Tips & Tricks To Make Your Online Meetings Rock!

FAQs

December 5, 2020
Q:  How do you download a file if you are using an iPhone?
A:  Navigate to the Chat box and click on the file.  Zoom will ask you to download the file and ask you where you’d like to download it.  
Q:  How do you view a file that’s uploaded in Chat?

A:  To view a file, hover over the top of your screen, and click on the 3 dot menu (ellipsis) that says “View”.  Select the “Gallery View” or “Speaker View” to view the file.    

Q:  Can you mute all participants?

A:  Only the host and co-hosts have permission to mute participants.  Navigate to the “Participants” button in the meeting controls and click “Mute All”.  Mute All will mute all meeting attendees, including the host and co-host, so you’ll need to unmute participants or have them unmute themselves.  To unmute yourself, hover over the top right hand side of your video window and click “Unmute”.  To unmute a participant, hover over the participant’s video and click “Ask to unmute”.  Zoom will send the participant a message saying that the host is asking you to turn on your audio.  The host can also select “Unmute” and unmute the participant without asking permission.
Q:  Should club meetings be recorded?
A:  If a meeting is recorded, it’s the responsibility of the host or Toastmaster to make an announcement to the meeting attendees.  Attendees have the right to shut off their video and/or audio so that they are not recorded.  Best practice is to remind attendees during the meeting that the meeting is being recorded.  If you want to make the recording public, you will need to get signed written permissions from the attendees.  In District 13, some clubs record special meetings, such as an Open House, to share with others in the District.  Session presenters will follow up with the District Trio on whether or not it’s a best practice to record weekly club meetings.  
Q:  Please confirm that sharing a poll suspends the meeting for a few minutes to give members time to vote.

A:   You can keep a poll open on the screen for as long as you would like for participants to vote.  If you know how many people are in the meeting, you can watch for the number of votes to determine when to end the poll.  You do not need to share the results immediately with participants after the voting.  
Q:  Can the voting be done at any time during a meeting?

A:  Yes, it’s up to the host to launch the poll.  Polls can be launched at any point during a meeting.
Q:  Do you recommend setting up and pre-assigning participants to Breakout Rooms prior to a meeting?

A:  It depends.  For meetings in which people need to decide which room they want to join, it’s not feasible to assign people to rooms ahead of time.  People can also move assignments to a Breakout Room by themselves which eliminates the need for pre-assignment.  If you know how participants should be assigned to Breakout Rooms, then it makes sense to do the assignments prior to the meeting.  
Q: If I leave a breakout room, can I re-join a Breakout Room without the host assigning me to a breakout room again?

A:  Yes, you can re-join by selecting the Breakout Room option from the menu at the bottom of your screen.   

Q:  What is the max number of participants we can have in a Breakout Room?  
A:  You can pre-assign up to 200 participants prior to the start of a meeting.  During a meeting, if you have 20 Breakout Rooms or less, you can assign up to 500 participants per Breakout Room.  Zoom also allows you to create up to 50 Breakout Rooms in one meeting.  
More Zoom tips are available on the Zoom help center.  
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