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Linking together for our mission.

We have two Zoom accounts:
1. Site Admin

a. Large meetings and Webinars
b. Submit a request HERE

2. Leadership Team
a. Login: leadershipzoom@aauw-ca.org
b. Password: AAUWca!1

Note:
● We can only have one meeting occurring at a time per account.
● If you start a new meeting while another one is in progress, you will end the 

first meeting.

The Basics

https://docs.google.com/forms/d/e/1FAIpQLSdA14suw_D2cUMOc2ysWWZCyECNEVFj7GFwSGnUyo_bPrlyQg/viewform
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● Zoom offers a multitude of quality videos on specific topics. This document 
focuses on practical tips for using Zoom while hosting a session.

● Links to tutorials and additional reference materials are located in the top 
right corner of each slide for access following training. 

● If the reference includes a video, you’ll see a video symbol.

Access other tutorials 
on the AAUW 

California Website
How to Use This Document

https://www.aauw-ca.org/category/tech-tools/
https://www.aauw-ca.org/category/tech-tools/
https://www.aauw-ca.org/category/tech-tools/
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Getting Started

● Your workspace should have a pleasant, uncluttered backdrop.
● Choose a room with a door so you are not distracted by family or pets.
● Avoid being backlit by a window.
● Test your setup prior to your first meeting.
● Camera – optional. You can share your screen and manage the meeting. If 

you don’t have a camera, your participants will not see your face.
● Microphone – optional. You can dial into the meeting by phone if you don’t 

have a microphone or are having difficulty connecting to the meeting.

Quickstart
Guide

Online Conferencing 
Presentation

https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
https://www.aauw-ca.org/online-video-conferencing/
https://www.aauw-ca.org/online-video-conferencing/
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Meeting Vs Webinar

Meeting - Leadership Zoom Account Webinar - Office must schedule
Participant roles
meeting roles
webinar roles

● Host and co-host
● Participant

● Host and co-host
● Panelist
● Attendee

Audio sharing ● All participants can mute/unmute their own audio
● Host can mute/request to unmute participants
● The host can set all participants to mute upon entry

● Only the host and panelists can mute/unmute their own audio
● Attendees join in listen-only mode
● The host can unmute one or more attendees

Video sharing ● All participants
● You control if attendees join with video on or off

● Hosts and panelists
● Attendees join with video off

Participants list Visible to all participants Visible to host and panelists

Email reminders Manual, If registration is enabled Automatic If registration is enabled

Breakout rooms Breakout rooms for meetings No breakout rooms

Waiting room ✔ N/A

Common to both tools: Chat, Reactions, Q&A, Whiteboard, Annotation, Polling, Surveys, Registration, Closed captioning, Recording, Screen 
sharing

https://support.zoom.us/hc/en-us/articles/360040324512
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/201362603
https://support.zoom.us/hc/en-us/articles/200941109
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/115004954946
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/115000332726
https://support.zoom.us/hc/en-us/articles/205677665
https://support.zoom.us/hc/en-us/articles/115005706806
https://support.zoom.us/hc/en-us/articles/207279736
https://support.zoom.us/hc/sections/200208179
https://support.zoom.us/hc/en-us/articles/201362153
https://support.zoom.us/hc/en-us/articles/201362153
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Schedule a Meeting
There are two ways to schedule a meeting via the desktop 
application or web browser.
● “Host a Meeting” – starts a meeting immediately.
● “Schedule a Meeting” – creates a meeting in the future.

Tips
● Zoom has implemented two defaults for meeting security:

○ Password is required (up to 10 characters).
○ Waiting room is enabled allowing you to control who enters the meeting.

● You can start and stop your meeting before the meeting date. This can allow 
you to practice using your actual meeting.

● If you can’t find a security setting in the desktop application, check the web 
browser tool.

Working from 
home tips

Schedule a Meeting
Tutorial

https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/?utm_source=website&utm_medium=postattendee&utm_campaign=WFHQ1FY21&zcid=3710
https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/?utm_source=website&utm_medium=postattendee&utm_campaign=WFHQ1FY21&zcid=3710
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
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● Invite prior to the meeting:

○ Send your email invitation to webteam@aauw-ca.org for distribution to 
your peer group.

■ Include the meeting registration or meeting join information

● Invite during the meeting: 

○ Use the invite function at the bottom of your screen. 

○ Send the URL or meeting invitation via email.

● Where to find the password if you didn’t set one up?

○ Open the invite window. It will be at the bottom of the screen.

Invitation
Tutorial

Invite Participants

mailto:webteam@aauw-ca.org
https://support.zoom.us/hc/en-us/articles/201362183-How-do-I-invite-others-to-join-a-meeting-
https://support.zoom.us/hc/en-us/articles/201362183-How-do-I-invite-others-to-join-a-meeting-
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● Requiring registration allows you to know who 
intends to join the meeting.
○ How many attendees are expected and who 

they are
○ Gather information to help with your session.

● Approve registrants automatically 
or individually.

● Use standardized list of data or 
create your own custom 
questions.

● Registration email can be resent.
● Unregistered participants will be 

prompted to register when 
joining.

Registration
Tutorial

Registration

https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings
https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings
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● Join or start the meeting.
● Share your screen – You can display a presentation that has a welcome 

message.
● Let participants in from the waiting room (individually or as a group).
● Open the chat window. 

○ Ask participants to open the chat window and enter their name and 
branch in the chat.

○ Control who participants can chat with in settings.
● Open the participant window.

○ You can control participant audio and video here. Participants can turn 
both on and off as desired.

○ Participants can provide non-verbal feedback if enabled (in settings). 
You’ll see it next to their name.

● Assign a co-host (optional).

Meeting Controls
Tutorial

Start a Meeting

https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting
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1. Audio controls
2. Video controls
3. Open participant list
4. Polls
5. Chat
6. Share your screen
7. Recording controls
8. Show captions
9. Share reaction

10. More: breakout rooms

Understanding Your Screen
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● There are three different ways that participants can share 
information with the host. Controls are in your settings.

● Chat 
○ Accessed via the chat bubble.
○ Displayed in the chat window.
○ You control who can chat.

● Nonverbal gestures
○ Accessed and displayed in the participant window.
○ Raise hand, clap, go faster, go slower etc. available at the bottom of the participant 

window and display in the participant window.
○ Raised hand displays in the video window and in the host participant window.
○ Host and co-host can view gestures but can not use them.

● Reactions
○ Accessed on the bottom toolbar.
○ Displays in the video window only.
○ They are also duplicated in the nonverbal gestures.

Meeting Chat
Tutorial

Non Verbal 
Gestures

Host Controls

https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings
https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings
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Participant Window – Host View
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Chat Window – Host View
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Reactions – Host View
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● Turn off Host Only sharing if you want other participants to share their 
screen. 

● You can share you’re your entire screen or just a document or window.
● If you sharing a video – share the sound too. These controls are on the 

bottom of the share screen
● Remember participants can see what is in your window. Protect your 

confidential information by closing your email or sharing only part of your 
system.

Screen Sharing
Tutorial

Screen Sharing

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
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Share
1. Your entire screen 
2. A piece of your 

screen
3. If you’re sharing a 

video, click these 
options

4. Advanced include a 
portion of your 
screen and 
audio/video only.

Screen Sharing Options
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Record a Session
Tutorial

Recording a Session
● Available to host and co-host only by 

default. You can allow or forbid 
someone to record during the 
session.

● The participant is given an option to 
be recorded or to leave the meeting.

● Choose to record to the cloud.
● Notify webteam@aauw-ca.org if you 

want the recording posted on the 
website.

https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
mailto:webteam@aauw-ca.org
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Before the meeting:
● Create your poll(s). You can create one during the meeting if necessary but it 

can detract from your presentation.
○ Single and multiple choice questions available.
○ Open ended questions not supported.
○ Track responses by participant (if you used registration) or make 

anonymous.
● Polls are specific to the meeting.
● Only a host can create or launch a poll.
● Share the results.
● You can use the poll more than once in a meeting. Only the last poll will be 

recorded.
● After the meeting, download your results from the reporting center.

Polling in a Meeting
Tutorial

Taking a Poll

https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
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● Reports are located on your dashboard under Account 
Management
○ Usage Reports - if you have not required registration
○ Registration reports - if you have required registration
○ Poll results

● Chat transcripts are located in a folder in your Zoom application folder. 
● When you close the meeting a folder will open where the chat transcript is 

located.

Reporting
Tutorial

Reports

https://support.zoom.us/hc/en-us/articles/216378603-Generating-Meeting-Reports-for-Registration-and-Polling
https://support.zoom.us/hc/en-us/articles/216378603-Generating-Meeting-Reports-for-Registration-and-Polling
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Choose this type of report if you have not required registration.
1. Choose the date range

2. Search
3. Identify the meeting you want
4. Click on participant number

Usage Reports
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1. Select “Show unique users”
2. Select “export”

Usage Reports (cont’d)
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1. Enter date
2. Choose type of report
3. Search
4. Generate report

Registration Reports
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● Turn on feature in settings prior to meeting:
○ Create rooms
○ Assign participants to a specific room using the registration report

● Available to host and co-host only.
● Create up to 50 rooms. 
● Breakout rooms can be started, stopped and restarted multiple times during 

a session.
● Split participants manually or automatically during session.
● Host and co-host can: 

○ Join any room.
○ Message all rooms.
○ Move participants between rooms.

Breakout Room
Tutorial

Breakout Rooms

https://support.zoom.us/hc/en-us/articles/206476093
https://support.zoom.us/hc/en-us/articles/206476093
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● Decide what type of event you need: meeting or webinar
○ For a webinar, submit a request HERE.
○ For a meeting, set up the meeting using the Leadership account.

● Decide if you want to require registration.
● Send an email message with registration or joining information to 

webteam@aauw-ca.org for distribution to your peer group.
● Remind your participants of the event 24 hours before the session.

○ If registration was required - resend the registration confirmation
○ If registration was not required, send email message to 

webteam@aauw-ca.org for distribution.
● Hold the event - Record if record is desired.
● Send email to webteam@aauw-ca.org if you want the recording posted to the 

peer group space on the website.
● Generate attendance report, if desired.

Summary

https://docs.google.com/forms/d/e/1FAIpQLSdA14suw_D2cUMOc2ysWWZCyECNEVFj7GFwSGnUyo_bPrlyQg/viewform
mailto:webteam@aauw-ca.org
mailto:webteam@aauw-ca.org
mailto:webteam@aauw-ca.org

