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Zoom Meeting vs. Webinar
General Overview
Meeting

Webinar

Description

Zoom meetings are ideal for
hosting more interactive sessions
where you want to have lots of
audience participation or break
your session into smaller groups
(i.e., breakout rooms).

Zoom Webinar is like a virtual
lecture hall or auditorium. Webinars
are ideal for large audiences or
events that are open to the public.
Typically, attendees do not interact
with one another. Though Zoom
provides options for you to get
more social with your attendees,
your average webinar has one or a
few people speaking to an
audience.

Recommended
use

Small to large groups (2+
participants) for:
• Meetings with vendors or
consultants
• Internal City meetings
• Trainings

Large events and public broadcasts
(50+ attendees) such as:
• Town Halls
• Quarterly updates
• Educational lectures
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Meeting Features
Feature
Participant roles

Audio sharing

Video sharing
Screen sharing
Capacity

Meeting
•
•

Host and co-host
Participant

•

All participants can mute/unmute their own
audio
Host can mute/request to unmute participants

•

All participants can be set for people to come in with
video off, but participants video cannot be disabled
unless it is turned on first
Hosts and/or all participants
Up to 500 participants in meeting and waiting room

Participants list

Visible to all participants

Email reminders

With Zoom registration

Chat
Meeting reactions
Nonverbal feedback
File transfer
Whiteboard
Annotation
Polling
Livestream
Cloud recording
Breakout rooms
Waiting room
Require password to join
Toll Free dial-in numbers

City of Madison Information Technology

Group chat can be enabled, private chat is disabled by
default. Chat is not to be saved.
✔

✔ - includes raise hand and others
No
✔
✔
✔
Not permitted
✔ - licensed users only
✔
✔
✔

✔ - licensed users only
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Start Guide for New Users
Overview
This quick start guide walks you through getting started with your new Zoom account, including
essential steps like scheduling your first meeting, downloading the Zoom client, and updating your
Zoom profile. Read this quick start guide for a summary of your next steps and click the embedded
links to learn more.

Signing Up and Activating Your Zoom Account
Joining the City of Madison account
To sign up for a free account, visit cityofmadison.zoom.us/signup and enter your email
address. You will receive an email from Zoom (no-reply@zoom.us). In this email, click
Activate Account.

Signing In to Your Zoom Account on the Web
You can login to your Zoom account on the web at any time at cityofmadison.zoom.us. Once
you’re logged in, use the panel on the left side to navigate the Zoom web portal. You can update
your profile, schedule a meeting, edit your settings, and more.

Updating Your Profile
You can update your profile on the web portal by adding a profile picture, set your time zone,
update your password, and more. To access your Zoom profile, sign in the Zoom web portal and
click Profile.
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Downloading the Zoom Client
You can download the Zoom Desktop Client for Mac, Windows, ChromeOS, and Linux, as well
as the Zoom Mobile App for iOS and Android from Zoom’s Downloads page.
1. Go to https://cityofmadison.zoom.us/support/download. NOTE: Opening this link on an
iOS or Android device will open the app store to download the Zoom mobile application.
2. Select Run in Internet Explorer. Select the Download icon in Google Chrome. See
examples below.

3. If a User Account Control message pops up, select Yes.
4. Follow any additional on-screen instructions to complete the installation.
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Signing In to Your Zoom Account in the Application
1. Log in by selecting the Sign In button.

2. Sign in with your account information.

City of Madison Information Technology
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3. Your Zoom Control Panel will automatically appear. It will look like the picture below:

4. If your Zoom Control Panel does not appear, restart Zoom.
After signing in, you will see the Home tab, where you can click these options:

•
•
•
•
•

New Meeting: Start an instant meeting. Click the downwards arrow to enable video or use
your personal meeting ID (PMI) for instant meetings.
Join: Join a meeting that is in progress.
Schedule: Set up a future meeting.
Share Screen: Share your screen in a Zoom Room.
Date and time with background image.

City of Madison Information Technology
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Upcoming meeting: Displays the next meeting for the current day.

•

Click your profile picture for these options:
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Scheduling Your First Meeting
There are many ways to schedule a meeting, including the Zoom web portal, through the Zoom
client, or with the Outlook plugin. Here are some basic instructions for scheduling your first
meeting.
1. Sign in to your Zoom web portal.
2. Click Meetings.
3. Click Schedule a Meeting.
City of Madison Information Technology
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4. Choose the date and time for your meeting.
5. (Optional) Select any other settings you would like to use.
6. Click Save.
On the Zoom application:
1. Open Zoom from your start menu or desktop.
2. Sign in to Zoom.
3. Your Zoom Control Panel will display after logging in.

4.
5.
6.
7.

Select Schedule to open the Zoom Meeting Scheduler.
Give your meeting a Topic.
Set the meeting Start Date and Duration.
Set Video (when joining a meeting) Host to On (optional) Participants to On (optional).
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8. Select the blue Schedule button.
9. Immediately after selecting the blue Schedule button, an Outlook meeting invite will
appear:
10. Add your recipients in the “To:” field and click Send.

Starting a Test Meeting
You can join a test Zoom meeting to familiarize yourself with Zoom and test your
microphone/speakers before joining a Zoom meeting. Visit cityofmadison.zoom.us/test and click
Join.

Starting Your First Meeting as the Host
As the meeting host, there are several ways you can start your meeting. Your upcoming meetings
will be listed in the Meetings tab of your Zoom desktop client or mobile app. You can click Start
by the meeting name. You can also start your meetings from the Zoom web portal.
1. Login to My Meetings.

2. Under Upcoming Meetings, click Start next to the meeting you want to start.

3. The Zoom client should launch automatically to start the meeting.

Inviting Others to Join Your Meeting
Inviting others to join your meeting is as simple as sharing the invitation or join link. You can do
this after scheduling your meeting by clicking Copy the Invitation.

City of Madison Information Technology
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Joining Another User’s Meeting
There are many ways to join a meeting, but the easiest way is to click on the Zoom link inside the
calendar invite the meeting host provided. You can also click Join in your Zoom client and enter
the meeting ID and passcode.
If anyone invited to the meeting does not have a device, they can connect by dialing the phone
number in the invitation.
For further scheduling option details watch this video.

How to join a meeting from the desktop application.
1. Open the Zoom Control Panel and click Join.

2. Enter the meeting ID or personal link name, your name, and click Join.

City of Madison Information Technology
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How to join a meeting from a mobile device.
1. Open the Zoom app on your mobile device and log in with your credentials.
2. Choose Join a Meeting.
3. Enter the Meeting ID.

How to join a meeting by phone.
1. Dial the number located in the meeting invitation.
2. You will be prompted to enter the meeting ID provided by the host (located in
the meeting invitation).
3. You may also be prompted to enter your unique participant ID – press # to skip.

Waiting Rooms
Overview
The Waiting Room feature allows the host to control when a participant joins the meeting.
As the meeting host, you can admit attendees one by one, or hold all attendees in the
Waiting Room and admit them all at once. NOTE: Waiting Rooms are required for all
meetings and cannot be turned off.

Admitting participants during a meeting
1. As the meeting host, click Manage Participants.
2. Click Admit to have the participant join the meeting.

Admitting all participants from the Waiting Room
1. As the meeting host, click Participants.
2. Click Admit all.

City of Madison Information Technology
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Sending participants to the Waiting Room during a meeting
1. As the meeting host, click Participants.
2. Click More next to the participant’s name and choose Put in Waiting Room.

Navigating the Meeting Window

•

•

•
•
•
•
•
•
•
•

•
•
•

Mute/Unmute: This allows you to mute or unmute your microphone.
 Audio Controls (click ^ next to Mute/Unmute): The audio controls allow you to
change the microphone and speaker that Zoom is currently using on your
computer, leave computer audio, and access the full audio options in the Zoom
settings. This includes connecting via phone audio.
Start/Stop Video: This allows you to start or stop your own video.
• Video controls (click ^ next to Start/Stop Video): If you have multiple cameras
on your computer, you can select which Zoom is using, access the full video
controls, and select a Virtual Background.
Security: A quick way to verify some of the security settings, or remove and stop bad
behavior.
Participants: Opens the Participants window.
Polls: Run the polls or set up new polls for this meeting. You can download detailed
results during the meeting.
Chat: For written communication in your meeting. Chat is not saved.
Share Screen: Start sharing your screen. You will be able to select the desktop or
application you want to share.
Screen Share controls (click ^ next to Share Screen): Select who can share in your
meeting. This should be set to only the host can share.
Record: Start or stop a cloud recording. Host only (must obtain prior approval by the City
Attorney’s Office and Information Technology).
Live Transcript: This starts a computer generated transcription of your meeting. By
ordinance, this cannot be used for official documents. By default it is displayed for
participants. They need to click on this to hide subtitles if they don’t want to see them.
Breakout Rooms (only available to the host): Opens and controls breakout rooms.
Reactions / Raise Hand: All nonverbal feedback, including raise hand appears here. If
nonverbal reactions are not enabled, this will appear as Raise Hand.
End Meeting (only available to the host): This will end the meeting for all participants. If
you want to have the meeting continue, you should give another participant host control
before leaving the meeting.

When there is screen sharing, the controls will appear at the top of your screen, but you can drag
it to another location.
City of Madison Information Technology
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Advanced Meeting Features
Nonverbal Feedback
Overview
Meeting participants can place an icon beside their name to communicate with the host
and other participants without disrupting the flow of the meeting. These icons are found in
the Reactions menu in the toolbar, and when selected, they display on the participant's
video and in the participants list for 10 seconds. Participants can change their emoji skin
tone in Settings.
All participants can see the icons that everyone else has chosen. In addition, the host sees
a summary of how many participants are displaying each icon.

Providing nonverbal feedback during meetings (participants)
To provide nonverbal feedback in the meeting:
1. Join a Zoom meeting as a participant.
2. Click the Reactions button.
3. Click one of the icons to provide feedback to the host. Icons will only remain for
10 seconds. NOTE: You can only have one icon active at a time.

•
•
•
•
•
•
•
•
•
•
•

Clap
Thumbs Up
Laugh
Open Mouth
Heart
Tada
Yes
No
Go slower
Go faster
Raise Hand / Lower Hand

The icon will appear next to your name in the participants list.
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Raise hand will stay up until lowered by host or the participant, and can be up at the same
time as another icon.

Managing nonverbal feedback (hosts)
1. Click the Participants button to see a list of participants and their nonverbal
feedback.
2. In the participants list, you can view and manage feedback using these features:
• If a participant clicked on a feedback icon, you’ll see that icon beside their
name.
• At the bottom of the list, it will show you any icons in use, and the number
shows how many participants have clicked on that icon.
• If a participant clicked raise hand, you can lower their hand by hovering
over their name and clicking Lower Hand.

Screen Sharing
Click Share in your meeting and choose the screen that you would like to share. You must have
permission of the host or be the host to share your screen.
1. Click the Screen Share button located in your meeting controls.
2. Select one of these screen share options:
• Share your entire desktop, specific application window, whiteboard, or iPhone/iPad
screen.

City of Madison Information Technology
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3. (Optional) Enable these features:
• Check Share Computer Sound: If you check this option, any sound played by
your computer will be shared in the meeting.
• Check Optimize for full screen video clip: Check this if you will be sharing a
video clip in full screen mode. Do not check this otherwise, as it may cause the
shared screen to be blurry.
4. Click Share.
• Zoom will automatically switch to full screen to optimize the shared screen view.
To exit full-screen, click Exit Full Screen in the top-right corner or press the Esc
key.
• To disable automatic full screen when viewing a shared screen, disable this option
in your desktop client settings: Enter full screen automatically when a
participant shares screen.

Share screen menu
When you start sharing your screen, the meeting controls will move into a menu that you
can drag around your screen.

•
•
•
•

New Share: Start a new screen share. You will be prompted to select which screen
you want to share again.
Pause Share: Pause your current shared screen.
Annotate / Whiteboard: Display annotation tools for drawing, adding text, etc.
More: Hover over more for additional options.
 Optimize Share for Full-screen Video Clip: Start optimizing for a video
clip in full screen mode.
 NOTE: Do not enable this setting if you are not sharing a full screen video
clip, as it will blur your screen share.

Side-by-side Mode for screen sharing
Meeting and webinar participants who are viewing a shared screen can switch to Side-byside Mode. This enables them to see the shared screen alongside either the Speaker View
or Gallery View, depending on which view they choose. They can also adjust the location
of the separator between the shared screen and video to change the relative size of each
side.
NOTE: Side-by side mode does not work if the dual monitors setting is enabled.
1. Sign in to the Zoom Desktop Client.
2. Start or join a meeting.
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3. While viewing a shared screen click on View Options and choose Side-by-side
Mode.

The shared screen will appear on the left and the speaker will appear on the right.
4. Hover your pointer over the boundary between the shared screen and participants’
video until your pointer changes to a double arrow and you see a grey line
separating both views.

5. Click and drag the separator to adjust the size of each view.
6. Click Speaker View or Gallery View at the top to switch between the two.
7. To exit Side-by-side Mode, click View Options, then uncheck the Side-by-side
Mode option.

Resize Screen Share
When a presenter is sharing a screen that is at a higher resolution than yours, you can
change the size and automatically follow the presenter’s pointer on your desktop client.
This is particularly useful when only a portion of the shared screen is visible to you, helping
you stay focused on the important part of the shared screen.
1. Start or join a meeting or webinar on a Zoom Desktop Client.
2. When screen sharing begins, click View Options to zoom in, out, or fit to window.
3. If using original window size the Follow Presenter’s Pointer option is
automatically enabled.

City of Madison Information Technology
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4. If you manually move the shared content, you see a message that lets you know
that the option the presenter’s pointer has been disabled.

5. To re-enable following the presenter’s focus, under View Options, choose the
option Follow Presenter’s Pointer.

Powerpoint as Virtual Background

1. Make sure you have your presentation saved locally as you want it, and closed.
Note: you will not have any animations or builds on your slides.
2. During the meeting, click share screen
3. Go to the advanced tab, and select PowerPoint as Virtual Background, then
click share.
4. If you have sound, make sure to check the box that says share computer sound
5. Then navigate to your file (best to use a local version) and Open.
6. You will now see yourself (un-mirrored) in the corner of your presentation. There
are invisible handles if you want to change size or move yourself around. Continue
your presentation as normal, advancing slides in the zoom interface.

Breakout Rooms
Overview
Allows the host to split the Zoom meeting in up to 50 separate “breakout rooms.” The host
can split participants into separate sessions automatically or manually, and switch
between the various groups at different times. It is highly recommended to use the Zoom
desktop application while hosting breakout rooms.

Pre-assigning participants
1. Sign in to the Zoom web portal at cityofmadison.zoom.us.
2. Click Meetings and Schedule a Meeting.
City of Madison Information Technology
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3. In the Meeting Options section, select Breakout Room pre-assign and click
Create Rooms.

4. Click the plus icon beside Create Rooms to add breakout rooms.

5. Hover over the default break 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.
• For a CSV file click Import from CSV.
• Click download to download a sample CSV file to fill out.
• Open the CSV file with Excel.
• 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.

City of Madison Information Technology
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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.

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.
3. Participants will not be automatically assigned to the pre-assigned breakout room.
To use the pre-assigned rooms, select Recreate and Recover To Pre-Assigned
Rooms.
4. Click Open All Rooms to start the breakout rooms.

Creating Breakout Rooms in the meeting
1. Start the meeting.
2. Click Breakout Rooms.
3. Select the number of rooms that will be created and how to assign the participants.
• 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.

City of Madison Information Technology

Last Edited 2/11/2021

City of Madison Zoom Getting Started Guide

20

5. The rooms will be created, but will not start automatically. You can manage the
rooms prior to starting them.

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.
3. Follow the steps below to assign participants to rooms or click Open All Rooms
to start the breakout rooms.
4. Select Assign next to the room you wish to assign participants to and select
participants you want to assign to that room. Repeat for each room.
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5. Click Move to (next to the participant name) to move the participant to another
room.

6. Click Exchange to swap a participant with another.

7. Click Open All Rooms to start all rooms. Participants will be moved to their
respective rooms.

Managing the Breakout Rooms
1.
2.
3.
4.

The host can stay in the main meeting or join a breakout room manually.
Click Join to join a breakout room.
Click Leave to return to the main meeting after joining a breakout room.
Click Close All Rooms to stop all rooms after a 60 second countdown and return
all participants back to the main meeting.

Polling
Overview
The polling feature allows you to create single or multiple choice polling questions for your
meetings. You can launch the poll during the meeting and gather responses from
participants. Anonymous poll results are available during the meeting, but a report can be
pulled for you after the meeting for more detailed response information. Polls can also be
conducted anonymously if you do not wish to gather participant information with the poll
results.

Creating a Poll
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.
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3. Enter a title and the 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
report.
• Select whether you want the question to be single choice or multiple choice.
4. Type in the answers to your question and click Save at the bottom.
5. Click Add a Question to create a new question for the poll.
6. You can add more polls by repeating steps 2-5. NOTE: You can create a maximum
of 25 polls for a single meeting.

Launching a Poll
1.
2.
3.
4.
5.

Start the meeting that has polling enabled.
Click Polls in the meeting controls.
Select the poll you would like to launch.
Click Launch Poll.
The participants in the meeting will be prompted to answer the polling questions.
The host will be able to see the results live.
6. Once you would like to stop, click End Poll.
7. If you want to share the results to the participants in the meeting, click Share
Results.
• NOTE: Shared results are made anonymous regardless of the full details
gathered in the poll.

Backgrounds and Filters
1. Open the Zoom desktop application
2. Click the cog for settings
3. Go to Background and Filters
There are several things of note here.
•
•
•
•

You can upload and select virtual backgrounds.
You can turn on or off the mirror view. This view shows YOU a mirror of yourself,
but everyone else sees what they would looking at you (reverse of mirror). So
mirror on shows you backwards of what other people see.
Video Filters are effects that show up in front of you, where the virtual
backgrounds are behind you. The combination can make you look like you’re in
the middle of a scene.
Then there is Studio Effects (Beta) where you can add eyebrows, facial hair, and
lipstick with varying colors and opacity.

4. To turn any of these things on DURING a meeting, click the carrot ^ next to your stop
video button and select either choose virtual background or choose video filter
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Managing and viewing subtitles
Live transcript allows you or another meeting attendee, assigned by the host, to add subtitles in
a meeting. You can type the subtitles directly via Zoom or you can use the integrated transcription
service.

Subtitles and captions: What’s the difference?
It’s important to note that many automatic transcription solutions generate subtitles rather
than captions. A lot of people use these terms interchangeably, but they do refer to slightly
different things. Subtitles provide a text alternative for speech or dialogue, whether it’s a
translation or in the same language. Closed captions convert speech and dialogue into
text but also background music and sound effects (e.g., a phone or a doorbell ringing).
The City of Madison does not permit use of machines for transcription or translation for
official communications (RES-16-00741). If you need help with transcription or translation,
please email lap@cityofmadison.com.
Why does this matter? It could factor in if your live event must adhere to a set of
accessibility standards. For instance, in the United States there’s the Web Content
Accessibility Guidelines (WCAG), Americans with Disabilities Act (ADA), or Section 508
of the Rehabilitation Act. Some standards distinguish between subtitles and closed
captions, requiring the latter to give people who are deaf or hard of hearing a fuller
experience. This might not be an issue for a conference, sermon, or any other event where
there’s a single person delivering a presentation or speaking. But it’s something to
investigate if a mandate is driving your interest in live transcription.

Enabling subtitles
To enable the subtitles for your own use:
1.
2.
3.
4.
5.

Sign in to the Zoom web portal.
In the navigation panel, click Settings.
Click the Meeting tab.
Verify that Closed Captioning is enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays,
click Turn On to verify the change.

Starting subtitles in a meeting
1. In a Zoom meeting or webinar that you are hosting, click Live Transcript.
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2. Click one of these options:

•

Assign a participant to type: Opens the participants window. Hover over
the participant's name that was hired to do caption’s and click More then
Assign to Type Closed Caption.

•

Live Transcript: This is start an AI (artificial intelligence) transcription of your
meeting.

Using closed captioning in breakout rooms
You can only assign one participant to type closed caption, meaning only one breakout
room will have closed captions after you start the breakout room sessions. That
assignment must happen before they go to the breakout room.
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Viewing live transcript
If a live transcript is available during a meeting or webinar, you can view it as a participant.
When subtitles begin, they will automatically show above the meeting controls.
Click Live Transcript to hide subtitles, view a panel of the full transcript, or change settings.
Tip: Click and drag the closed captioning to move its position in the meeting window.
(Optional) To adjust the caption size:
Click Subtitle Settings.
Move the slider to adjust the font size.

On a Mobile app
Sign in to the Zoom mobile app.
Tap the Settings icon.
Tap Meeting.
Toggle Closed Captioning to on.
When you are in a meeting where closed captioning is available, they will automatically
appear on the bottom of the screen.
This setting cannot be changed DURING a meeting.
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