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[bookmark: _Toc46841314]Log In
https://zoom.us
Username: contact.ccfso@gmail.com
Password: to be communicated external to this document

[bookmark: _Toc46841315]Schedule a Webinar
To schedule a webinar, go to the “Webinar” tab under “Personal” menu, and click “Schedule a Webinar”. 

Alternatively, schedule a webinar based on a template. A template has been saved from a previous webinar that ran without glitches. To use this template, please go to “Webinar Templates”,  click the button “Schedule a Webinar with this template”, and start customizing the webinar settings. 

Enter the following information in corresponding fields or make selection as prompted. Certain information will be displayed on the registration page and relevant automatic messages sent out by Zoom (i.e. Webinar reminder, see instruction on the Communications section):
· Topic
· Description
· When
· Duration
Recommendation: Input a duration longer that the actual scheduled time, to prevent the webinar platform closing abruptly when the event runs over time.
· Time Zone
· Recurring meeting
· Registration
Recommendation: Require registration to allow documentation of attendance and follow-up communications.
· Webinar Passcode
Recommendations: Require passcode to enhance webinar security;
Change the passcode or else it will continue using the one from the previous webinar, allowing potential security breaches.
· Video On/Off
· Audio Telephone/Computer Audio/Both
Recommendation: Edit the “Dial from” option to display dial-in information for audience in Canada (or other countries, depending on the target audience). 
· Webinar Options
· Q&A
· Enable Practice Session
· Only authenticated users can join
Recommendation: Disable this function. As of July 27, 2020, the authentication is done via log-in to Zoom. If this function is activated, it can block audience without a Zoom account. 
· Make the webinar on-demand
· Record the webinar automatically in the cloud
Recommendation: Check the subscription plan to ensure that there is enough cloud memory for depositing the recording. An alternative is to save locally. 
· Advanced Options 
· Interpretation

[bookmark: _Communications][bookmark: _Toc46841316]Communications
Once the webinar is scheduled, go to the “Upcoming Webinar” tab, click open the scheduled webinar, and scroll to the middle of the page for “Edit this Webinar” to customize communications.

[bookmark: _Toc46841317]Invitations
[bookmark: _Invite_Panelists][bookmark: _Toc46841318]Invite Panelists
Click “Edit” to add panelists name and email address. Zoom will automatically send the invitation email to panelists to inform them the time, date, link to webinar, and passcode. 

[bookmark: _Toc46841319]Invite Attendees
Click “Copy Invitation” to access a message semi-automatically generated by Zoom. This message includes event information and instruction on registration. Alternatively, copy the registration link to integrate in communications methods of choice (i.e. emails, webpage, etc.,)

Note: If scheduling a webinar from template, the invitation emails have been drafted and formatted such that relevant information (i.e. time, date, topic, link, etc.,) will be plugged in automatically. See more in the section of Account Management – Webinar Setting.

[bookmark: _Toc46841320]Approval
Click “Edit” to customize whether registration is required, how it is approved, and questions to the participants upon registration.

Recommendation: Choose automatically approve unless someone can check and approve registration manually regularly. Participants will not get information on accessing the webinar or any follow up communications unless their registration is approved.

It is also a good idea to disallow “attendees to join from multiple devices” to prevent multiple participants logging in as the same person. 

[bookmark: _Toc46841321]Manage Attendees
Review and edit registration here. More information on registration and attendance for data analysis available under Account Management – Report.

[bookmark: _Toc46841322]Email Settings
Turn on or off, and edit emails, including invitation, confirmation of registration, reminder, follow up of attendance and absence.

Note:  The emails will automatically generate with relevant information. To change the content and format, go to Account Management – Webinar Setting, locate the type of communications of desired changes, and alter the HTML code for the email template. See more Account Management – Webinar Setting.

Recommendation: Use the “Send me a preview email” function to review the formatting and wording of the email. The preview email will be sent to the email address linked to the account.

[bookmark: _Toc46841323]Branding
Make aesthetic edits here or in Account Management – Webinar Setting, i.e. adding banner, logo, theme colour. These edits will reflect in the communications. 

If a post-webinar survey is desired, create and edit the survey here. 
	
[bookmark: _Toc46841324]Polls
If polls are expected during the webinar, enter the questions and answers in sequence. This function helps enhance the interaction during a webinar.

[bookmark: _Toc46841325]Q&A
The Q&A function allows attendees to pose questions to the panelist. 

Recommendation: For maximal privacy protection, allow anonymous questions, disallow attendees to view questions, display answered questions only, and disallow attendees to upvote or comment on questions. 

For how to manage the Q&A, see Host a Webinar section.

[bookmark: _Toc46841326]Admin Setup
[bookmark: _Toc46841327]User Management
IMPORTANT: Normally, the upgrade should be effective immediately as the payment goes through, which allows last minute changes to accommodate larger audience. However, the upgrade may not be processed properly if there are two or more users listed under the account. In this case, after purchasing and/or upgrading Zoom licenses, make sure to go to “Admin” tab, and “User Management”, and assign the licenses to the user associated with the contact.ccfso@gmail.com (or other email that is hosting the webinar).

[bookmark: _Report][bookmark: _Toc46841328]Report
Under the “Admin” tab, the “Report” function allows data exporting. In the “Webinar” option, registration, attendance, performance, Q&A and poll reports are all available.

[bookmark: _Webinar_Setting][bookmark: _Toc46841329]Webinar Setting
Edit templates of communications here. The change made here will apply to all webinars scheduled afterwards. To turn on or off specific communications, make the changes in the webinar of desired changes.

[bookmark: _Host_a_Webinar][bookmark: _Toc46841330]Host a Webinar
Host should log in with the CCFS Zoom account. Other panelists should log in with the special link and passcode provided in the “Invitation to Panelists” email. 

[bookmark: _Toc46841331]Assigning Co-Host
Host has authority to mute/unmute, turn on/off video, share/ask to share/stop sharing screen, start polling, view and respond to Q&A, recording the webinar.

Recommendation: Once the host has logged in, assign the authority to other panelists. To do so, click open “Participants” at the bottom menu, hover the mouse over the panelists’ name, click “More”, and “Make Co-host”. In this way, colleagues who sign in as panelists can help run the webinar, i.e. view and respond to Q&A, record the webinar, start polling, ensure the proper speaker’s audio and visual are on etc. In addition, in the event that the host’s internet connect drops, the co-hosts will automatically assume the host position, preventing the webinar to end abruptly.

[bookmark: _Toc46841332]Practice Mode
If schedule from a template, the webinar should by default start from a practice mode. This practice mode is clearly indicated at the top of the Zoom window in a orange banner. This function allows panelists, co-hosts, and host to test all the functions and brief each other without broadcasting to the attendees.

Recommendation: At this stage, it is a good idea to double check all settings for security protection (i.e. disable attendees from changing their names, authority to share screen, posing questions anonymously, etc.,)

[bookmark: _Toc46841333]Start Broadcasting 
Once the panelists feel ready, click the “Broadcast” bottom and attendees will be able to view and hear the panelists. 

The attendee’s view is determined by the host’s setting. If the host selects “gallery view”, all those who log in as panelists will show their video, or profile picture in the case that their video is off. If the host selects “speaker view”, only the person whose audio/video is on will be displayed. When sharing screen is active, the share screen will take up most of the window, with the panelists video and/or profile picture showing on the right.

Recommendation: At the stage, host and co-hosts should constantly monitor audio/visual function, attendees’ behaviour, i.e. interaction through Polls, Q&A, and raise hands, admitting and/or kicking out certain attendees, etc.,

[bookmark: _Toc46841334]Settings to Enhance Security
This is a checklist of action items to help prevent “Zoom Bombing”, unpleasant interjections, undesired participants, etc., 
· Registration is required for attending a webinar;
· A link and a passcode are required for accessing the webinar;
· Disallow meeting participants to send a message visible to all participants;
· Disallow file transfer;
· Allow only host to share screen;
· Disallow remote control;
· Enable “Report participants to Zoom” function;
· Disallow local recording for participants, for copyrights protection;
· Require password to access shared cloud recordings;
· Activate “Recording disclaimer” function;
· Activate “Mask phone number in the participant list” function.

These changes can be made when scheduling/editing a webinar, and through “Settings” under the “Personal” tab.

[bookmark: _Toc46841335]Useful information
Zoom Video Tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials

Zoom Help Centre
https://support.zoom.us/hc/en-us
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