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[bookmark: _Hlk86842302]Purpose of Zoom Rooms by Facilitator
The Ops team has Zoom PRO accounts for each major facilitator, allowing them to streamline the logistical process, improve the process for clients and facilitators, and allow unique customizations that enhance the participant’s experience.  

Intended Results 
· Ease of use/Better experience for Facilitators
· Ease of use/Better experience for Ops/Logistics members
· Fewer errors, resulting in increased client feedback and additional revenue booked
· Updated room links and improved process for increased security
· Additional Zoom capabilities to benefit alumni 

Facilitator PRO Zoom Accounts 
It is the Operations Team’s responsibility to create new meeting rooms. Please do not create meeting rooms for facilitation. Please reach out to the Operations team for assistance with any new meeting room needs or technical support. 
Meeting Rooms are organized by facilitator, by program. When you are certified to deliver a new program, the operations team will create a new meeting room for that program and add appropriate polls and settings based on that program’s needs.
Recurring room meeting numbers will need to be occasionally refreshed for security reasons. The operations team will handle these changes and keep you informed. 

Zoom/Meeting Account Settings Requirements 
Usage: 
· Please only use this professional account for InteraWorks related business and facilitation. 
Profile Photo & Display Name:
· Facilitators are permitted to use professional photos of themselves or use the InteraWorks logo icon. 
· Other images are not allowed 
· Display name should contain First name Last name with the first letters capitalized.
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Embed passcode in invite link for one-click join O

Meeting passcode will be encrypted and included in the invite link to allow
participants to join with just one click without having to enter the passcode.

Only authenticated meeting participants and webinar attendees can join meetings  (_JJ)

and webinars

Meeting participants and webinar attendees will need to authenticate prior to
joining a session. Hosts can choose one of the options below when scheduling
meetings or webinars.Learn more

Meetings & Webinar Authentication Options:

Sign in to Zoom (Default) Edit Hide in the Selection
Allow authentication exception (D

If Waiting Room is enabled, phone-only users will be placed in the Waiting Room.
If Waiting Room is not enabled, phone dial-in only users will:
© Beallowed to join the meeting

() Be blocked from joining the meeting
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Enable Personal Meeting ID O

APersonal Meeting ID (PMI) is a 9 to 11 digit number that is assigned to your
account. You can visit Personal Meeting Room to change your personal meeting
settings. Learn more
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Mute all participants when they join a meeting O

Automatically mute all participants when they join the meeting. The host controls
whether participants can unmute themselves.
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Meeting chat ©

Allow meeting participants to send chat messages

By default, allow participants to chat with | Everyone and anyone directly v/

Allow users to save chats from the meeting

) Host and co-hosts O Everyone

() Only users in your account

() only users in your account can chat

Meeting chat - Direct messages ©

Allow meeting participants to send direct messages to other participants

Meeting chat - Auto-save O

Automatically save chat messages to a local file on the host's computer when the
meeting ends
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Sound notification when someone joins or leaves ©

Play sound for:
O Everyone

© Host and co-hosts only
When someone joins by phone:

() Ask to record their voice to use as the notification

Send files via meeting chat O
Hosts and participants can send files through the in-meeting chat.
() only allow specified file types

(J Maximum file size

Feedback to Zoom ©

/Add a Feedback tab to the Windows Settings or Mac Preferences dialog, and also
enable users to provide feedback to Zoom at the end of the meeting
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Co-host ©

Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as the
host.

Meeting Polls/Quizzes O

Allow host to add polls before or during a meeting

Allow host to create advanced polls and quizzes

Allow host to upload image for each question

Allow alternative host to add or edit polls and quizzes

Meeting Survey D

Allow host to present survey to participants once a meeting has ended

Always show meeting control toolbar ©

Always show meeting controls during a meeting
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Screen sharing

Allow host and participants to share their screen or content during meetings and
webinars

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 HostOnly  © Al Participants ()

Who can start sharing when someone else is sharing?

O HostOnly () Al Participants ()
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Annotation

Allow host and participants to use annotation tools to add information to shared
screens

Allow saving of shared screens with annotations

() Only the user who is sharing can annotate ()

Whiteboard (Classic)

Allow host and participants to share whiteboard during a meeting

Allow to save the whiteboard content

(D) Automatically create local export when sharing is stopped

Remote control

During screen sharing, the person who is sharing can allow others to control the
shared content

Allow remote controlling user to share clipboard @
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Non-verbal feedback

Allow meeting participants to communicate without interrupting by clicking on
icons (yes, no, slow down, speed up, coffee cup). 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 until dismissed. @

Meeting reactions

Allow meeting participants to communicate without interrupting by reaction with
emojis (e.g. clap, heart, laugh). These emojis 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.

O Allemojis @
O Selected emojis & & & @ @

©
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Show invitee li:

in the Participants panel

Users invited to meetings on other platforms (e.g. Google, Outlook, or Exchange)
will also be shown on this list

Allow users to change their name when joining a meeting

By disabling this setting, users will always use their name on profile page to join a
meeting

Allow participants to rename themselves

Allow meeting participants and webinar panelists to rename themselves.

©
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Report to Zoom O

Allow users to report meeting participants for inappropriate behavior to Zoom's
Trust and Safety team for review. This setting can be found on the meeting
information panel.

Breakout room ©

Allow host to split meeting participants into separate, smaller rooms

() Allow host to assign participants to breakout rooms when scheduling

Allow host to broadcast message to participants

() Allow host to view activity statuses of participants in breakout rooms (e.g. share
screen, reactions)

Remote support @ )

Allow meeting host to provide 1:1 remote support to another participant

Manual captions O

Allow host to type closed captions or assign a participant/3rd-party service to add
closed captions
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Allow host to type or assign a participant to type

Allow use of caption API Token to integrate with 3rd-party Closed Captioning
services

Automated captions

Allow users to enable automated captions in these languages in meetings.
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Virtual background

Customize your background to keep your environment private from others in a
meeting. This can be used with or without a green screen.

Allow use of videos as virtual backgrounds ()

Manage 5 virtual background(s) (D

Video filters

Turn this option on to allow users to apply filters to their videos

Avatars

Enable this option to allow users to select an avatar that will be shown in meetings.
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Enable "Stop incoming video" feature O

Allows meeting participants to turn off all incoming video feeds on their screen
(does not effect other participants' screens). To access this feature, click the view
button at the top-right corner of your screen.
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‘When a cloud recording is available

Notify host when cloud recording is available

([ Send a copy to the person who scheduled the meeting/webinar for the host
() Send a copy to the Alternative Hosts

Notify when audio transcription s available

When attendees join meeting before host

Notify host when participants join the meeting before them
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Waiting Room

When participants join a meeting, place them in a waiting room and require the
host to admit them individually. Enabling the waiting room automatically disables
the setting for allowing participants to join before host.

Waiting Room Options

The options you select here apply to meetings hosted by users who turned ‘Waiting
Room' on

 Everyone will go in the waiting room
 People in the waiting room are sorted by join order

Edit Options Customize Waiting Room

Meeting Passcode

Allinstant, and scheduled meetings that users can join via client, or room systems
will be passcode-protected. The Personal Meeting ID (PMI) meetings are not
included.
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Audio Type

Determine how participants can join the audio portion of the meeting. When
joining audio, you can let them choose to use their computer microphone/speaker
or use a telephone. You can also limit them to just one of those audio types. If you
have 3rd party audio enabled, you can require that all participants follow the
instructions you provide for using non-Zoom audio.

© Telephone and Computer Audio
O Telephone

() Computer Audio




