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Necessity is the 
Mother of 
Invention
Plato, The Republic



• More inclusive – anyone with a 
phone, tablet or computer could 
attend, even while traveling

• Environmentally friendly – no 
transportation required

• Time efficient – participants could 
attend multiple meetings a day

• Work efficient – attendees could 
discretely reply to email or conduct 
other business during meeting lulls

• Broader speaker base – speakers 
from all over the country can easily 
share their insights

• Cost effective – savings on room 
rentals and speakers’ travel fees

• Text-based option – The chat 
feature gives introverts an option 
to express themselves without 
speaking

Benefits





Hybrid Meeting Checklist

❏ Registration 

❏ Online – ensure Zoom link / join 
info is provided prior

❏ In-person – Restrict based on 
legal capacity

❏ Venue 

❏ Quiet room – Check for 
extraneous noises which might 
be distracting for your 
attendees

❏ Room capacity – Check state 
and municipal regulations about 
capacity and spacing

❏ Stable internet connection

❏ Phone hotspot as a backup

❏ Zoom Meeting platform



Hybrid Meeting Checklist (cont.)

❏ Multiple devices in venue on Zoom 

❏ Large screen desktop 
computer for in-person and 
Zoom audiences to see each 
other  

❏ Laptop for Zoom administration

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

❏ Two meeting managers

❏ Facilitator who runs the 
meeting and manages in-person 
attendees

❏ Tech facilitator who manages 
online attendees



Meeting setup



Getting Started

Schedule a Zoom Meeting

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

• If you choose “Registration 
required,” you will 
send/publicize the Zoom 
registration link



Getting Started (cont.)

SAMPLE EMAIL



Getting Started (cont.)



Getting Started

Choose an event registration 
system that 

• Has capacity limits

• Can send a customized 
confirmation email that contains 
the Zoom link

Eventbrite accommodates two 
ticket types with different 
capacity limits 





SignUpGenius accommodates two 
ticket types (slots) with different 
capacity limits

Paid SignUpGenius accounts can 
create a customized confirmation 
email that contains the Zoom link.

Getting Started
(cont.)



SignUpGenius customized 
confirmation email (paid account)

Note: all registrants will receive the 
same confirmation email, which 
includes the Zoom link.

Getting Started
(cont.)



Large-screen computer connected to 
Zoom at front of room for in-person 
and Zoom attendees to see each other

• Audio: Speaker volume high

• Mic: on

• Video: Active speaker mode

• Camera: On and pointed at 
in-person attendees

Laptop for tech facilitator

• Audio: Off

• Mic: mute

• Camera: Optional

Meeting setup: Computers



Meeting setup: Duties

Meeting manager

• Set and follow agenda

• Engage and recognize in-person 
attendees

• Consult with tech facilitator for 
virtual attendee participation

• Consolidate and confirm any votes / 
consensus by all attendees



Meeting setup: Duties

Tech facilitator using a laptop (sound off) 

• Monitors online attendees for

• Raised hands
• Chat messages
• Attendees off-site should be 

muted whenever not talking
• Enable screen sharing permission 

if needed 

• Conducts Zoom votes and report results

• Records meeting for later viewing (optional)

Meeting setup: Duties (cont.)

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


Meeting Setup with Presenter



Meeting Setup with Presenter (cont.)

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

• Zoom device: Phone
• Mute all other devices to avoid feedback



Candidate Forums Setup



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

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

This will save your chat to your 
Documents folder / Zoom / Folder 
with meeting name, date, and time.

For future meetings, in account 
settings on Zoom website, set it to 
save the chat for all meetings to the 
host’s computer.



Zoom Tip: 
Side-by-side 

mode
You can choose to have 
the screen share larger or 
the video boxes larger.

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

• See the shared screen alongside either 
• Speaker view  
• Gallery view

• Adjust the location of the separator 
between the shared screen and video to 
change the relative size of each side

https://support.zoom.us/hc/en-us/articles/115004802843-Side-by-Side-Mode-for-Screen-Sharing


Zoom Tip: pin the video of choice

Suggest to virtual participants that 
they pin the desired video so it will 
always be showing.



Zoom Tip: 
Participant List

Shows how many hands are raised 
and how many clicked YES or NO

To clear all, click More / Clear All 
Feedback



Thank You & 
Let’s  Stay Connected!

LWVSanDiego.org



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)

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

