webinar!) Also, the chat window just keeps scrolling as more people add to it,
so it becomes hard to track and you may miss public comments or questions.

The Q&A feature allows you to keep questions open until you answer them (more on this later).
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If you want to disable Chat, go to Settings in the left sidebar, then scroll down until you find Chat.

® [ ] ) My Settings - Zoom %  [B Using Zoom Webinar to hold ;% ‘ +
< & (@& zoom.us/profile/setting oow) & @0 v 0 IRKEaa -
REQUESTADEMO 18887995926  RESOURCES v  SUPPORT
Zool I ' SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ B
Important Notice: To enhance the security of single-seat Pro accounts, starting April 5th, meeting passwords and Waiting Rooms will be turned on by default. As the meeting host, there are some steps you may need to X
take to familiarize yourself with these changes and ensure that your attendees can join your upcoming meetings lessly. Please read this article for step-by-step instructions.
RERORAL Meeting Recording Telephone
Profile
Meetings Schedule Meeting Schedule Meeting
In Meeting (Basic)
Webinars Host video O Modified Reset
In Meeting (Advanced) .
" Start meetings with host video on
Recordings

Email Notification
Other Participants video O

Start meetings with participant video on. Participants can change this
during the meeting.

Modified  Reset

ADMIN

> User Management

Audio Type

> Room Management Determine how participants can join the audio portion of the meeting
When joining audio, you can let them choose to use their computer

> Account Management microphone/speaker or use a telephone. You can also limit them to

just one of those audio types. If you have 3rd party audio enabled, you
can require that all participants follow the instructions you provide for

> Advanced using non-Zoom audio.

O Telephone and Computer Audie

Telephone
Computer Audio m
Attend Live Training

Note that turning off the first Chat option will automatically disable the others.
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[ ] ® O wmy settings - Zoom X [B Using Zoom Webinar to hold o X ‘ +

< C & zoom.us/profile/setting oY) ® @ Qv @ I E?E G B8 [»]
REQUEST A DEMO 1.888.799.5926 RESOURCES ~ SUPPORT
2 Ool | . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ m
Schedule Meeting In Meeting (Basic)

In Meeting (Basic)

Require Encryption for 3rd Party Endpoints (H323/5IP) O
Zoom requires encryption for all data between the Zoom cloud, Zoom

client, and Zoom Room. Require encryption for 3rd party endpoints

(H323/5IP).

In Meeting (Advanced)

Email Notification

Other

Chat
Allow meeting participants to send a message visible to all participants

«©

Prevent participants from saving chat [

Private chat D

Allow meeting participants to send a private 1:1 message to another
participant.

Auto saving chats O

Automatically save all in-meeting chats so that hosts do not need to
manually save the text of the chat after the meeting starts.

Play sound when participants join or leave O Modified Reset
Play sound when participants join or leave

Heard by host and all attendees

© Heard by host only m

When each particibant ioins by telenhane

Enable Closed Captioning

Scroll down a bit further until you find Closed Captioning, and turn it on if you’d like to enable this option. This
allows you, or any Panelist, to type captions while the meeting is live. It's not automatic, though, and keeping up
could be tough. If you decide to try this, assign your fastest typist, remind people to speak slowly, and ask them
to pause when needed so you can catch up!
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You might consider adding language to all of your meeting notifications, including at the top of each agenda,
that you will provide accessibility help (like closed captioning) for those who request in advance. That way you
aren’t typing away like mad if it's not necessary! Transcripts are created automatically as long as you are
recording to the cloud (not your computer) and have enabled “save separate audio file.”

(We found a great walk through of how to do this on a college site.)

Using Zoom Webinar to hold public meetings Page 8 of 34



