How to Hold a Remote Public
Meeting: Lessons Learned and
Technical Tips
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Scheduling a Meeting

*  Multiple different methods
o

to schedule a Zoom
New Meeting ~ Join

meeting

Schedule a Start Instant rh
Meeting ¥ Meeting v
Zoom ]

Schedule Share screen  ~

« To utilize all security
features, schedule your
meeting using Zoom on a
PC/Mac, Outlook plugin, or " e e B,
Google Chrome/Firefox
plugins
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Scheduling a Meeting

Recommended Settings Explained

Meeting ID . .
e - Generate Meeting ID Automatically
®  [Generate Automatically Personal Meeting ID 207-228-7321
Password
+*| Require meeting password | 928820 — Require Meeting Password

Video o _
- 3 on [Flon — Host and Participant Video OFF

Host On Off Participants

Audio

Telephone “omputer Audic 8 ) ITelephone and Computer Audic _ Te|eph0ne and Computer Audio

Dial in from United States Edit

Advanced Options ~ V Waltlng Room
jEnable Waiting Room V JOin Before Host

Enable join before host

\/ Mute Upon Entry

+" IMute participants upon entry

Only authenticated users can join: Sign in to Zoom

x Authenticated

Automatically record meeting

Users only
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In Meeting - Host Controls

el B
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Participants

Polls Chat

Lock Meeting

+ Enable Waiting Room

Allow participants to:

Share
v Chat

Rename Themselves

a
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Maine Municipal Association

v Participants (1)

Emily Lowell (Host, me, participant ID: 491067) yd

© 0 °o © ¢

10 go slower  go faster maore clear all

Invite Mute All Unmute All

Mute Participants on Entry
< Allow Participants to Unmute Themselves
< Allow Participants to Rename Themselves
Play Enter/Exit Chime
«' Enable Waiting Room

Lock Meeting
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1 person is waiting

Emily's iPhone

1 participant in the meeting

B Emily Lowell (Host, me, participant ID: 225189)

Participants (2)

Message
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In Meeting - Host Controls

% o’ i o

Security Participants Polls Chat Record Closed Caption More

v Zoom Group Chat

To:  Everyone v
hara

Type message here

Save Chat

Participant Can Chat With:
No One
Host Only

v Everyone Publicly

Everyone Publicly and Privately
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In Meeting - Host Controls

Security Participants Chat ( d Caption More

Record on this Computer Alt+R

Record to the Cloud S Alt+C

® Advanced Sharing Options...

How many participants can share at the same time?
© One participant can share at a time

() Multiple participants can share simultaneously (dual monitors recommended)

Who can share?

O onlyHost () All Participants

Who can start sharing when someone else is sharing?
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Attendee Controls

If Waiting Room is enabled, attendee will get the following
message on their device:

™ Zoom Meeting = | X

Please wait, the meeting host will let you

in soon.
BERN ' .
STEIN Emily Lowell's Zoom Meeting
SHUR

| Test Computer Audio |
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Attendees calling in
via telephone will be
greeted with a
prompt stating they
are on hold N\

N\
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Attendee Controls

s i aas
a2 &3 @

Start Video Participants share Screen Record

v Participants (2)

a Emily's Laptop (Me, participant ID: 462009)

Emily Lowell (Host)

‘¥ © © © ©

Raicea Hand
ndalse diid

Invite

For Dial-In Attendees:
*6 to mute/unmute
N\ *Q to raise hand

N\

v Zoom Group Chat

To:  Everyone v

Type message here..
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Zoom Recordings

« Two Recording Modes
1. Local computer (host’'s computer)
2. Cloud (host’s Zoom account)

« Cloud Recording offers wide variety of options:

Record different views of meetings
Generate an audio-only file

Save chat messages

Timestamps on recording

Audio Transcript (Business Plan only)
Additional security

o Password-protected recordings
Automatic recording disclaimer
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Zoom Webinars

* Add-on for Zoom plan - start at $40/mo)

« Designed for larger audiences — includes 100 participants
 Enhanced Host controls

* Q&A Function

« Customizable Registration Page

* On-demand viewing (Cloud recording only)
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