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Benefits

e Moreinclusive - anyone with a e Cost effective - savings on room
phone, tablet or computer could rentals and speakers’ travel fees
attend, even while traveling e Text-based option - The chat

e Environmentally friendly - no feature gives introverts an option
transportation required to express themselves without

speaking

e Time efficient - participants could
attend multiple meetings a day

e Work efficient - attendees could
discretely reply to email or conduct
other business during meeting lulls

e Broader speaker base - speakers
from all over the country can easily

Share their inSightS LW_EAGUEOFWOMENVOTERS”
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Hybrid Meeting Checklist

1 Registration d Venue
4 Online - ensure Zoom link / join - Quietroom - Checkfor
info is provided prior extraneous noises which might
be distracting for your

1 In-person - Restrict based on

. attendees
legal capacity

A Room capacity - Check state
and municipal regulations about
capacity and spacing

L

Stable internet connection

L

Phone hotspot as a backup

L

Zoom Meeting platform
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Hybrid Meeting Checklist (cont.)

1 Multiple devices invenueon Zoom I Two meeting managers

A Large screen desktop A Facilitator who runs the
computer for in-person and meeting and manages in-person
Zoom audiences to see each attendees
other d Tech facilitator who manages

3 Laptop for Zoom administration online attendees

Optional: Phone/Tablet on a
tripod or propped up (for
streaming of a featured speaker
facing the in-person audience)

L
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Meeting setup
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Getting Started

Schedule a Zoom Meeting

e If youchoose “Registration not
required,” you will send/publish
the Zoom join link

e If youchoose “Registration
required,” you will
send/publicize the Zoom

registration link
4

Meeting Registration

Topic Our Hybrid Meeting
Time Jul 3, 2021 07:00 PM in Pacific Time (US and Canada)
First Name*

Email Address*

[ )

* Required information

Information you provide when registering will be shared with the account owner and host and can be used and shared by them in accordance

with their Terms and Privacy Policy.

Last Name*

Confirm Email Address*

[ )
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Getting Started (cont.)

SAMPLE EMAIL

Hybrid meeting

Kim Knox <program@Iwvsandiego.org>
to Kim ~

We’'re hosting a hybrid meeting. There are two ways to participate:

e Use this Zoom link to join online from anywhere: https://us02web.zoom.us/me
e RSVP to attend in person: http://evite.me/u4maG3XX8w
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Home About Commiittees

Events Support Us  Voter Services

Events - Event View

©)

This is the "Event Detail" view, showing all available information for this event. If registration is required or recommended, click the 'Register Now' button to start the process. If the event
has passed, click the "Event Report" button to read a report and view photos that were uploaded.

Annual Meeting

Announcing

‘
\ s | (=] calendar
Guest Speaker 1\

Former Congresswoman
Susan Davis

ONLINE
JUNE 19th
10AM

LWVSD ANNUAL MEETING

At this meeting, members will adopt a local program for the ensuing year, elect directors, officers, and local
League members to serve on the nominating committee, adopt a budget and consider amending the bylaws.
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Getting Started

Choose an event registration
system that

e Has capacity limits

e Cansend acustomized
confirmation email that contains
the Zoom link

Eventbrite accommodates two
ticket types with different
capacity limits

Sample Hybrid Event
Sat, Jul 3,2021 7:00 PM - 10:00 PM PDT

In-Person (limited quantity due to venue
capacity)

Free
Sales end on Jul 3, 2021

On Zoom
Free
Sales end on Jul 3, 2021

English (US) v

Powered by eventbrite

- OF SANDIEGO
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eventbrite

Additional Settings

Configure whether attendees should receive a printable PDF when they register.

Custom settings for each ticket type b4

[ In-Person ('imited quantity due to venue capacity)

Include printable ticket

Include custom confirmation message

Your seat has been reserved. Please wear a mask and maintain 6 feet of social distance.

eventbrite

Include printable ticket

Include custom confirmation message

Your Zoom login will be emailed one hour prior to the event.

OR [insert Zoom link]

L LEAGUE oF WOMEN VOTERS®
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\/SignUpGenius - a0

Getting Started

< Back to Team Meeting

(cont.) My RSVP

Will you be attending on Sat., 07/03/2021 from 7:00pm - 8:00pm PDT?

[ « Yes No Maybe

Slgn U pG en | us accomm Od ate S tWO Hc:wvmany will be attending, including yourself?
ticket types (slots) with different
capacity limits

Public Comment (Optional)

Sign me up for:

Paid SignUpGenius accounts can
create a customized confirmation oo ] i
email that contains the Zoom link. m Select F

Available Slot Quantity My Comment

In-person seat

Zoom login

Name First Last

S’
Email



Getting Started

(cont.)

SignUpGenius customized

confirmation email (paid account)

Note: all registrants will receive the

same confirmation email, which
includes the Zoom link.

Team Meeting

Thank you, Kim!

You responded 'Yes' to Team Meeting.

“ 07/03/2021 (Sat.) 7:00pm - 8:00pm PDT

Location: LWV San Diego ©
Guests: 1

You signed up for:

Zoom login

You're all set!

To get a Zoom login, use https:/us02web.zoom.us/meeting/register
MZlIsc-qorzspGtwlhKlaa-RkRA5saNUJZhY _

\J v
./ Edit My RSVP M Contac t Voter Services

N VOTERS'
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Meeting setup: Computers

Large-screen computer connected to Laptop for tech facilitator
Zoom at front of room for in-person e Audio: Off

and Zoom attendees to see each other

e Audio: Speaker volume high e Mic:mute

e Mic on e Camera: Optional

e Video: Active speakermode

e Camera: On and pointed at —
in-person attendees
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Meeting setup: Duties

Meeting manager
e Setand follow agenda

e Engage and recognize in-person
attendees

e Consult with tech facilitator for
virtual attendee participation

e Consolidate and confirm any votes /
consensus by all attendees

LuLEAGUE OF WOMEN VOTERS'



Meeting setup: Duties (cont.)

Tech facilitator using a laptop (sound off)
e Monitors online attendees for

e Raised hands
Chat messages

e Attendees off-site should be
muted whenever not talking

e Enable screen sharing permission
if needed

e Conducts Zoom votes and report results
e Records meeting for later viewing (optional)

LuLEAGUE OF WOMEN VOTERS'


https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings

Meeting Setup with Presenter
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Meeting Setup with Presenter (cont.)

Speaker stands next to the big-screen
computer, facing the in-person attendees.

e /oomdevice: Phone
e Mute all other devices to avoid feedback

VOMEN VOTERS




Candidate Forums Setup
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Thank you for
your attention

Zoom tips to come, followed by Q&A




Zoom Tip: Save the chat file

When in meeting, click on Chat T y—

At the bottom of the chat window, e
click ..., then Save Chat. |

This will save your chat to your e s sy

In Meeting (Advanced) By default, Zoom requires encryption for all

Documents folder / Zoom / Folder cta e between te Zoom clout
Invitation Email Branding Zoom client, and Zoom Room. Turn on this

setting to require encryption for 3rd party

with meeting name, date, and time. R

Admin Options Chat () @

Allow meeting participants to send a message
visible to all participants

|| Prevent participants from saving chat

For future meetings, in account e @ ©

settings on Zoom website, set it to
save the chat for all meetings to the © ©

Automatically save all in-meeting chats so that
hosts do not need to manually save the text of

host’s computer.
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© You are viewing Kim Knox (she/her)'s screen

ZO O m Ti I ! : LM’LEAGUEOF WR—
S lde - by - S lde gﬁ;as}:i—rgilzr:(rllegmic

Events

Presented by Lori Thiel, President and Kim Knox, Program Chair Kim Knox (She/her)

.
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Stop Video Participants Share Screen Record Reactions
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https://support.zoom.us/hc/en-us/articles/115004802843-Side-by-Side-Mode-for-Screen-Sharing
https://docs.google.com/file/d/10vtSKQokMfxeNnstbXXQo59nKgScdQ7G/preview

Zoom Tip: Side-by-side mode

® Settings
. See t h e S h a re d SC re e n a I O n gs i d e e it h e r - (v;in::l):::rsei:: r‘:::: sge;::::i:nvgvi:ndow o Maintain current size
e Speaker view © v
e Galleryview

Scale to fit shared content to Zoom window

Side-by-side Mode (@
Share Screen Silence system notifications whm

e Adjust the location of the separator Q o S leror
. Background & Filters Share individual window
between the shared screen and video to [
change the relative size of each side © rocora At v scroon 2 et

9 Profile
Vet Ot _ () Automatically share desktop ()
iew Options v

0 Statistics O Sshow all sharing options

O Share all windows from an application

Original Size
Request Remote Control G Feedback When | share directly to a Zoom Room

Annotate Keyboard Shortcuts O Automatically share desktop (2

Molly Parker A Ml Vanessa Simmoi ) : () Show all sharing options
Slde'bY‘Slde Mode Accessibility
Advanced

L LEAGUE oF WOMEN VOTERS'
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https://support.zoom.us/hc/en-us/articles/115004802843-Side-by-Side-Mode-for-Screen-Sharing

Zoom Tip: pin the video of choice

vickieriggs © & ",, Jane Andrews " . Beryl Flom / ":~ o Dana Friehauf

@& | Remove Pin

1. At the top of your meeting window, hover over the video of the participant you want to pin and click ...
2. From the menu, click Pin.

Al ¥ administrator

Zoom Admin

Request Camera Control




N Participants (4)

LWV Tech (Host, me) % A
. v Participants (5)
w Kim Knox (she/her)
Kim Knox (she/her) (Host, me) QO ¢
Bud Taylor
Lori Thiel QO ¢
T Nikki Summer T Tyler Knox © o o
Shows how many hands are raised Kin P e
° i

and how many clicked YES or NO G < oo shemen

R
N

To clear all, click More / Clear All
Feedback

PR,

8\ &

) @ 2

03 0>
¥ Raise Hand Invite Mute All More v ‘ LuLEAGUE OF WOMEN VOTERS'
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Thank You &
Let’s Stay Connected!

y @lwvsd

L @vasandlego
@vasdyouth

LWVSanDiego.org f @ lwvsd



Links from the chat

Tabletop 360 degree camera/mic Meeting Owl Pro

LWVSD Candidate Forum Question Submission website

Bluesky Apps Zoom timer

Razer Kiyo Streaming Webcam

Zoom help on enabling Yes/No reactions for your account (NOTE: older
versions of Zoom only show reactions for a few seconds before they
disappear)
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https://owllabs.com/products/meeting-owl-pro
https://lwvsdforums.org/
https://blueskyapps.org/how-to-install-zoom-meeting-timer
https://www.razer.com/streaming-cameras/razer-kiyo/RZ19-02320100-R3M1
https://support.zoom.us/hc/en-us/articles/115001286183

