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

4 O & O f

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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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:

[ ] ® o Video Conferencing, Web Con’ X E Using Zoom Webinar to hold p X ‘ 22 How Streamline Can Help Spe: X +
&~ (& @ zoom.us o o%) & © Q v @ T E“EE a - i
REQUESTADEMO  1888.799.5926  RESOURCES ~  SUPPORT
ZOOI ' | SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES JOINAMEETING ~ HOSTAMEETING ~ MY ACCOUNT
We have developed resources to help you through this challenging time. Click here to learn more. x

How to adapt to remote working

Tools, tips, and information to help you stay connected and -~

productive in a remote work environment g -n_

Start Working Remote
Learn from the experts. Join us for daily live training. ,: ' _r—r
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https://zoom.us/pricing

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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https://support.zoom.us/hc/en-us/articles/205761999-Webinar-Chat

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.)
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http://alamocolleges.screenstepslive.com/s/19065/m/77991/l/1134722-viewing-and-editing-the-zoom-transcript

Save a separate audio file in addition to the video file

A separate audio file is not saved by default. To enable this, to to Account Settings - Recordings and check the
box to save an Audio file:

® 0 ® (@ Account Settings - Zoom x  [B Using Zoom Webinar to hold - X ‘ © Accessibility - Zoom % | @ Automatically Transcribe Clouc X | =+
<« C @ zoom.us/account/setting?tab=recording o) & O QG v @ I % Ea (> ]

REQUEST A DEMO 1.888.799.5926 RESOURCES v  SUPPORT

Z Ool | I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ E

take to Tamiliarize yourselt with these changes and ensure that your attendees can Jumyn/xomng meetings seamiessly. Please read this article Tor step-by-step Instructions.

eSOl Meeting Recording Telephone
Profile
Meetings Groups and members will use the following settings by default. If you don't want the settings below to be changed,
you can lock the settings here. Learn More
Webinars
Recordings
Local recording 0 @
Settings Allow hosts and participants to record the meeting to a local file
Hosts can give participants the permission to record locally
ADMIN
> User Management Cloud recording () @

Allow hosts to record and save the meeting / webinar in the cloud
> Room Management

Record active speaker with shared scree;

v Account Management Record gallery view with shared scry

Account Profile Record active speaker, galle: and shared screen separately

Record an audio only file
Account Settings
Save chat messages from the meeting / webinar

Billing Advanced cloud recording settings

Add a timestamp to the recording (@)

Recording Management
Display participants' names in the recording
IM Management

M _Recard thumhnaile when sharing (71

This is a good idea and important if you want to share smaller files with anyone who simply wants to listen to the
meeting, or if you need to save the file as your official meeting record.

We’ll talk about where to find all these files (including the Transcript) in the After the meeting section.

Believe it or not we’re almost ready to set up our meeting (ahem, Webinar). But one last thing you may want to
update: what people see when joining your Webinar.

Keep on keeping on! §
(...next page please)

What people will see when you speak

Zoom Meeting ID: 239-524-829
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When people speak, Zoom shows either:

1.

Their video, if it is on (only for the Host and Panelists - Participants’ video never shows unless you
enable each person individually)

Or, their Zoom profile photo, if they have a Zoom account (even a free Basic one)

Or, their name, if they have been invited as a Panelist and don’t have a free Zoom Basic account with a
profile photo and haven’t enabled video.

(If they have joined via phone, their phone number will show.)

I wish | had thought of this before grabbing all the screenshots for this post, | could have used our logo instead
of this goofy pic!:))

How do you decide - video, photo, or logo? This really depends on how your organization plans to handle
remote meetings. Here are my personal preferences, ranked by most to least favorite:

Board and staff all enable video. This allows you to see each other, and the public to see your faces,
too. People tend to behave better when they see a person vs. some disembodied voice! It’s also easier
to run a meeting without interrupting one another when you can see everyone. (If you haven’t already,
check out the funny conference call video on this landing page - scroll down, bottom right.)

Board and staff use photos. If they don’t want to be on camera, you can create a free Zoom Basic
Meeting user account for each of your board / staff members. That way you can add a profile pic to each,
and that will show when they speak.

Or keep it simple — names only. Nobody is on video or uses photos, you just have the one Host account
and everyone else is invited as a Panelist. Their names show when they speak. If this is your method, it
would be great to update your Webinar Host profile photo to use your agency logo.

To change or add a profile photo, click on the Profile link in the left sidebar—or, click on your photo (the person
icon if you have no profile pic) in the upper right corner, then on your name right below that when it appears:
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® © ® @ wyerofile - Zoom X [B Using Zoom Webinar to hold o X ‘ © Accessibility - Zoom x| +
€« C (& zoom.usfprofile e %)% O Q v @ I i"‘g G B8 [» IS

REQUEST A DEMO 1.888.799.5926 RESOURCES v  SUPPORT

2 ool | . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ el

Sloane DellOrto LICENSED

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 ar .
sloane@getstreamline.com

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.

SIGN OUT
PERSONAL
Edit
Meetings Company Streamline
— — Account No. 200663
Webinars > ID

Change Delete

Recordings
Settings /pemm Meeting ID 209-483-6883 Edit

https:#zoom.us/j/ 2094836883
ADMIN v Use this ID for instant meetings

> User Management

Sign-In Email sloane@getstreamline.com Edit
> Room Management Linked accounts:
> Account Management

User Type Licensed @

> Advanced
Features Webinar1000 @

Capacity Mecting w0 e m
https://zoom.us/profile ining

Then click the “Change” link right below your image and upload a new pic on the next screen:

Change Picture

Please select a jpg/jpeg, gif or png image file with size smaller than 2M to upload and crop an

Note that it will crop to a square, so you may want to prep image to be your profile picure.
your logo or picture in advance. But it's worth taking a few _ _ !
minutes to get a decent logo or image in place, as that is what
will show every time you speak if your video is not enabled.
(As you can see, my image hasn’t gotten less goofy - | look like
a bandit with weird hair.) 3)))

Upload Cancel

Whew! Now we’re done with configuration, let’s schedule our first meeting! (Er, our first meeting using the Zoom
Webinar tools.)
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® O ® (@ wmywebinars - Zoom X

< cC (s

zoom.us/webinar/list

SOLUTIONS ~ PLANS & PRICING

Z200m

Important Notice: To enhape e
take to familiarize you

Finally we get

to schedule
PERSONAL our meeting!
(er, Webinar)
Profile
Meetings
Recordings
Settings
ADMIN

> User Management

> Room Management

> Account Management

> Advanced

Attend Live Training

CONTACT SALES

pcoming Webinars

Start Time =

Today
03:00 PM

Wed, Jul 15 (Recurring)
01:00 PM

Wed, Jul 22 (Recurring)
01:00 PM

Wed, Jul 29 (Recurring)
01:00 PM

Wed, Aug 5 (Recurring)
01:00 PM

Wed, Aug 12 (Recurring)
01:00 PM

Wed, Aug 19 (Recurring)

Using Zoom Webinar to hold public meetings

Previous Webinars

B using Zoom Webinar te hold . X ‘ = How Streamline Can Help Spec X | 4

0o ¥

SCHEDULE A MEETING

Webinar Templates

Schedule a Webinar /

Topic =

My Webinar

Engage your community: Guerrilla marketing for special distr

icts (Summer edition)

Engage your community: Guerrilla marketing for special distr

icts (Summer edition)

Engage your community: Guerrilla marketing for special distr

icts (Summer edition)

Engage your community: Guerrilla marketing for special distr

icts (Summer edition)

Engage your community: Guerrilla marketing for special distr

icts (Summer edition)

Engage your community: Guerrilla marketing for special distr

Scheduling your meeting using Zoom Webinar (required)

On the left sidebar, click on Webinars, then click on the Schedule a Webinar button:

% 00 vOIRE

REQUEST A DEMO 1.88i

ly. Please read this article for step-by-step instructions.

Webinar ID

719-091-285

265-017-491

265-017-491

265-017-491

265-017-491

265-017-491

265-017-491

8.

5926

JOIN AMEETING

RESOURCES v

HOST AMEETING ~ Q

Start

Start

le-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
sure that your attendees can join your upcoming meetings I

WM Get Training

Delete
Delete
Delete
Delete
Delete

Delete

m
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® © ® [ usingZoom Webinar tohold p X () Schedule aWebinar - Zoom X+

€ C (@ zoom.us/webinar/schedule o) % @ Q@ v @ I Fﬂa @ a [>] 3
REQUEST A DEMO 1.888.799.5926 RESOURCES = SUPPORT
Zool l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING - ﬁ

Fronie
Schedule a Webinar

Meetings

Recordings

Since you aren't requiring
registration, you can leave the
description blank.

Deseription (Optional) Enter your webinar description
Settings

ADMIN

» User Management

> Room Management Use a template

Select 3 template

» Account Management

 Aanced When 04/23/2020 | [ 700~ AM v
Duration 2 <l 0 < lmin
Attend Live Traning If you meet on a regular
Video Tutoriats Time Zone (GMT-7:00) Pacific Time (US and Canadal ~ ~ |nterval, use the recurring

feature to create multiple
meetings at once.

Knowledge Base ) ‘
) Recurring webirar  Every month on the Fourth Thu, 7 occurrencefs)

Recurrence Monthly
Repeat every 1 « [manth
Occurs on

Day 23~ ofthe month

© Fourth v | Thursday * ofthemonth

By 10/23/2020 E ©OAfter 7 * oecurrences m

End date

Important note: if you do use the recurring feature, do not put the meeting date in the title, as it will be added to
every instance (e.g. your May meeting will also be called April 23, 2020).

You probably won’t use the registration requirement for any of your meetings, but you may want to check
“Require webinar password” for closed session meetings.

If you are going to hold a closed session, your best bet is to schedule it separately from the public meeting. That

will make it easier for you to manage who is able to join by either sharing the password, or the separate meeting
link with your board.
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For public
meetings, leave these
unchecked. Requiring a
password for closed sessions is
probably a good idea
though.

® © ® (] using Zoom Webinartaheld o X @ Edit Webinar - Zoom x  +

< c @ zoom.us/webinar/928055047/edit?occurrence=1587650400000

w) & @O vOIKHEB PO

REQUESTADEMO  1888.799.5926  RESOURCES ~  SUPPORT

SCHEDULE A MEETING ~ JOINAMEETING ~ HOST A MEETING ﬁ

Zool I | SOLUTIONS v  PLANS &PRICING ~ CONTACT SALES

Registration Required

Should video
start automatically?
(Even if off, you can
choose to turn it on once
the meeting has
begun.)

Webinar Password Require webinar password

Video Host on @ off

Panelists On @ Off . . . . .
Q&Ais a good option for inviting public
comment (they have a box they can type

Audio Telephone Computer Audia - Both questions iI"IlO).

Dial from United States of America

If you choose to record to the cloud, a transcript
will be created automatically.

Webinar Options Q&A

Enable Practice Session

Only authenticated users can join

Record the webinar automatically On the local computer @ In the cloud

Alternative Hosts Example: mary@company.com, peter@school.edu

Click Save.

Now we just need to add our board members and staff as Panelists and send invites.

We suggest that you have one or two Hosts (the ones who do all the set up and start the webinars), and invite
your staff and board members who need to participate in the meeting as Panelists. If you would like your staff
and board members to be able to control their video, share their screen, and the like, the Panelist role is perfect

for this. They do not need to have a Zoom account to be invited as a Panelist.

If your board members simply want to call in, you can skip this step.
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® ' ® [ using zoom Webinartohold p x () Webinar information - Zoam X 4

&« C (@ zoom.us/webinar/928055047

s ov ¥y ) % @ Q v O

REQUESTADEMO  1.884.

926

Start this Webinar

PERSONAL
My Webinars -~ Manage "Board of Directors Meeting April 23, 2020"
Profile
Mectings
Tapic Baard of Directors Meeting April 23, 2020
R Time Apr 23, 2020 07:00 AM Pacific Time (US and Canada)
i Every month on the Fourth Thu, 7 oceurrencelsl  Show all occurrences
Settings
Addto | ) Google Calendar I ui Outlook Calendar (ics) ‘ [ @ Yahoo Calendar
ADMIN
+ User Management Webinar ID 928-055-047
> Room Management
Video Host on
> Account Management Panelists on
> Advanced Audio Telephone and Computer Audio

Dial from United States of America

Webinar Options v Q&A
Attend Live Training
Enable Practice Session
Video Tuterials
Only authenticated users can join
Knowledge Base

~ Record the webinar automatically in the cloud

Save this Webinar as a Template

Invitations Email Settings Branding Polls Q&A Integration

Invite Panelists

No panelists invited

Invite Attendees Webinar Size: 1000 attendees

Link to join Webinar
hitps:#/ze0m.us/j/ 928055047

Approval No Registration Required

If you need to go back
and edit the webinar you
can do that here

Live Streaming

Edit.

The Edit link way
over here is where you
go to add Panelists.

Tation  Email me the invitation

Edit

O Help

If you have added your board as Panelists, they will get an email automatically:

Panelists

Invite a person or a Zoom room as a webinar panelist

Name Email/Zoom Rooms

Mac Clemmens

Delete

This box allows Zoom to

Sloane the Second

Add Another Panelist

Send invitation to all newly added panelists immediately

Using Zoom Webinar to hold public meetings

send them an email with the
information they need to join

Delete

Delete

Save Cancel
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Telling the public how to join and participate

To get the information you need to share with the public, go back to the main webinar screen, copy or email the
invitation details:

Wormaton - 7oom x|+
e inarj9280550 oo #)500VOIK{EOBD :
Recordings Time Apr 23,2020 07:00 AM Pacific Time (US and Canada)
Every month on the Fourth Thu, 7 occurrence(s) ~ Show all occurrences
Settings
Addto | B Goole Catendar | | [ Outiook Calendr (ics) | | @§) Yanoo Calendar
> User Management Webinar 1D 928-055-047
> Room Management
Vid On
> Aconunt Management on
> Advanced Audio
Dial from United States of America
Webinar Options v Q&A
Attend Live Training
Enable racice Sssion

Video Tutorials

Knowledge Base

 Record the we

Copy the invitation to your

Edit this Webinar Start this Webinar

Save this Webinar as a Template X v
clipboard, or email it to yourself so you
Invitations  Email Settings Branding  Palls  Q8A  Intezratioh C2N €dit it to share with the public and
add to your agenda.
Invite Panelists No panelists invited Edit
Invite Attendees ‘Webinar Size: 1000 attendees Copy the invitation  Email me the invitation

Link to join Webinar
https://zc0m.us/j/928055047

Aopiovs o Ressaton Reaured m

What you get will look something like this:

You are invited to a Zoom webinar.

When: Apr 23,2020 07:00 AM Pacific Time (US and Canada)

Please download and import the following iCalendar (.ics) files to your calendar system.

Monthly:
https://zoom.us/webinar/tJYId-ytrj8tr_7CZMGkqgUmEF5hZD086w/ics?icsToken=98tyKuCqpjsvHISRt139a60tW5X5bPG5ImNx_YBn
sTjuEidmbybQY-p4FulnRs-B

Topic: Board of Directors Meeting April 23,2020

Please click the link below to join the webinar:
https://zoom.us/j/928055047

Or iPhone one-tap :

US: +16699006833,928055047# or +13462487799,928055047#

Or Telephone:

Dial(for higher quality, dial a number based on your current location):

US: +1 669 900 6833 or +1 346 248 7799 or +1 301 715 8592 or +1 312 626 6799 or +1 646 558 8656 or +1 253 215 8782
Webinar ID: 928 055 047

International numbers available: https://zoom.us/u/abNJv752yV

Which is really just too much information! We suggest editing it to provide more context and fewer call in
options:
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Our board meeting will be held remotely via Zoom. You can join on your computer and/or call in.

Screen share at https://zoom.us/j/928055047

If you are unable to join via computer, or do not have speakers or a microphone on your computer, you can
dial in for audio. Call (669) 900-6833 or (646) 558-8656 and enter ID 928 055 047

Note that the public will be muted by default. If you would like to speak during the public comment portion of
the meeting, you have the following options:

Online - raise your hand, or use the Q&A panel to submit your comments.
Phone - press *9 to raise your hand, *6 to send a request to be unmuted to submit comments.

Note: please replace with your own information before sharing!

If people are primarily used to finding your agendas in a physical location, be sure to share it in a variety of
places online, too (website, social channels, etc). And of course continue to email it to anyone who has
requested it.

Whew! Ok now we’ve got our meeting scheduled, our participants invited, and the public notified.
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Before you click “Start the Webinar”

Make sure your host computer has speakers and a microphone, or you have the dial in info handy,
It is helpful to have two monitors. It’s not necessary, but it makes it easier to keep all the Zoom controls
on one screen, and whatever you are going to share on another.

e Practice! Set up a practice webinar and hop on with your team to make sure everyone knows how to
mute and unmute, turn on or off video, etc.

e For people who want to be on video but do not have a camera on their computer, it’s possible to
download the Zoom app for a tablet or smartphone and join that way.

e Have a PDF version of your agenda packet open on the computer you will be using to host the meeting,
if you intend to share your screen and have it viewable as you move through the agenda.

e Have a slide or document open and ready to share when you start the meeting. It should include
information like the dial-in number and ID, and how you will invite public comment. Here’s an example:

Welcome to the Acme Municipal Utility District Board Meeting - April 23, 2020

This meeting is being held via Zoom and all attendees are muted by default. To join via computer, click the
link on the meeting date and time: https://zoom.us/j/928055047

If you do not have speakers or a microphone on your computer, you can dial in for audio.
Call (669) 900-6833 or (646) 558-8656 and enter ID 928 055 047

If you would like to speak during the public comment portion of the meeting, you have the following options:

Online - raise your hand, or use the Q&A panel to submit written comments.
Phone - press *9 to raise your hand, *6 to send a request to be unmuted to submit verbal comments.

Public engagement is important to us, and meeting remotely is a new process. We appreciate everyone’s
understanding as we figure this out together.

Note: make sure to replace this with your meeting link and dial-in numbers!
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Running a public meeting using Webinar (required)

We suggest that you start your webinar early and ask all of your presenters to join a bit early, too. That way you
can get settled in and feel prepared by the time people begin joining.

Go to zoom.us and log in to your account, or click on MY ACCOUNT if already signed in.

[ ] ® a Video Conferencing, Web Con’ X E Using Zoom Webinar to hold p X "2 How Streamline Can Help Sper X +

& & [ @& zoom.us ﬁﬁ‘@?@@""c:%@gé

REQUEST A DEMO 1.888.799.5926 RESOURCES SUPPORT

2 ool I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~ MY ACCOUNT

We have developed resources to help you through this challenging time. Click here to learn more. x

How to adapt to remote working

Toals, tips, and information to help you stay connected and
productive in a remote work environment

Start Working Remote

Learn from the experts. Join us for daily live training.

Click on Webinars on the left, then click on the meeting name:

® © ® [ usingZoom Webinartoholdp X @ My Webinars - Zoom x4+
&« G ( @ zoom.usfwebinarlist o) & @ Q@ v @ T ipE a [>] -

REQUESTADEMO  1888799.5926  RESOURCES ~  SUPPORT

ZOONIT\  sowmons-  pLasaprcNG  conTACTsaLes SCHEDULEAMEETING  JONAMEETING  HoSTAMEETING - ()

EERSCRAL Upcoming Webinars Previous Webinars Webinar Templates W Get Training

Profile

Meetings Schedule a Webinar

Recordings Thu, Apr 23 Recurring) Board of Directors Meeting April 23, 2020 928-055-047 st || Delete
Settings 07:00 AM
The, May 28 (Recurring) Board of Directors Meeting April 23, 2020 928-055-047 Delete
07.00AM
ADMIN
Thu, Jun 25 (Recurring) Board of Directors Meeting April 23, 2020 928-055-047 Delete
> User Management 07:00 AM
> Room Management Wed, Jul 15 (Recurring) Engage your commurity: Guerrilla marketing for special districts (Summer editio 265-017-491 stat || Delete
01:00 PM n)
> Account Management
Wed, Jul 22 (Recurring) Engage your community: Guerrilla marketing for special districts (Summer editio 265-017-291 Delete
+ Advanced 0:00 PM o
Thu, Jul 23 (Recurring) Board of Directors Meeting April 23, 2020 926-055-047 Delete
07:00 AM

Attend Live Training Wed, Jul 29 Recurring) Engage your commurity: Guerrilla marketing for special districts [Summer editio 265-017-491 m
01:00 PM n

Video Tutorials
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Click the button that says Start this Webinar:

® © ® [ usingZoom Webinartoholdp x (@) Webinar Information - Zoom X +

&« c @ zoom.us/webinar/928055047?occurrence=1587650400000 o oo E 0 Q v @

ZOONIN  sowrons-  sumssprcne  conmacrsnss

REQUEST A DEMO.

pEa PO 2

1888.799.5%; RESQURCE:

SUPPORT

My Wehinars - Manage "Board of Directors Meeting April 23, 2020"

PERSONAL
Profile
Meetings
Topic
Recordings Time
Settings
ADMIN
> User Management Webinar 1D
> Room Management
Video
> Account Management
> Advanced Audio

Webinar Options
Attend Live Training

Video Tutorials

Board of Directars Meeting April 23, 2020

Apr 23,2020 07:00 AM Pacific Time (US and Canada)

Every month on the Fourth Thu, 7 oceurrencels)  Show all occurrences

N ~ N
Addto | ) Google Calendar Ei(ﬁt ook Calendar (ics) ‘ @ Yahao Calendar

928-055-047
Host On
Panelists On

Telephone and Computer Audio

Dial from United States of America

v QEA

Enable Practice Session

A message will pop up in your browser - your webinar will not begin until you click “Open zoom.us:”

B using Zeom Webinartoheld - X @) Launch Meeting - Zoom X +

& zoom.us/s/9280550477status=success

Z200m

2
Open zoom.us' Suppart

com.us wants to open this application.

Cancel Open zaom.us

Launching...

Please click Open zoom.us if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.

If you cannot download or run the application, start from your browser.

Copyright ©2020 Zoom Video Commmuni
Privacy & Legal Pt

c. All rights reserved

Using Zoom Webinar to hold public meetings
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The Zoom app will open (this is not the same as your browser!) Note: sometimes the Zoom app will not open and
it will try to launch the meeting in your browser. This is not recommended. It is very important that you use the
application, otherwise your meeting quality will be low. If your webinar was set up with video off by default, you
will see this screen:

[ ] ® Zoom Meeting ID: 928-055-047

®: ]

Meeting Topic: Board of Directors Meeting April 23, 2020
Host Name: Sloane DellOrto
Invitation URL: https://zoom.us/j/928055047
Copy URL
Participant ID: 186126

Join Audio Share Screen Invite Others

Computer Audio Connected

L/ N a! w ] e . e

Start Video Participants QeA Polling Share Screen Chat Closed Caption More

Zoom Meeting ID: 239-524-829

Sloane DellOrto

~ W as! w' ol ~ @
Start Video Participants QA Polling Share Screen Chat Closed Caption More
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In the lower left, click Mute to turn off your microphone (if
you have one) while you’re getting everything set up and
working.

To check your audio settings, click the up arrow right next
to the Mute button.

You can test your speaker and microphone (even while
muted) to make sure it’s all working properly.

As people start to join your meeting, it's a good idea to
unmute a few times and let them know you’ll get started
shortly.

Sloane Del.

Select a Microphone

Same as System

v Built-in Microphone (Internal Microphone)

Select a Speaker

Same as System

v Built-in Output (Internal Speakers)

DisplayPort (LG HDR 4K)

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio
Audio Settings...

(A s )

Start Video Participants

Next step: open the Participant and Q&A panes - you'll keep these open during the entire meeting. (Note that
Panelists have these options, too.) On the Participant pane, you can switch between viewing the list of Panelists
and Attendees - in our scenario, Board and Staff folks will be the Panelists, public members are Attendees.

All Attendees will be muted.

Zoom Meeting ID: 239-524-829

Sloane DellOrto

o 2
& . owm as L ih ~ P
Mute Start Video Participants QaA Poling  Share Screen Chat  Closed Caption

Using Zoom Webinar to hold public meetings

[ ] [ ] Participants

Total 1 phone call-in listener

Panelists (1)

@® 13037186279 (Guesy

Lower All Hands

Q&A

Answered Dismissed

No open guestions
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The next step is to share the document you prepared to tell people how to participate (see page 18). Click the
green Share Screen button in the Zoom toolbar. A screen will pop up that allows you to choose what screen, or
file you want to share.

Important note: you probably do not want to share your entire desktop! You are much safer only sharing a
browser window, or individual documents. This is why you want to open the agenda packet and other

documents in advance.

Click on the document or application you want to display, then the blue Share button in the lower right.

[ ] Basic Advanced Files

/

%]

Desktop 1 Desktop 2 Whiteboard iPhone/iPad via AirPlay

|

iPhonefiPad via Cable Slack - Slack | mac | Streamline Google Chrome - Pledge of Allegia...

Make sure the
application you want to share
is solid blue like this

Check this box if you
will be sharing something
with sound

Then click the
Share button

Share computer sound D Optimize Screen Share for Video Clip

You will see a green box around the item you are sharing, and the toolbar will become smaller (and typically
move to the top of your screen).

Note that the Q&A and Participant panes will remain persistent (and sometimes overlap your other screens) but
Attendees cannot see them.

If you need to share a different file (for example, if you first share a document telling folks how to join audio and
participate, then you want to share your agenda packet PDF), click on the “New Share” green button.

To stop sharing, click the red Stop Share button on the Zoom toolbar.
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o0 3 ; 2 oes
v WO a% -O [} | s
Start Video Participants Q8A Polling New Share  Pause Share  Annotate More
239 B Stop Share

@® ® ' COVID 19 Emergency PSL and Paid FMLA Standalone.pdf

Home  Tools COVID 19 Emerge... X Panelists (1) | Attendees (2) |

ﬁ:\f d?.’ B Q @ @ /5 k @ @ @ 100% ~ ‘:'v Total 1 phene call-in listener

e 13037186279 (Guest, Talking permitted)

Emergency Family and Medical Leave Expansion Act

From April 1, 2020 until December 31, 2020, the Emergency Family and Medical Leave x ° cwelmer: (Ghesi]
Expansion Act (“Emergency FMLA”) policy temporarily extends the Company’s [Family and Medical
Leave Act (“FMLA”) OR Family and Medical Leave Act/California Family Rights Act (“FMLA/CFRA”)]
policy. This Emergency FMLA policy may run concurrently with such policy and other leave taken under
local, state, or federal law.

This policy provides eligible employees the opportunity to take job-protected leave when they
are unable to work or telework due to a need for leave to care for their child under 18 years old if such
child’s school or place of care has been closed, or such child's care provider is unavailable, due to a
public health emergency. The maximum amount of Emergency FMLA leave any eligible employee may
use is twelve (12) weeks,

Employee Eligibility -~ Lower All Hands

To be eligible for Ei FMLA| L
o be eligible for Emergency eave, you mus| ec e QaA

& Have worked at least thirty (30) days for the Company; and Open(1) Answered(1) Dismissed
e Currently work for an employer with fewer than 500 employees.

cweimer  11:57 AM

How can the community help support the board move this

forward sooner?

——

| Answer live | | Type answer |

When questions come in, you can click Answer live or Type answer to reply. Note that if you type your answer
and don’t check “Send privately,” everyone will see the question and your answer. (This can be helpful if
someone asks how to dial in - you can share the information with everyone at once.)

® @® Q&A o | ® ® Q&A o ]
Open(1) Answered(1) Dismissed Open(1) Answered(1) Dismissed

cweimer  11:57 AM cweimer  11:57 AM

How can the community help support the board move this How can the community help support the board move this

forward sooner? forward sooner?

Type your answer here...

| Send privately Send

( Answer live ] [Type answerj
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Zoom Meeting ID: 551-492-328

~ i a Panelists (2] .:’!: !!’E.
@: Talking: Sloane Delloro @

Total 1 phone call-in listener

@ Chris Hefner (Guest, Talking permitted)
(B 12004831001 (Guest, Talking permitted)
Meeting Topic: My Fantastic Webinar

Host Name: Sloane DellOrto

Invitation URL:

Encourage the public to use the
g Q&A (and not Chat, if it is enabled) to
submit questions so that you can keep track
of them.

Participant |D:

Lower All Hands

You can answer publicly or privately, via
audio or by typing your answer.

Q&A
Open(1) Answered Dismissed

Join Audio
Computer Audio Connected :
¥ Chris Hefner  03:55 Pt

Is it okay to require a password on your webinar?

| Irype your answer here...

Send privately

2 * @ -
z =

Start Video Participants. Polling Share Screen Chat Closed Caption More

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All panelists and attendees:
Checking to make sure everyone can hear?

ACE Al panelists and attendees v

Type message here...
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Closed captions

(ON"°]

If you want someone to add
closed captions as the
meeting is in progress (for
anyone watching who is
hearing impaired) you can
do so if you have enabled
that (see prior info on
setting up closed
captioning, earlier in this
document).

You can assign this task to posian someone fo ype %
another participant, or
Sloane DellOrto
choose to do so yourself. & . W . s . 0 s
Mute Start Video Participants Q8A Polling Share Screen Chat Closed Caption More

Starting the recording

If you didn’t set the meeting up to record automatically, but you want to record your meeting when it starts, you
can do so using the More button at the bottom of the screen (reminder, if you record to the cloud you’ll get a
transcript):

Zoom Meeting ID: 239-524-829

Live on Facebook

Live on Workplace by Facebook

Live on YouTube
Invite
Record on this Computer 3R

Sloane DellOrto Record to the Cloud ©%C

~ W L e () o ~ 8

Start Video Participants Polling Share Screen Closed Caption More
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Live streaming your meeting

If you want to live stream your meeting, you might think it's something you would do when setting up the
Webinar. But no. )

® © ® [ using Zoom Webinartohold - X [Z) Webinar Information - Zeom X I Local Recording - Zoam Help x| +
& > C (@& zoom.usfwebinar/92805504770ccurrence=1587650400000 e oo )& @ Q@ v @ T i':‘a E B8 [>]

REQUESTADEMO  1886.799.5926  RESOURCES ~  SUPPORT

Zool ' l SOLUTIONS +  PLANS & PRICING ~ CONTACT SALES SCHEDULE A MEETING ~ JOINAMEETING  HOST A MEETING ~ E

A -055-
5 User Management Webinar ID 928-055-047
> Room Management

Video Host Off
5 Account Management Panelists Off
> Advanced Audia Telephane and Computer Audic

Dial from United States of America

Webinar Options v Q&A If you click the Live

Streaming option when setting
up the webinar, it just tells you to
start it once you start the

webinar. :)))

Attend Live Training
Enable Practice Session
Video Tutarials

Only authenticated users can join
Knowledge Base

Record the webinar automatically

Edit this Webinar Start this Webinar

Save this Webinar as a Template
Invitations Email Settings Branding Polls Q&A Integration Live Streaming

Live Streaming After launching the webinar, click "More", and then choose the service on which to live stream your webinar,

FIEE  @orkplace YoufT®

During the meeting, click More and then you can choose to live stream:

o\

Join Audio Share Screen Invite Others
Computer Audio Connected
Live on Facebook
Live on Workplace by Facebook

Live on YouTube
Invite

Record on this Computer  ¢:3R
Record to the Cloud GHC

wit 2! @ b . »

Start Video Participants Polling Share Screen Chat Closed Caption
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Managing your workspace during the meeting (optional but important)

Zoom Meeting ID: 551-492-328

[ ®
a & Recording... 11 W

If your meeting is
set to record
automatically, you can
pause it by clicking the
pause button to the right
(the two lines.) Bs://z00m.us(j/561492328

astic Webinar

& DellOrto

Copy URL

Participant ID: 487175

Q RecordingPaused » @

@

Join Audio Share Screen Invite Others

To restart
the recording,
click the play
button

Computer Audio Connected

‘% ~ Wit ~ z.- L .1 Ill II‘ ~

Unmute Start Video Participants Q8A Polling Share Screen Chat Closed Caption More

You likely want to mute yourself right away, until you're ready to actually start the meeting. To do so, click on the
microphone icon lower left.

Hopefully you tested your mic and speakers before this, but if not - click the arrow next to the microphone icon
and choose “test speaker and microphone.” If they do not work, you’ll need to call in to the meeting.

You want to get your workspace arranged so that you can find everything. At the bottom of your Zoom screen,
click on Participants, Q&A, and Chat (if using Chat). Move each pane around until you have a layout that works
for you.

To move the separate floating panes around your desktop, just click and hold on the top of each pane and drag
them to a configuration that works for you:
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Zoom Meeting ID: 661-492-328

Talking: Sloane DellOrto

0 CEETEEE

There is a separate tab
for Panelists (you and board
members) and Attendees
(members of the public).

Meeting Topic: My Fantastic Webinar

Host Name: Sloane Dellorto
Invitation URL: https://zoom.us/jf551492328

Copy URL

Participant ID: 487175

Click on
Participants, Q&A and
Chat (if using Chat) to open
those panes and arrange them
so that you can see
everything.

©

Invite Others

--

L1
$ . owma ast e dh A cc
Start Video Participants Polling Share Screen Chat Closed Caption More

Share Screen

[ BoN ) Zoom Webinar Chat

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All panelists and attendees:
Checking to make sure everyone can hear?

If you haven't
disabled Chat, you can use
it to speak privately amongst
the panelists or to chat with

everyone.

I3 All panelists and attendees v

Type message here...

otal 1 phane call-in listener
@ Chris Hefner (Guest, Talking permitted)

e 12094831001 (Guest, Talking permitted) 9%

Lower All Hands

QA

Answered Dismissed

No open questions

If you want to allow a participant to speak aloud, you can ask them to press #9 on their phone or click the Raise

Hand icon in Zoom to raise their hand.

Hover over the participant to see options, including Unmute.

Using Zoom Webinar to hold public meetings

(] Participants

Panelists (2)

Total 1 phone call-in listener

e 120... (Guest, Talking permitted)

Lower All Hands
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Allow your Panelists to share their video

@ [ ] Participants
B Gallery View 2 Panelists (3) Attendees (1)

(=% Sloane DellOrto (Host, me)

+«
Sloane DellOrto |

To allow your Panelists to
share their videos, go to the
Participant pane, click on the Panelists
tab, then the More drop down.

Note that you can also change from
Gallery to Active speaker view here.

Chris Hefner el =

o0 @ Q&A | Allow Participants to Unmute Themselves
v Play Enter/Exit Chime
Open Answered(1)  Allow Participants to Rename Themselves
Lock Webinar

Chris Hefner 0355 P Allow Banelist Start Video

Is it okay to require a password on your webin

Collapse all (1) ~ E
v Raise Hand

View the participant count

You 0356 PM
It's not a good idea if it's a public mee
deo Layout:
Follow Host's View
Active speaker view
v Gallery view

- m A

Merge to Meeting Window
Chat Closed Cagtion Mare el g

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All panelists and attendees:
Checking to make sure everyone can hear?

B[R All panelists and attendees ~

Type message here...

For this example, | invited my son Chris to be a Panelist on my pretend webinar to grab some screen shots. :)
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Using Zoom Webinar to hold public meetings

® Participants

Gallery View [ Panelists (3) Attendees (1)

@ Sloane DellOrto (Host, me)

@ Chris Hefner (Guest)
(4‘ ~\_Michael Dell'Orto (Guest)
You can switch between
Speaker View (where the
active speaker’s video always
shows) to Gallery View.

- Chris (Sloane’s son)

) ¢ Unmute All

eve Q&A

Open Answered (1) Dismissed

Chris Hefner  02:65 pv
Is it okay to require a password on your webinar?
Collapseall (1) ~
You  03:56 P\

It's not a good idea f it's a public meeting.
X ((Type answer )
00 4

- I [ (cc] .

Stop Video Participants Poling  Share Screen Chat  Closed Gaption  More

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All panelists and attendees:
Checking to make sure everyone can hear?

Gl All panelists and attendees ~

Type message here.

L Zoom Meeting ID: 551-492-328

@ @ RecordingPaused » W Total non-video participants: 1 ¥ Speaker View I3 Panelists (3) Attendees (1)

@ Sloane DellOrto (Host, me) 0 o
@ cnris Hefner (Guest) ¢

@ wichael pelrorto (Gues)

Unmute Al

Mute All

[ ] [ ] Q&A

Open Answered(1) Dismissed
Sloane DellOrto

Chris Hefner o

5 PM
Is it okay to require a password on your webinar?
Collapseall (1) ~

You  03:56PM

You can tell where Chris

gets his wild hair from ...
- Sloane

[

Stop Video Chat  Closed Caption  More

It's not a good idea if it's a public meeting.

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All pa
Checking to make sure everyone can hear?

and attendees

QN Al panelists and attendees ~

Type message here...
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Sharing a document

If you want to share your agenda packet during the meeting click on the green Share Screen button. (If you
were already sharing something, the button will say “Share New” instead of Share Screen.)

~ | /(] A~ ;’. L .1 II' E ~ i

Start Video Participants Polling Share Screen Chat Closed Caption More

Another window will open that gives you a bunch of choices for what to share. We strongly suggest that you
open the documents you want to share before you start the meeting. Whenever possible, sharing individual
documents will ensure you don’t accidentally share something you shouldn’t (like your inbox!)

Your Desktop will be selected by default, so make sure to click on what you want to share and double check
that it turns solid blue! If you are going to share your entire Desktop, then close non-essential applications and

files before you begin.

[ ] Basic Advanced Files

dl

/7

AN PR RO R e

Desktop 1 Whiteboard iPhone/iPad via AirPlay

&

iPhone/iPad y

As you can see, the more
desktops and documents you have,
the harder it is to find the right one!
Skip the desktop option(s) - and note that
they are selected by default!

¥Acrobat Pro DC - COVID 19 Emerg‘..J Preview - Screen Shot 2020-04-0...

Close any non-essential software
before starting your meeting.

Once the item you want
to share is solid blue (not just
outlined in blue!) click the
Share button.

Finder - Desktop

() Share computer sound (") Optimize Screen Share for Video Clip

It can get a bit confusing at this point, because the Zoom toolbar switches from the bottom of the tool interface
to a floating bar that can be moved around (it usually appears at the top of your screen).

The same thing will happen with videos, if they are enabled. They become smaller and floating, and you can
move them around your desktop to keep them in view.
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3 ‘]
v B 2 Il ’ e
Stop Video Participants Q3A New Share  Pause Share  Annotate Remote Control
@11 ® Stop Share
{ NN ] & COVID 19 Emergency PSL and Paid FMLA Standalone.pdf
Home  Tools COVID 19 Emerge... *
\ J
w e B8 Qoo A MO @ ww - -
Panelists (3) Attendees (1)

Total 1 phone call-in listener

@ 12094831001 (Guest)

Emergency Paid Sick Leave

Beginning on April 1, 2020, Digital Deployment, Inc. will provide Emergency Paid Sick Leave to all
qualifying employees until December 31, 2020. Full-time qualifying employees will receive eighty (80)
hours of Emergency Paid Sick Leave. Part-time and temporary qualifying employees who have worked
at least six (6) months for the Company will receive the number of hours they are normally scheduled to
work in a two (2) week period, based on the average number of hours they were scheduled per day in
the preceding six (6) months. Part-time and temporary qualifying employees who have not been
employed for six (6) months will receive leave under this policy based on their reasonable expectation,
at the time of hiring, of the average hours per day they would normally be scheduled to work in a two
(2) week period. Employees may begin to use Emergency Paid Sick Leave immediately. This benefit
does not accrue. Unused Emergency Paid Sick Leave will not be carried over from year to year.

Lower All Hands

Leave under this policy may only be used to if the employee is:

Q&A
(1) subject to a Federal, State, or local quarantine or isolation order related to the novel

coronavirus or COVID-19 (“COVID-19"); Open Answered(1) Dismissed

(2) advised by a health care provider to self-quarantine due to concerns related to COVID-19; ChrisHefner  03:55PM

i . i - = 5 Is it okay to require a password on your webinar?
(3) experiencing COVID-19 symptoms and seeking a medical diagnosis; Collapse all (1) ~
(4) caring for an individual who is subject to a Federal, State, or local quarantine or isolation Yol L0mBe PM

order related to COVID-19 or who has been advised by a health-care provider to self-quarantine
due to concerns related to COVID-19; 5
:_:rype answer

(5) caring for the employee’s child if the child’s school or place of care has been closed or the
child care provider of such child is unavailable due to COVID-19 symptoms; or

It's not a good idea if it's a public meeting.

From Me to Chris Hefner: (Privately)
Are you able to hear the meeting ok?

From Me to All panelists and attendees:
Checking to make sure everyone can hear?

BCR All panelists and attendees ~

Type message here..

Tips for holding a closed session (optional)

A few tips for closed sessions:

1. Schedule a separate meeting (or Webinar) with a unique link, and possibly a password. Hold it before or
after your public meeting, as you won’t be able to have them both running at the same time (you can’t
switch between two sessions hosted by the same Host).

2. You could also simply use a different platform for your closed sessions - like freeconferencecall.com and
only share the call in number with your board and staff.
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After the meeting (optional)

You will receive an email when the cloud recording is available, with a link directly to the recording. Or you can
go back to zoom.us and go to the Recordings tab, where you can Share or Download any of your recordings, or
click on the recording to access the transcript, if you enabled that functionality:

® © ® [ using ZoomWebinartahold . X (@ My Recordings - Zoom X  +

< c

@& zoom.usfrecording

zoo' T\  SOLTONS+  PLANSGPRICING  CONTACTSALES
RESORAL Cloud Recordings Local Recordings
Profile
Meetings From mm/dd/yyyy T To 04/06/2020 T All Status
Webinars
Search by ID - Q
Settings Topic
My Fantastic Webinar
ADMIN

Board of Directors Meeting April 23, 2020
> User Management
Sleane DellOrto's Personal Meeting Room

> Room Management

Special District Communication and Meetings During a Crisis
> Account Management P ug 8 ]

> Advanced Sloane DellQrto's Personal Meeting Room

Sleane DellOrto's Personal Meeting Room

Engage your community: Guerrilla marketing for special districts

Attend Live Training (Spring edition)

Javaseriel g ytoripl

1o}

551-492-328

928-055-047

209-483-6883

431-930-673

209-483-6883

209-483-6883

674-003-616

Start Time

Apr 6, 2020 03:47 BM

Apr 6, 2020 12:00 PM

Apr1, 2020 03:09 PM

Mar 19, 2020 09:48 AM

Mar 18, 2020 12:01 PM

Mar 13, 2020 09:58 AM

Mar 11, 2020 12:45 PM

o %)& @O0 v OIFHEaPO
REQUEST A DEMO 1.8688.799.5926 RESOURCES « SUPPORT
SCHEDULE A MEETING JOIN AMEETING HOST A MEETING = E
Settings
Delete Selected | Delete All
File Size
2 Files (1 MB) Share.. | More~
2 Files (384 KB) Dovenload (2 files) |
Delete
1 File (39 MB) S
2 Files (78 MB) Share.. More »
2 Files (22 MB) Share.. | More ~
1File (94 MB) Share... More «
2 Files (59 MB) Share. More »

Lastly, take a deep breath and congratulate yourself! We know this isn’t easy and hope this guide proves to be
helpful. As we mentioned in the beginning, Zoom software is updated on a regular basis so some of the details
in this document may be out of date by the time you are viewing it.

If you need help figuring this out, we’re here for you! Access all of our resources for holding remote meetings, or

give me a shout:

Sloane Dell’'Orto
sloane@getstreamline.com

S
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