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MEETING VS. WEBINAR

Meetings are designed to be a collaborative event with all 
participants being able to screen share, turn on their video and 
audio, and see who else is in attendance.

Webinars are designed so that the host and panelists can share 
their video, audio and screen. Webinars allow view-only attendees. 
They have the ability to interact via Chat, Q&A, and answering 
polling questions. The host can also unmute the attendees. 

Learn more at https://itsnews.wlu.edu/its-announces-new-
licensing-options-for-large-zoom-meetings-and-webinars/

https://itsnews.wlu.edu/its-announces-new-licensing-options-for-large-zoom-meetings-and-webinars/


HOW TO REQUEST A TEMPORARY LICENSE

Request your Large Meeting (500 seats) or Zoom Webinar (500 or 
1000 seat) from our Help Desk at help@wlu.edu.

Send the Help Desk the date you would need a license, date of the 
actual event, the anticipated number of attendees.

mailto:help@wlu.edu
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ACTIVATE NONVERBAL FEEDBACK

• How to…
• From Zoom web portal, click on 

Settings
• In the In Meeting (Basic) section, 

locate Nonverbal feedback
• Click the button at the right to 

enable the option
• Using…

• Open the Participants panel; 
nonverbal feedback items along the 
bottom



USE THE WAITING ROOM

• Host and Alternate Hosts join directly to the meeting.
• Those in the Waiting Room are in a list you can see from the 

Participants panel.
• Request each Panelist, Moderator, or Co-host to join 10 minutes 

early:
• Find them in the Waiting Room and pull them in prior to the event.
• Unmute the person(s) from the Participant panel list after pulling them 

from the Waiting Room.



CONFIRM SETTINGS

• Set security options from the Security
button along the bottom toolbar:
• Enable Waiting Room is checked.

• Uncheck after starting the meeting.
• Share Screen is unchecked.
• Chat is checked (or unchecked, as needed).
• Rename Themselves is unchecked.
• Unmute Themselves is unchecked.

(If you don't do this, they are mute on entry 
but can unmute and speak at any time)



CONFIRM SETTINGS

• Configure Chat:
• Open Chat panel by clicking the button on 

the bottom toolbar.
• Select the three-dot button on the bottom 

right, change the Participants Can Chat With:
to Host Only.



TO START THE MEETING

• View Participants panel and click Admit All.
• Immediately turn off the Waiting Room.

• Security button, uncheck Enable Waiting Room.



MEETING MANAGEMENT

• Typically remind people they are muted and will remain muted 
until Q&A time.

• Inform them if Chat is open and to direct messages to Host or
Co-host accordingly.

• Inform them the Raise Hand feature will be used:
• From a computer/browser, open the Participant panel then 

see the Raise Hand button at the bottom of that panel.
• From a mobile device, click on Participants, then More, then 

the Raise Hand button.
• Inform them that Nonverbal Feedback will be used.
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HOST/PANELIST(S) VS. ATTENDEES



SCHEDULING A WEBINAR

1. Sign in to the Zoom web portal.
2. Click Webinars. You will be able to see the list of scheduled 

webinars here.
3. Select Schedule a Webinar.
4. Choose the desired webinar settings.
5. Click Schedule.
6. Your webinar is now scheduled; but scroll to the bottom of the 

review page to complete Invitations, Email Settings, Branding, 
Polls/Survey, Q&A, and More.



INVITING ATTENDEES AND PANELISTS

Panelists are full participants in the meeting. They can view and 
send video, screen share, annotate, etc. You may have up to 100 
panelists (including the host) in a Webinar. Please note that 
panelists will receive a direct email invitation separate from the 
attendees of the Webinar.

Attendees are view-only participants who can be unmuted if the 
host chooses. Their view of the webinar is controlled by the host. 
They can interact with the host and the panelists through the Chat
and/or the Q&A.



STARTING A WEBINAR

There are a few ways to start a Zoom Webinar meeting:

1. Sign in to the Zoom web portal and click Webinars. Find the 
webinar, and click Start.

…or…
2. In the Zoom client, click on the Meetings tab. Find the webinar, 

and click Start.



STARTING A WEBINAR PRACTICE SESSION

1. Sign in to the Zoom Desktop Client.
2. In the Webinars tab, Start the webinar before the start 

date/time. The host, alternative host, or panelist will see a 
banner at the top of window that lets them know they are in 
practice mode.



WEBINAR SETTINGS WHILE IN

PRACTICE SESSION

1.Open Participants panel, select the More button:
• Turn off Allow participants to Unmute Themselves.
• Turn off Allow participants to Rename Themselves.
• Turn off Raise Hand feature.
• Make sure View is set to Follow Host (or select static view 

of Active Speaker or Gallery)



WEBINAR SETTINGS WHILE IN PRACTICE

SESSION

2. Open Chat panel, select options button 
with three-dots:
• Set to No One

(This is a suggestion—unless you want to 
allow/manage chat)



WEBINAR SETTINGS WHILE IN PRACTICE

SESSION
3. Open Q&A panel, select Setting (gear icon) in top right window:

• Allow anonymous questions.
• View answered questions only.

• Selecting "Answer Live" or typing a response to an answer allows all participants to 
see the question, who asked it and the answer.

• “Dismiss” moves the question to the Dismissed column and does not appear for any 
participants.



WEBINAR SETTINGS WHILE IN PRACTICE

SESSION

4.Recording:
• Verify recording started automatically if set in meeting details, if 

not, hit Record button > To Cloud.

5.Broadcast:
• After clicking Broadcast, it will take a little time for all to be 

admitted. Keep an eye on the Attendee tab of the Participants
list.



MANAGING PARTICIPANTS IN A WEBINAR

Click on Participants in the webinar controls. The Participants 
panel will be on right side of your screen. The host, co-hosts, and 
panelists will be listed in one tab and the attendees will be listed in 
another.

Note: Participants are displayed in the following order.
• Participants allowed to talk.
• Participants with their hand raised. Participants that raised their 

hand first are displayed at the top.
• Participants without their hand raised.



MANAGING PANELISTS

Hover over the panelist's name and click More. You will see the 
following options to manage participants:

Put on hold: Place the panelist on 
hold, temporarily remove them from 
the webinar so that they cannot hear 
you, see your screenshare or your 
video. Their webinar screen will 
change to the message: "Please wait, 
the meeting host will let you in soon", 
followed by the name and date of the 
webinar.



MANAGING ATTENDEES

To manage attendees, click 
on the Attendees tab, 
hover over the attendee's 
name, and click More. You 
will see the following 
options:



ROLES IN A WEBINAR

There are multiple roles available for a webinar: host, alternative 
host, co-host, panelist, and attendees. The role that you have in 
the webinar will be designated by the host.

Learn more at support.zoom.us and search on roles in a webinar.



ATTENDEE WITH RAISED HAND



WEBINAR REPORTING

Webinar reports allows users to generate different metric and 
information reports including:

• Registration: Displays a list of registrants and their registration 
details.

• Attendee: Displays details about each attendee.
• Performance: Displays engagement statistics on registration, 

attendance and feedback.
• Q&A: Displays questions and answers from the webinar.
• Polling: Displays each attendee poll result.

Reports can be exported in a .CSV format for further analysis.



WEBINAR REPORT TYPES


