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Description

This training will introduce participants to intermediate and advanced 
Zoom functions in order to build the specialized skills necessary to host 
and facilitate an engaging and secure virtual meeting, training, and/or 
conference. Participants will learn how training objectives can be used to 
inform key decisions about modes of engagement, use of a training 
partner and/or technical support, and tailoring of curriculum to match 
participant needs. Moreover, the training will describe strategies, 
techniques, and resources to manage and engage participants in their 
‘virtual classroom’. The trainers will facilitate open discussion and 
answer questions to promote skill acquisition.



Online Etiquette & Housekeeping

We encourage you to:

Leave your video on

Stay muted until you have questions 

Ask questions or post comments via the chat

We will be:
- Sharing a link to handouts at the end 

of today’s training
- Sharing the link to TEOT: Getting to 

Know Zoom at the end of today’s 
training



Zoom Updates



Zoom Updates
Participants might need to 

individually enable



Zoom Controls
Audio (What people 
will hear from me)

Visual (What people 
will see of ME)

I want to allow/not 
allow participants to 

do something

Who is in this 
meeting?

Let’s talk to 
people! 

(Individuals or the 
whole group)

Visual (What people 
will see on my 
COMPUTER)

Let’s ask the group 
a question(s)!

Make sure you have 
memory space to record 

the meeting!

My participants need 
accommodations or service 

Let’s put people in 
smaller groups! 

(Randomized, pre-
assigned, or let them 

pick)

Let’s give 
feedback by 

using emojis!
Time to go!



Zoom Controls (Polling)

Didn’t set up 
polls ahead of 
time? No big 
deal! Create it 

on the fly!

Adding a question opens up a 
separate window tab



Zoom Controls (Polling Cont.)

Adding a question creates a 
multi question poll



Zoom Controls (Polling Cont.)



Zoom Controls (Breakout Rooms)

Adding a question opens 
up a separate window tab

Do you want random groups?
Pre-assigned groups? 

Do you want participants to 
choose their own rooms?

How many rooms do you want 
to create?

Once you have decided, create 
the rooms!



Zoom Controls (Breakout Rooms Cont.)

Adding a question opens 
up a separate window tab

You can rename rooms, delete 
rooms, and assign specific 

people here

Add rooms and 
recreate previous 
breakout groups 

here



Zoom Controls (Breakout Rooms Cont.)

Adding a question opens 
up a separate window tab

Once you are done, send people 
to the rooms!



Zoom Controls (Breakout Rooms Cont.)

Adding a question opens 
up a separate window tab



Backend Setup (Recording)



Backend Setup (Security)



Questions?



Backend Setup (Meeting Settings Basic)



Backend Setup (Meeting Settings Advanced)



Backend Setup (Meeting Settings cont.)



Backend Setup (Meeting Settings cont.)



Reports



Reports



Reports



Reports



Reports



Differentiating Training Levels

Le
ve
l

Le
ve
l

Le
ve
l1 2 3

• Low level of interaction
• Typically 1 – 2 hour training
• Large participant numbers         

(50+)
• No Breaks
• No Breakout Rooms
• Minimal to no time for Q&A
• PowerPoint heavy

• Mid level interaction
• Typically 1.5 – 4 hour training
• Smaller participant numbers 

(<100)
• 1 – 2 Scheduled breaks
• Use of breakout rooms and/or 

group discussions
• Use of PowerPoint, but not the 

entirety of the training

• High level interaction
• Typically 4+ and/or multiday 

training
• Small participant numbers (<40)
• Scheduled breaks/lunch
• Frequent interaction
• Use of breakout rooms, group 

discussions, polling, etc. 
• Minimal PowerPoint time 

(frequently stopping share to 
facilitate discussion



Internal Engagement Tools

Integrated in Zoom:

- Polling

- Breakout Rooms

- Reactions

- Chat

Getting Creative:
- Stop share, have everyone turn off 
their video, turn video on if you XYZ
- “Telephone?”: participant responds 
to prompt/question, then picks the 
next person who will respond



Basic Best Practices
Check to see if 

your Zoom 
account needs to 

be updated at 
least once a 

week! 

Update your 
computer and 
browsers at 
least a day 
before the 
training!

Log in early to 
check your 

connection, screen 
share, etc. 

(Preferably with 
another individual to 

confirm your 
connection sounds 

good!)Remember that 
people’s video will 

likely be in the 
upper right corner 
blocking content. 
Adjust your slides 

accordingly.

Share your slides ahead of 
time (if possible). Include the 
instructions for any breakout 

rooms too!

Remember that 
mistakes will 

happen! It’s okay!

Share ”Housekeeping” 
information at the 
beginning of your 

training via chat and 
verbally (e.g., slides 
will be shared at the 

end of today’s 
training)



Basic Best Practices
Utilize Google 

Docs/Sheets/Forms 
to facilitate any 

group work

Utilize polls to 
ask the group 
questions and 

get instant 
feedback

When transitioning 
in-person 

curriculum, start by 
creating an agenda 

and use that to 
identify spaces you 

can incorporate 
XYZ

Make use of 
‘Reactions’ within 
Zoom to get instant 

feedback from 
participants

Don’t be afraid to get creative 
with Zoom features to 
encourage engagement

Have fun! If you 
are having fun, 

your participants 
will be more 

engaged



Q&A


