
Setting up and conducting online 

interactive interprofessional workshops:

Guidelines for using Zoom 

(Hosts and Facilitators)  

November 2020

OVERVIEW

Goal
The goal of this session is to prepare learners to 
assess and manage a woman newly diagnosed with 
HIV using a team-based approach.

Objectives
By the end of the module, the learner will be able to:

1. Identify barriers to and describe strategies to  
improve linkage to care for women newly  
diagnosed with HIV 

2. Recognize the psychosocial effects of a new  
HIV diagnosis

3. List risk factors related to increased risk of HIV 
transmission

4. Discuss appropriate ART regimens for any adult
5. Describe contraception options for women living 

with HIV
6. Describe the appropriate clinical management and 

follow-up for (a) a newly diagnosed patient and  
(b) a stable patient with undetectable VL 

 

Facilitator  
Guide 

Module 1  
New HIV Diagnosis 
and ART Initiation 
in a Woman of 
Childbearing Age

We acknowledge the 
Health Resources &  
Services Administration  
(HRSA) for their support

Optimizing Team-Based Care to 
Achieve High Quality HIV Care
Central to this module, facilitators should prompt all 
learners to consider how they can deliver care that 
fosters optimized team-based care to ensure high 
quality HIV care. Consider how the case enables 
learners to gain greater competency in the following 
domains:

• Values and ethics: Work with individuals of  
other professions to maintain a climate of mutual  
respect and shared values.

• Roles/responsibilities: Use the knowledge of 
one’s own role and those of other professions to 
appropriately assess and address the health care 
needs of patients and to promote and advance 
the health of populations. 

• Interprofessional Communication: Com-
municate with patients, families, communities, 
and professionals in health and other fields in a 
responsive and responsible manner that supports 
a team approach to the promotion and mainte-
nance of health and the prevention and treatment 
of disease.

• Teams and Teamwork: Apply the values and 
principles of team dynamics to build relationships 
and perform effectively in different team roles to 
plan, deliver and evaluate person-centered care 
and population health programs and policies that 
are safe, timely, efficient, effective and equitable.
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How to use this document

The team identifies the participants for the workshop, guided by the needs expressed in their training institution or 

health services. It is important that the participants represent an interprofessional audience with three or more different 

health professions included in order to maximise the team-based learning approach. The preregistration form can be 

set up to include some demographics of the participants, most importantly their profession. Encourage participants to 

upload a picture of themselves on their Zoom (or other platform) beforehand so that the workshop participants can see 

a face in case the video feed fails.

Joining a Zoom Meeting for the First Time                        
•	 Video	Tutorial																																																											
•	 Join	via	Browser																																																									
•	 Download	the	Zoom	App																																										
•	 Joining	using	the	URL	Link	with	Zoom	Installed														
•	 Joining	with	Meeting	ID	via	the	Zoom	App																			
•	 Joining	via	Calendar	Integration	within	the	Zoom	App				
•	 Setting	up	Calendar	Integration																																				
Sign In                                                                            
Scheduling a Zoom Meeting                                            
•	 Scheduling a Zoom Meeting from the App                   

•	 Scheduling Zoom Meetings from the Web Portal       
•	 Video Tutorial                                                          

In Call Controls (Host)                                               
•	 Video Tutorial                                                          

•	 Audio                                                                    

•	 Camera                                                                 

•	 Security                                                                

•	 Participants                                                            

•	 Polls                                                                       

•	 Chat                                                                     

•	 Share Screen                                                         

•	 Record                                                                  

•	 Breakout Rooms                                                     

•	 End                                                                       

Tips & Tricks                                                                
•	 Sharing a PowerPoint Presentation                          

•	 Pause Screen Share                                                 

•	 Viewing Presentation                                               

•	 Advanced Screen Sharing Options                             
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Polls                                                                   
•	 Add Poll                                                           

•	 Launch Poll                                                          

•	 End Poll                                                              

•	 Share Results Breakout                                         

Breakout Rooms                                                      
•	 Limitations																																																											
•	 Pre-assigning	participants	to	breakout	rooms	using	the	

web	portal																																																											
•	 Pre-assigning	participants	to	breakouts	rooms	using	a	

CSV	file																																																															
•	 CSV	Sample																																																				

•	 Editing	breakout	rooms	assignment																								
•	 Recovering	to	pre-assigned	breakout	rooms												
•	 Creating	Breakout	Rooms	in	a	Meeting																			

•	 Options	for	breakout	rooms																												
•	 Assigning	participants	to	rooms																									
•	 Preparing	breakout	rooms																															
•	 Managing	breakout	rooms	in	progress															
•	 Responding	to	requests	for	help																								
•	 Broadcasting	a	message	to	all	breakout	rooms					

Setting up a Meeting with Registration                         
•	 Overview																																																												
•	 Prerequisites																																																									
•	 Enabling	registration	for	a	meeting																											
•	 Customizing	registration	options																														
•	 Registration	Link	Questions																																			
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JOINING A ZOOM MEETING FOR FIRST TIME

Video: https://www.youtube.com/embed/hIkCmbvAHQQ?rel=0&autoplay=1&cc_load_policy=1

Step 1: 

Receive an email, calendar invitation or Social Media message containing a Zoom meeting URL 

 
Join Zoom Meeting 

 
https://qdist.zoom.us/j/5799288712 

Step 2:

Click on the URL, a browser tab will open and you will have the option to launch meeting (if you already have 
Zoom installed), download and run Zoom or join from your browser

 

 

ZOOM GUIDELINES FOR MEETING HOSTS AND 
FACILITATORS 

Joining a Zoom Meeting for the first time 
Video: https://www.youtube.com/embed/hIkCmbvAHQQ?rel=0&autoplay=1&cc_load_policy=1 

 
 

 

 

 

 

 

 

Step 1: Receive an email, calendar invitation or 
Social Media message containing a Zoom 
meeting URL 

Join Zoom Meeting 

https://qdist.zoom.us/j/5799288712 

 
Step 2: Click on the URL, a browser tab will open and you will have the option to launch 
meeting (if you already have Zoom installed), download and run Zoom or join from your 
browser 

Join via Browser: If you choose to join from your 
browser you will get the screen below which will 
ask you for a Display Name for the conference 
and an acknowledgement that you are not a 
robot.  

 

Once you have filled in the required information 
you will be able to Join 

Download and Run Zoom: If you choose to 
download and run Zoom, the application will 
begin to download to your PC. Once completed 
and you open Zoom, you will get a pop up 
asking for your Display Name. This may be 
prepopulated with your PC name. Change the 
name accordingly and select Join Meeting 

 

Join via Browser: if you choose to join from your 

browser you will get the screen below which will 

ask you for a Disply Name for the conference and 

an acknowledgement that you are not a robot

Once	you	have	filled	in	the	required	information	
you	will	be	able	to Join

Download and Run Zoom: if you choose to 

download and run Zoom, the application will begin 

to download to your PC. Once completed and you 

open Zoom, you will get a pop up asking for your 

Display Name. This may be prepopulated with your 

PC name. Change the name accordingly and select 

Join Meeting

https://www.youtube.com/embed/hIkCmbvAHQQ?rel=0&autoplay=1&cc_load_policy=1
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Join via URL with Zoom Installed: If you already 
have Zoom installed, you will get the popup 
message in your browser alongside which will 
ask you to open Zoom Meetings. You can also 
check the box to Always allow zoom.us to open 
links of this type in the associated app. Once 
you have clicked on the Open Zoom Meetings 
you will get a pop up asking for your Display 
Name. This may be prepopulated with your PC 
name. Change the name accordingly and select 
Join Meeting 

 

 
Join from the Zoom App: If you already had the 
Zoom application installed on your PC and you 
only received a meeting ID.  

For Example  

Meeting ID: 579 928 8712 

You can open the Zoom application and click on 
Join a Meeting. 

The Join Meeting page will come up asking for 
you to enter the Meeting ID as well as a Display 
Name for the conference 

 

Once you have filled in these fields and selected 
your preference for the other options you will 
be able to select the Join button  

 

 

Join via URL with Zoom Installed:  If you already have 

Zoom installed, you will get the popup message in your 

browser alongside which will ask you to open Zoom 

Meetings. You can also check the box to Always allow 

zoom us to open links of this type in the associated app. 

Once you have clicked on the Open Zoom Meetings you 

will get a pop up asking for your Display Name. This may 

be prepopulated with your PC name. Change the name 

accordingly and select Join Meeting

Join from the Zoom App:  If you already had the Zoom 

application installed on your PC and you only received a 

meeting ID.

For Example

Metting ID: 579 928 8712

You can open Zoom application and click on Join a Meeting.

The Join Meeting page will come up asking for you to enter 

the Meeting ID as well as a Display Name for the conference

Once you have filled in these fields and selected your 

preference for the other options you will be able to select 

the Join button
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Signing in  
 

 

 

 

 

 

 

 

Join via Zoom Calendar Integration: If you are 
already signed in to Zoom and you have 
activated Calendar Integration you can Start or 
Join the meeting from the Home Tab or from 
the Meetings Tab  

Setting up Calendar Integration  

https://support.zoom.us/hc/en-
us/articles/360000488243-Setting-up-calendar-
and-contacts-integration-for-the-desktop-client 

 

 

Step 1: Open the Zoom application on your PC 
and click on the Sign In option 

 

Step 2: Sign In using your account details as 
provided to you by your administrator or use 
one of the other Sign In options available  

• SSO 
• Google 
• Facebook 

 

Step 2:	

Sign In using your account details as provided to you 
by your administrator or use one of the other Sign In 
options available

•	 SSO 

•	 Google 

•	 Facebook 

Join via Zoom Calendar Integration: If you are already 
signed in to Zoom and you have activated Calendar 
Integration you can Start or Join the meeting from the 
Home Tab or from the Meetings Tab 

Setting up Calendar Integration  

https://support.zoom.us/hc/en-
us/articles/360000488243-Setting-up-calendar-

Step 1: 

Open the Zoom application on your PC and click 
on the Sign In option

SIGNING IN

https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client
https://support.zoom.us/hc/en-us/articles/360000488243-Setting-up-calendar-and-contacts-integration-for-the-desktop-client


Step 1:  Click on Schedule from the Home Screen

Step 2:  Meeting Options

•	 Topic - Change the Topic of the Meeting, this will 
show as the Subject in the Meeting request 

•	 Date and Time - Make sure that the Time Zone is 
set correctly. Change Date and Time and check the 
box if the meeting will be recurring 

•	 Meeting ID – Generate Automatically or choose 
your Personal Meeting ID (PMI). Your PMI is a 
virtual room that is always access it at any time. 
Therefore, you should enable Waiting Room and/
or a Passcode if you use this option 

•	 Security - Select whether you want to use a 
Passcode, a Waiting Room or both.  

•	 Passcode – Even if someone has your Meeting 
ID they will also be required to enter a 
Passcode to gain entry into the meeting 

•	 Waiting Room – all participants will join in 
a waiting room. They will have an onscreen 
message letting them know that they are in 
the waiting room and that the host will let 
them in soon. The host will receive an email to 
let him/her know that there are people waiting 

•	 Video - Select whether Host and Participants will 
start the meeting with their cameras muted 

•	 Audio - Select whether Host and Participants will 
start the meeting with their microphones muted 

•	 Calendar - Select which Calendar application 
you use as your default inorder-to generate the 
Meeting Request

OVERVIEW

Goal
The goal of this session is to prepare learners to 
assess and manage a woman newly diagnosed with 
HIV using a team-based approach.

Objectives
By the end of the module, the learner will be able to:

1. Identify barriers to and describe strategies to  
improve linkage to care for women newly  
diagnosed with HIV 

2. Recognize the psychosocial effects of a new  
HIV diagnosis

3. List risk factors related to increased risk of HIV 
transmission

4. Discuss appropriate ART regimens for any adult
5. Describe contraception options for women living 

with HIV
6. Describe the appropriate clinical management and 

follow-up for (a) a newly diagnosed patient and  
(b) a stable patient with undetectable VL 

 

Facilitator  
Guide 

Module 1  
New HIV Diagnosis 
and ART Initiation 
in a Woman of 
Childbearing Age

We acknowledge the 
Health Resources &  
Services Administration  
(HRSA) for their support

Optimizing Team-Based Care to 
Achieve High Quality HIV Care
Central to this module, facilitators should prompt all 
learners to consider how they can deliver care that 
fosters optimized team-based care to ensure high 
quality HIV care. Consider how the case enables 
learners to gain greater competency in the following 
domains:

• Values and ethics: Work with individuals of  
other professions to maintain a climate of mutual  
respect and shared values.

• Roles/responsibilities: Use the knowledge of 
one’s own role and those of other professions to 
appropriately assess and address the health care 
needs of patients and to promote and advance 
the health of populations. 

• Interprofessional Communication: Com-
municate with patients, families, communities, 
and professionals in health and other fields in a 
responsive and responsible manner that supports 
a team approach to the promotion and mainte-
nance of health and the prevention and treatment 
of disease.

• Teams and Teamwork: Apply the values and 
principles of team dynamics to build relationships 
and perform effectively in different team roles to 
plan, deliver and evaluate person-centered care 
and population health programs and policies that 
are safe, timely, efficient, effective and equitable.

7

 

 

ZOOM GUIDELINES FOR MEETING HOSTS AND 
FACILITATORS 

Scheduling a Zoom Meeting from the App 

 

Step 1: Click on Schedule from the Home Screen  
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their cameras muted 
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SCHEDULING A ZOOM MEETING FROM THE APP
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HIV using a team-based approach.

Objectives
By the end of the module, the learner will be able to:

1. Identify barriers to and describe strategies to  
improve linkage to care for women newly  
diagnosed with HIV 

2. Recognize the psychosocial effects of a new  
HIV diagnosis

3. List risk factors related to increased risk of HIV 
transmission

4. Discuss appropriate ART regimens for any adult
5. Describe contraception options for women living 

with HIV
6. Describe the appropriate clinical management and 

follow-up for (a) a newly diagnosed patient and  
(b) a stable patient with undetectable VL 

 

Facilitator  
Guide 

Module 1  
New HIV Diagnosis 
and ART Initiation 
in a Woman of 
Childbearing Age

We acknowledge the 
Health Resources &  
Services Administration  
(HRSA) for their support

Optimizing Team-Based Care to 
Achieve High Quality HIV Care
Central to this module, facilitators should prompt all 
learners to consider how they can deliver care that 
fosters optimized team-based care to ensure high 
quality HIV care. Consider how the case enables 
learners to gain greater competency in the following 
domains:

• Values and ethics: Work with individuals of  
other professions to maintain a climate of mutual  
respect and shared values.

• Roles/responsibilities: Use the knowledge of 
one’s own role and those of other professions to 
appropriately assess and address the health care 
needs of patients and to promote and advance 
the health of populations. 

• Interprofessional Communication: Com-
municate with patients, families, communities, 
and professionals in health and other fields in a 
responsive and responsible manner that supports 
a team approach to the promotion and mainte-
nance of health and the prevention and treatment 
of disease.

• Teams and Teamwork: Apply the values and 
principles of team dynamics to build relationships 
and perform effectively in different team roles to 
plan, deliver and evaluate person-centered care 
and population health programs and policies that 
are safe, timely, efficient, effective and equitable.
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Step 2:  Meeting Options Continued

•	 Advanced options 

•	 Enable participants to join before host (Not 

recommended)

•	 Mute participants upon entry

•	 Only authenticated users can join (Participants 

will have to sign into Zoom before joining the 

meeting)

•	 Automatically record meeting when it starts

•	 Enable additional data center regions for this 

meeting (If you have participants joining globally 

you can allow for them to join a Zoom data 

center close to their location for bandwidth 

optimization)

•	 Alternate hosts (If you as the host won’t be 

available for the meeting you can nominate 

another licensed user as the alternate host 

to start the meeting and have all of the host 

permissions

Step 3:  Meeting Request

•	 A prepopulated Meeting Request will open in your 

default calendar app that you selected in Step 2 
including all the options that your attendees can 

join your Zoom meeting 

•	 Confirm Subject, Date and Time and Refine your 

recurring Meeting Settings as required 

•	 Add required attendees email addresses 

•	 Send Meeting Request
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Scheduling Zoom Meetings from the Web Portal  
Video: https://www.youtube.com/embed/LE2w9tRpF4I?rel=0&autoplay=1&cc_load_policy=1 

Step 1: Browse to zoom.us 

 

 
Step 2: Sign In 

 

 

Step 4: Calendar Integration 

• If you have set up Calendar Integration 
your calendar events for the day will 
show on the Home Screen of the Zoom 
App. https://support.zoom.us/hc/en-
us/articles/360000488243-Setting-up-
calendar-and-contacts-integration-for-
the-desktop-client 

• If the calendar event is a Zoom Meeting 
you will have the option to Start or Join 
the meeting  

Step 5: Meetings Tab 

• If you have set up Calendar Integration 
your Zoom meetings will show on the 
Meetings tab of the Zoom App 

• You can Start, Edit or Delete meetings 
from this tab 

Step 4:  Calendar Integration
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OVERVIEW

Goal
The goal of this session is to prepare learners to 
assess and manage a woman newly diagnosed with 
HIV using a team-based approach.

Objectives
By the end of the module, the learner will be able to:

1. Identify barriers to and describe strategies to  
improve linkage to care for women newly  
diagnosed with HIV 

2. Recognize the psychosocial effects of a new  
HIV diagnosis

3. List risk factors related to increased risk of HIV 
transmission

4. Discuss appropriate ART regimens for any adult
5. Describe contraception options for women living 

with HIV
6. Describe the appropriate clinical management and 

follow-up for (a) a newly diagnosed patient and  
(b) a stable patient with undetectable VL 

 

Facilitator  
Guide 

Module 1  
New HIV Diagnosis 
and ART Initiation 
in a Woman of 
Childbearing Age

We acknowledge the 
Health Resources &  
Services Administration  
(HRSA) for their support

Optimizing Team-Based Care to 
Achieve High Quality HIV Care
Central to this module, facilitators should prompt all 
learners to consider how they can deliver care that 
fosters optimized team-based care to ensure high 
quality HIV care. Consider how the case enables 
learners to gain greater competency in the following 
domains:

• Values and ethics: Work with individuals of  
other professions to maintain a climate of mutual  
respect and shared values.

• Roles/responsibilities: Use the knowledge of 
one’s own role and those of other professions to 
appropriately assess and address the health care 
needs of patients and to promote and advance 
the health of populations. 

• Interprofessional Communication: Com-
municate with patients, families, communities, 
and professionals in health and other fields in a 
responsive and responsible manner that supports 
a team approach to the promotion and mainte-
nance of health and the prevention and treatment 
of disease.

• Teams and Teamwork: Apply the values and 
principles of team dynamics to build relationships 
and perform effectively in different team roles to 
plan, deliver and evaluate person-centered care 
and population health programs and policies that 
are safe, timely, efficient, effective and equitable.
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Step 3: Select Meetings in the left pane 

 

 

Step 4: Select Schedule a Meeting button and follow the same steps as on the Zoom app  

Once you have saved your options you will be taken to the following page. From here you can Add 
the meeting to your calendar and send it onto the attendees you require  

 

 

Additional options available on Web Portal 

• Recurring meeting allows you to define these options on the Web Portal rather than in your 
Calendar 

 

Step 3:  Select Meetings in the left pane 

Step 4: 

Select Schedule a Meeting button and follow the same steps as on the Zoom app  

Once you have saved your options you will be taken to the following page. From here you can Add the meeting to your 

calendar and send it onto the attendees you require

Additional options available on Web Portal

•	 Recurring	meeting	allows	you	to	define	these	options	on	the	Web	Portal	rather	than	in	your	Calendar
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• Registration – Select this option if you require your participants to register for the meeting 
or series of meetings if recurring meeting was selected 

 

• Pre-Assign Breakout Rooms 

 

Once you have saved your options you will be taken to the following page.  

 

Note: If you selected Registration Required you will see the Registration Link on this page and you 
can send this out to a mailing list (Click on Copy Invitation to copy meeting invitation to your 
clipboard and paste it into an email) or add this link to any other medium that you use to reach 
your target audience 

 

Example of what the recipients of the Registration Link will see when they open the link 
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Registration - Select this option if you require your participants to register for the meeting or series of meetings if 

recurring meeting was selected

Once you have saved your options you will be taken to the following page.

Note: If you selected Registration Required you will see the Registration Link on this page and you can send this out to 
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You have the option to choose if Approval is automatic or manual and select the Questions that you 
wish to appear on the registration link that you send out. If you select Automatic as soon as 
someone fills in the registration form, they will be sent an email including the scheduled meeting 
invitation. If you select Manual you will be notified when someone has registered, and you will need 
to either approve them or reject them from the Web portal. This option would be used if you need 
to be selective on the meeting participants due to meeting size or target audience criteria. 

 

 

• Branding can be added to your Registration link by adding a Banner and/or Logo  
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• Polls – You can add up to 25 Polls with 10 questions each  

 

 

• Save as a Meeting Template – If you have created polls and pre-assigned breakout rooms 
that you wish to use in the future you can save the meeting as a Template that you can use 
for future meetings  
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TIPS AND TRICKS

Sharing a PowerPoint Presentation

If you are the presenter and you are sharing a PowerPoint presentation you should open PowerPoint and select the Slide 

Show tab and then click on Set Up Slide Show from the ribbon and then select Browsed by an individual (window) and 

press OK to save this setting. 

You can then start your PowerPoint presentation before you share it into the Zoom call as you will now be able to see 

your toolbar and switch between PowerPoint and Zoom. By doing this the other participants don’t need to see your 

Presenter View with all of the slides down the left pane.

Note: 

If you have video clips or audio embedded into your PowerPoint presentation remenber to select the Share computer 

sound and Optimize Screen Sharing for Video Clip from the Share Screen menu within Zoom

Pause Screen Share

When sharing a document, especially a PowerPoint presentation you can Pause the Share on a current slide which 

the other participants in the call will continue to see and then skip ahead or back to another slide before selecting to 

Resume Share. This is a great tool for a professional looking presentation, so that your audience don’t have to see you 

switching back and forth through a document or presentation to get to the page you require them to view next
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Note: If you have video clips or audio embedded into your PowerPoint presentation remenber to 
select the Share computer sound and Optimize Screen Sharing for Video Clip from the Share Screen 
menu within Zoom

Pause Screen Share 

 

When sharing a document, especially a PowerPoint presentation you can Pause the Share on a 
current slide which the other participants in the call will continue to see and then skip ahead or back 
to another slide before selecting to Resume Share. This is a great tool for a professional looking 
presentation, so that your audience don’t have to see you switching back and forth through a 
document or presentation to get to the page you require them to view next 
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VIEWING PRESENTATIONS

If you would like the abiliity to view your task bar so that you can switch between applications during a Zoom call go to 

Settings and under the General options be sure to deselect the following option: 

Whilst viewing someone else’s Screen Share go to Settings and under Screen Share deselect the following option so that 

Zoom doesn’t go into Full Screen Mode:

Advanced Screen Sharing Options 

Change settings related to screen sharing to customize your Zoom experience 

•	 Enter full screen automatically when a participant shares screen 

•	 Maximize Zoom window when a participant share screen: Maximize the size of the Zoom client but does not 

enter full-screen mode. 

•	 Scale to fit shared content to Zoom window: Automatically scale the shared screen to fit the size of the Zoom 

window. 

•	 Share Zoom windows in desktop sharing: Display the Zoom client to other participants when you share your 

screen. By default, the Zoom client is hidden when you share your screen. 

•	 Enable the remote control of all applications: Allow other participants to remotely control all applications during a 

remote control session. 

•	 Side-by-side mode: Display the shared screen and participants’ video side by side. Learn more.
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• Silence system notifications when sharing desktop: Temporarily disable all notifications to 
prevent distractions and interruptions during presentations. 

Polls 

1. Go to the Meetings page and click on your scheduled meeting. If you do not have a scheduled 
meeting, schedule a meeting now. 

2. From the meeting management page, scroll to the bottom to find the Poll option. Click Add to 
begin creating the poll. 

 
3. Enter a title and your first question.  

• (Optional) Check the box to make the poll anonymous, which will keep the participant's 
polling information anonymous in the meeting and in the reports.  

• Select whether you want the question to be single choice (participants can only choose 
one answer) or multiple-choice question (participants can choose multiple answers). 

4. Type in the answers to your question and click Save at the bottom. 
5. If you would like to add a new question, click Add a Question to create a new question for that 

poll. 

 

 

6. You can add more polls by repeating Step 2. 

You can also create a poll by clicking Polling during the meeting. This will open-up your default web 
browser where you can add additional polls or questions.  

Note: You can only create a max of 25 polls for a single meeting. 

 

 

Silence	system	notifications	when	sharing	desktop: Temporarily disable all notifications to prevent distractions and 

interruptions during presentations.

POLLS

1. Go to the Meetings page and click on your scheduled meeting. If you do not have a scheduled meeting, schedule a 

meeting now. 

2. From the meeting management page, scroll to the bottom to find the Poll option. Click Add to begin creating the 

poll.

3. Enter a title and your first question. 

•	 (Optional) Check the box to make the poll anonymous, which will keep the participant’s polling information 

anonymous in the meeting and in the reports. 

•	 Select whether you want the question to be single choice (participants can only choose one answer) or multiple-

choice question (participants can choose multiple answers).

4.    Type in the answers to your question and click Save at the bottom. 

5.    If you would like to add a new question, click Add a Question to create a new question for that poll.

6.    You can add more polls by repeating Step 2. 

      You can also create a poll by clicking Polling during the meeting 

      This will open-up your default web browser where you can add additional polls or questions.  

       Note: You can only create a max of 25 polls for a single meeting.
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Launching a poll 

1. Start the scheduled Zoom meeting that has polling enabled. 
2. Click Polls in the meeting controls. 

 
3. Select the poll you would like to launch. 
4. Click Launch Poll. 

 

 

 

5. The participants in the meeting will now be prompted to answer the polling questions. The 
host will be able to see the results live. 

 

 

6. Once you would like to stop the poll, click End Poll. 
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LAUNCHING  A POLL

1. Start the scheduled Zoom meeting that has polling enabled.

2. Click Polls in the meeting controls. 

3. Select the poll you would like to launch.

4. Click Launch Poll.

5. The participants in the meeting will now be prompted to answer the polling questions. The host will be able to see 

the results live.

6. Once you would like to stop the poll, click End Poll.
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7. If you would like to share the results to the participants in the meeting, click Share Results. 

 

 
 

8. Participants will then see the results of the polling questions. 
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Breakout Rooms 
Limitations 

• You can only pre-assign participants that have a Zoom account (internal or external Zoom 
users). 

• When pre-assigning participants using the web portal, you can only pre-assign internal Zoom 
users that are in the same account. 

• To pre-assign participants that are external Zoom users, import a CSV file. 
• If you have registration enabled and external participants register for the meeting, you need 

to assign them to breakout rooms during the meeting. 
• Up to 200 participants can be pre-assigned to breakout rooms. 
• If you scheduled recurring meetings, the pre-assigned breakout rooms will only work if it's 

applied to all meetings in the recurrence. You can't edit a single meeting in the recurrence and 
apply a unique pre-assignment. 

Pre-assigning participants to breakout rooms using the web portal 

1. Sign into the Zoom web portal. 
2. Click Meetings and schedule a meeting. 
3. In the Meeting Options section, select Breakout Room pre-assign and click Create Rooms. 

 
4. Click the plus icon beside Rooms to add breakout rooms. 
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5. Hover over the default breakout room name and click the pencil icon to rename it.

6. In the Add participants text box, search for participants’ name or email address to add them to the breakout room. 
Note: You can add internal Zoom users that are in the same account. To pre-assign participants that are external 
Zoom users, import a CSV file. 

7. (Optional) Use these options to edit your breakout rooms and participants: 

•	 Click and drag a participant’s email address to change the order. 

•	 Hover over a participant’s name to see options to move them to another room or remove them from the 
current room. 

•	 To delete a breakout room, hover the room name in the left panel and click the trash bin icon. 

8. Click Save.

Pre-assigning	participants	to	breakouts	rooms	using	a	CSV	file

1. Sign into the Zoom web portal. 

2. Click Meetings and schedule a meeting.
3. In the Meeting Options section, select Breakout Room pre-assign and click Import from CSV.
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7. (Optional) Use these options to edit your breakout rooms and participants: 
• Click and drag a participant's email address to change the order. 
• Hover over a participant's name to see options to move them to another room or 

remove them from the current room. 
• To delete a breakout room, hover the room name in the left panel and click the trash 

bin icon.  
8. Click Save. 

Pre-assigning participants to breakouts rooms using a CSV file 

1. Sign into the Zoom web portal. 
2. Click Meetings and schedule a meeting. 
3. In the Meeting Options section, select Breakout Room pre-assign and click Import from CSV. 
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4. Click download to download a sample CSV file you can fill out. 

 
5. Open the CSV file with spreadsheet software like Microsoft Excel. 

 

 

6. Open the CSV file with spreadsheet software like Microsoft Excel. 
Note: You can specify internal or external Zoom users. 

7. Fill in the Pre-assign Room Name column with the breakout room name, and the Email 
Address column with the assigned participant's email address.  

8. Save the file. 
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4. Click download to download a sample CSV file you can file out.

5. Open the CSV file with spreadsheet software like Microsoft Excel. 

6. Open the CSV file with spreadsheet software like Microsoft Excel
Note: You can specify internal or external Zoom users. 

7. Fill in the Pre-assign Room Name column with the breakout room name, and the Email Address column with the 
assigned participant’s email address. 

8. Save the file.
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9. Drag and drop the file in the web portal. 
Zoom will verify that the email address has a Zoom account. 

Editing breakout rooms assignment 

If you have already pre-assigned participants to breakouts rooms, you can edit the assignments 
before you start the meeting.  

Note: You can also manage breakout rooms during the meeting. 

1. Sign into the Zoom web portal. 
2. Click Meetings and click the meeting you want to edit. 
3. In the Breakout Room section, click View detail. 
4. Edit the breakout rooms as needed. See the previous section for more details. 
5. Click Save. 

Starting a meeting with pre-assigned breakout rooms 

1. Start the meeting with participants pre-assigned to breakout rooms.  
2. Click Breakout Rooms in the meeting controls to access the breakout rooms you created. 

 

 

 
Note: 

• If a participant has not be automatically assigned to the breakout room you specified 
when scheduling the meeting, recover to pre-assigned breakout rooms to re-assign 
participants to their pre-assigned breakout rooms. 

• You can manually assign participants using the in-meeting breakout room controls. 
3. Click Open All Rooms to start the breakout rooms. 

 

 

 

9. Drag and drop the file in the web portal. Zoom will verify that the email address has a Zoom account.

Editing breakout rooms assignment

If you have already pre-assigned participants to breakouts rooms, you can edit the assignments before you start the 
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3. Click Open All Rooms to start the breakout rooms.

https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/206476313
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Recovering to pre-assigned breakout rooms 

After starting the breakout rooms, you can recover to the breakout rooms assignment you 
previously specified. This can be useful if you changed your breakout rooms during the meeting, or 
pre-assigned participants have joined the meeting after you joined the meeting or started breakout 
rooms.  

1. Start the meeting with participants pre-assigned to breakout rooms.  
2. Click Close All Rooms to end all breakout rooms. 
3. Click Recreate then Recover to pre-assigned rooms.  

 

 

 
Participants will be re-organized into the breakout rooms you specified when scheduling the 
meeting. 

Creating breakout rooms 

1. Start an instant or scheduled meeting. 
2. Click Breakout Rooms. 

 
3. Select the number of rooms you would like to create, and how you would like to assign your 

participants to those rooms: 
• Automatically: Let Zoom split your participants up evenly into each of the rooms. 
• Manually: Choose which participants you would like in each room. 

4. Click Create Breakout Rooms. 

 

RECOVERING TO PRE-ASSIGNED BREAKOUT ROOMS 

After starting the breakout rooms, you can recover to the breakout rooms assignment you previously specified. This can 

be useful if you changed your breakout rooms during the meeting, or pre-assigned participants have joined the meeting 

after you joined the meeting or started breakout rooms. 

1. Start the meeting with participants pre-assigned to breakout rooms.  

2. Click Close All Rooms to	end	all	breakout	rooms.	
3. Click Recreate then Recover to pre-assigned rooms. 

Participants will be re-organized into the breakout rooms you specified when scheduling the meeting.

CREATING BREAKOUT ROOMS

1.	 Start	an	instant	or	scheduled	meeting.	
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3. Select the number of rooms you would like to create, and how you would like to assign your participants to those 

rooms: 
•	 Automatically: Let Zoom split your participants up evenly into each of the rooms. 

•	 Manually: Choose which participants you would like in each room.

4. Click Create Breakout Rooms.
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5. Your rooms will be created but will not start automatically. You can manage the rooms prior to 
starting them by following the instructions below. 

Options for breakout rooms 

1. After creating the breakout rooms, click Options to view additional breakout rooms options. 

 

 

2. Check any options that you would like to use for your breakout rooms. 
• Move all participants into breakout rooms automatically: Checking this option will 

move all participants into the breakout rooms automatically. If this option is unchecked, 
the participants will need to click Join to be added to the breakout room. 

• Allow participants to return to the main session at any time: If this option is checked, 
the participants can move back to the main session from their meeting controls. If this is 
disabled, they need to wait for the host to end the breakout rooms. 

• Breakout rooms close automatically after x minutes: If this option is checked, the 
breakout rooms will automatically end after the configured time. 

• Notify me when the time is up: If this option is checked, the host will be notified when 
the breakout room time is up. 

• Countdown after closing breakout rooms: If this option is checked, the participants will 
be given a countdown of how much time they have left before being returned to the 
main room. 

3. Follow the steps below to assign participants to rooms or click Open All Rooms to start the 
breakout rooms. 

 

 

 

Your rooms will be created but will not start automatically. You can manage the rooms prior to starting them by following 

the instructions below. 

Options for breakout rooms 
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3. Follow the steps below to assign participants to rooms or click Open All Rooms to start the breakout rooms.
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Assigning participants to rooms 

To assign participants to your rooms, select Assign next to the room you wish to assign participants 
to and select the participants you want to assign to that room. Repeat this for each room. 

 
Once a participant has been assigned (manually or automatically), the number of participants will 
show in place of the Assign button. 

 
 

Preparing breakout rooms 

After manually or automatically assigning participants to rooms, you can rearrange the participants. 
Participants who are not assigned to breakout sessions will remain in the main meeting when the 
rooms are started. 

• Move to (participant): Select a room to move the participant to. 

 

 

• Exchange (participant): Select a participant in another room to swap the selected participant 
with. 

 

 

• Delete Room: Delete the selected room. 
• Recreate: Deletes existing breakout rooms and creates new ones. 
• Add a Room: Add another breakout room. 

Assigning participants to rooms 

To assign participants to your rooms, select Assign next to the room you wish to assign participants to and select the 
participants you want to assign to that room. Repeat this for each room.

Once a participant has been assigned (manually or automatically), the number of participants will show in place of the 
Assign button.

Preparing breakout rooms 

After manually or automatically assigning participants to rooms, you can rearrange the participants. Participants who are 

not assigned to breakout sessions will remain in the main meeting when the rooms are started. 

•	 Move to (participant): Select a room to move the participant to. 

•	 Exchange (participant): Select a participant in another room to swap the selected participant with.
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•	 Add a Room: Add another breakout room.
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• Open All Rooms: Start the rooms. All participants will be moved to their respective rooms 
after confirming the prompt to join the breakout room. The host will be left in the main 
meeting until manually joining one of the rooms. The participants (and the host when 
manually joining a room) will see the following message shown when joining the breakout 
room. 

 
 

Managing breakout rooms in progress 

Once the breakout rooms have been started, the participants will be asked to join the Breakout 
Session. The host will stay in the main meeting until joining a session manually. If a participant has 
not joined the session yet, it will be noted by (not joined) next to their name. 

 

• Join: Join the breakout room. 
• Leave: Leave the room and return to the main meeting (only shows when in a breakout room). 
• Close All Rooms: Stops all rooms after a 60 second countdown, shown to the host and 

participants, and returns all participants back to the main meeting. 
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Responding to requests for help 

Participants in breakout rooms can request that the meeting host join their meeting by clicking Ask 
for Help. 

 
You will be prompted to join the room where the request originated from. Click Join Breakout 
Room to join the room. 

 
Broadcasting a message to all breakout rooms 

The host can broadcast a message to all breakout rooms to share information with all participants. 

1. Click Breakout Rooms in the meeting controls. 

 
2. Click Broadcast a message to all, enter your message and click Broadcast. 

 

  

 

3. The message will now appear for all participants in breakout rooms. 
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Setting up a Meeting with Registration 
Overview 
Scheduling a meeting that requires registration will allow participants register with their e-mail, 
name, other questions, and custom questions. You can also generate meeting registration reports if 
you want to download a list of people that registered. 

Note: Participants joining meetings with registration must use the Zoom desktop client or mobile 
app. They will not be able to join using the web client. 

This article covers: 

• Enabling registration for a meeting 
• Customizing registration options 
• Customizing branding 

Prerequisites 

• Host user type must be Licensed 
• The meeting you are enabling registration for cannot use your PMI 

Enabling registration for a meeting 

1. Sign into the Zoom web portal. 
2. In the navigation menu, click Meetings. 
3. Schedule a New Meeting or edit an existing meeting. 
4. In the Registration section, make sure to select the Required check box. 

 
After scheduling the meeting, the Registration and Branding tabs will appear. 

5. Manage attendees: Click View to see a list of people that have registered for the meeting. 
Clicking on the registrant name will provide addition info about that person. 
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Customizing registration options 

After you schedule the meeting, you can customize registration options:

1. Click the Registration tab. 
2. In the Registration Options section, click Edit. 
3. Customize these options

•	 Automatic Approval: Anyone who signs up will receive information on how to join. 

•	 Manual Approval: Anyone who signs up will need to be approved by the host on the meeting management page. 

•	 Send an email to host when someone registers: Check this option if you want to receive an email when someone 

registers for your webinar. Attendees will receive an email when you approve their registration. 

•	 Close registration after event date: Check this option if you want to prevent anyone from registering after the 

webinar date and projected end time. Attendees can still register on the event date and once the webinar starts, as 

long as it is before the projected end time of the webinar. For example, if you schedule a webinar for 9AM with a 

duration of 2 hours, the registration will close at 11AM. 
Note: If you enable this setting and make your webinar available on-demand, people can use the original registration 
link to register for the on-demand webinar recording. 

•	 Allow attendees to join from multiple devices: Check this option to allow webinar attendees to be able to join from 

multiple devices, such as computers and phones. 

•	 Show social share buttons on the registration page: Provides buttons to share the registration page to Facebook, 

Twitter, LinkedIn, or email. 

Questions 

Customize the question fields that appear in your registration page. You can also add custom questions. 
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