Virtual Training — April 2020
Zoom Tips

Zoom “Cheat Sheet”

Switch between
. . ) Messages might pop Gallery V|ev~./ and ) L
We will be recording the session up during Break Outs “Speaker View” View participants
d« T 9 20
L X J Zoom Meeting ID: 874-166-6254 il ° 0 0 o @
# © Recording " . B - - W Spoaker View 3% Participants (2)
From Michelie Sampalo to everyone: You doat need to click the
e B ) «ovy 86 (mo) W MteAl  UnmuoAt Mot v
Raise hand to
ask question
¢ © 0 © © © Other things to

Reilly Dow % Kelvy Bird

See who is joining!

All Broakout Rooms will close in 36 seconds.

If you need a break,
or don’t want to be seen
(bad hair day?)
you can “Stop Video”

Click to view the
“Chat” window

Click if you are invited

“Unmute” to speak, to share your screen
“Mute” at all other times

to help with sound quality

This is a private session,
please do not invite others in - tx!

Open “Participant” window

ok!
privately

Here is an area for chatting to all or 1-t0-1

Only hosts
can record

During Break Outs
this message will let you
know your time is ending soon.

You will automatically be moved
back into the main room.

(No need to click the blue button
unless you really need to leave)

discover

“Chat” window
for questions
and saying hello

Chat with “Everyone”
or with specific people
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@ Assign O participants into Rooms:

O automatically Manually

Breakout Rooms

In order to create smaller groups within your session you can use the feature Breakout Rooms
of Breakout Rooms.

0 participants per room

If you have set required registration for your session, groups can be set up
before the meeting. However, you can also set them up quickly during the
session.

As the Host when you click the Breakout Rooms button (1) you will get the _
option to choose how many rooms you wish to create, then to choose o
whether people are allocated to those rooms manually or automatically. Click - Breakout Room 1 @

Assign

o
Create Rooms (2).

~ Breakout Room 1 Join

Laura Mack (not joined)

Breakout rooms can then be renamed and participants can be moved
between rooms (for example if you wish to have particular facilitators in lype your message here
rooms). Once ready, click Open All Rooms (3). @

During Breakout Rooms, Hosts are able to broadcast a message to all (4).

. S Broadcast @
When you wish to close Breakout Rooms, click the option to ‘Close All FEEER REE 'M( ErEoidleTE )
Rooms’ (5) this then gives all rooms a 60-second warning to return to the -I LR e

main session.

Non-verbals & Reactions

Non-verbals (once activated in your settings) can be used by your participants to
share how they are feeling or finding the session. These can be viewed in the

participants window. ’ ‘ ) » o

These include: Go slower, Go faster, Need a Break, and Yes / No.

There are two reactions participants can use during sessions; an applause and a o o @ Q o

thumbs up. yes no go slower go faster mare clear all

Reactions

Participants are also able to raise their hand if they have a question.
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Tips to be a great host:

> Organise sessions in ‘chunks’ no longer than 90 minutes. If you were planning to organise a full day training session, perhaps

change it to 3 x 90-minute sessions across 3 days with homework / practice time in-between. Or if you would like multiple v Participants (2)
sessions in the same day, make sure the chunks have large breaks in-between (at least 30 minutes) ) rerson  tHost me) 0 o
> Prepare a plan / agenda for the session and try to keep to those times as much as possible. Prepare, process, rehearse.
> Have a team help coordinate the session (3E’s) and make these people your co-hosts: . Person 2 Chet
o Executive — present the content, lead the session top Video
o Engineer — manage technology, slides, breakout rooms, and troubleshoot participants. Could also be responsible for
admitting participants from the waiting room P —
o Engager — pay attention to tone and engagement, monitor the chat function, watch non-verbals and reactions, send Put in Waiting Room
links to resources Remove

© 0 © © o ¢

yes no go slower go faster more clear all

Invite Mute All Unmute All

» Decide ahead of the meeting whether you would like participants to be muted throughout (you can ‘Mute all’ upon entry), or whether you encourage the use of
video (you may prefer to see people or you may find it distracting).

Energisers / interactive activity to use throughout the session: /Share screen — can be used\
e Polls to display a presentation,
e Everyone to close their eyes — notice breathing, focus on purpose of the show videos or images, or

session, notice pulse, open eyes to use the
e Find something in the room whiteboard.
e Draw / write and show

e Group photo
e Stand up / wriggle / stretch
e Video off for 60secs

Save Chat

Participant Can Cha
MNo One
Host Only
Everyone Publicly
+ Everyone Publicly and Privately

®

Record

To:  Everyone v

Type message here...
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Mute if you

are not

Participants Tips:
Some quick tips to be a great virtual meeting participant:

General

Video

@ Audio
O Share Screen
Q cha

B8 Virtual Background

Recording
e Profile
0 Statistics

Choose Virtual Background

O Keyboard Shortcuts

Accessibility

~ Participants (1)

s mera
/ HP HD Camera . Host (Host, me) & A
Video Settinas...

Choose Virtual Background (") 1 have a green screen @

Click to joir

() Mirror my video

SMILE!!

T 4920
© © 06 © ©

go slower go faster more clear all

Invite Mute All Unmute All

v Participants (1)

_anlii.
. Host (Host, me) Mute More > ]

Reactions

Rename

Edit Profile Picture






