
 

Host/Organizer Instructions 
 

 
MHCA uses ZOOM to host our E-Learning Seminars.  Visit the Help Desk ahead of time to search for 
information by topic and/or take advantage of their free training resources. 
 
1. Preparing to Broadcast the Session 

a. Choose a location where you will be able to minimize any background noise. 
b. Set up the Webcam. 
c. Typically, the speaker controls the PowerPoint but, if you are need to do that, open the 

PowerPoint and any handouts the speaker provides so that you have them ready to share. 
 

2. Login to our ZOOM Account:  User Name = kmichaud@mehca.org / PW = Mehca317#216 
a. From the menu on the left, choose Webinars and scroll down to find the desired session. 
b. Hover over the webinar to view the options and click Start.  You may need to give your 

system a few minutes to load the Zoom software. 
c. Zoom Control Menu appears at the bottom of the screen. 

 

d. Unmute Yourself & Share Your Video 
i. To test video/sound, right click on the Video button to view the settings. 

e. Move your cursor around the screen until this menu appears and set the View Options: 

i. Turning off Self View – hides your video on your screen only.  
ii. Side by Side – displays PowerPoint & Speaker side by side. 

iii. Fit to Window / Full Screen – maximizes space available. 
 

3. For Reference:  Zoom Features 
a. Roles in a Webinar 
b. Managing Participants 
c. Practice Session 
d. Chat Feature 

e. Raise Hand Feature 
f. Polling the Audience 
g. Q&A Feature 

 

https://support.zoom.us/hc/en-us?_ga=2.93643423.308649019.1564154659-715712729.1558025300
https://support.zoom.us/hc/en-us/articles/360000252726-Roles-in-a-Webinar
https://support.zoom.us/hc/en-us/articles/115004834466-Managing-Participants-in-Webinar
https://support.zoom.us/hc/en-us/articles/206316975-Webinar-Practice-Session
https://support.zoom.us/hc/en-us/articles/205761999-Webinar-Chat
https://support.zoom.us/hc/en-us/articles/205566129-Raise-Hand-In-Webinar
https://support.zoom.us/hc/en-us/articles/203749865-Polling-for-Webinars
https://support.zoom.us/hc/en-us/articles/203686015-Getting-Started-with-Question-Answer


 

 

4. Before you launch the broadcast, review logistics with Speaker: 

a. Are you using polls? If so, please prompt me to launch poll at the desired time. 

b. Do you need help monitoring Chat?   

c. How do you want to handle questions?  As they are submitted or at the end. 

d. Are you using video clips?  Make sure they are embedded in PowerPoint and review 
process for launching them. 

e. Ask the presenter to share their screen.  Make sure you can see the PowerPoint and the 
speaker (side by side), test movement from slide to slide. 

f. Remind speaker that we will be recording the session. We will make the content available 
to registered participants only if they are unable to participate LIVE.  

g. Start the webcast.  Attendees cannot join the meeting until you start; typically, I mute 
myself, start the webinar, post a note to everyone, and wait till the start time to speak to 
the audience.   

 
5. At the scheduled time, Organizer will unmute themselves, share their video, and greet attendees: 

a. Topic for the day 

b. Use “chat” for questions.  Explain where to find chat feature. 

c. Handouts:  Check your inbox for confirmation email with link to handouts. 

d. CEUs:  We need proof of attendance to offer CEUs so it's important to use the link 
provided to join/end the broadcast on time and respond to questions during the webinar. 

e. Evaluations:  Watch for a follow up email next week with your Certificate and the link to 
the evaluation survey. 

f. Introduce Speaker  

g. Start Recording.  Please record to the Cloud. 
 

6. When speaker is finished, Stop Recording.  Recording will be processed automatically and saved 
to the cloud. 

Once the program is done, Panelists may leave the meeting while you provide final remarks but 
only the host can end the meeting. Use this link to learn how to Pass Host Controls & Leave the 
Meeting if need be.   

7. Provide some final words to wrap up the event: 

a. Thank the speaker.   

b. Let attendees know that Certificate will be sent by email after proof of attendance has 
been verified. 

c. Save the Chat (and email the document to me).   

https://support.zoom.us/hc/en-us/articles/201362573-Pass-Host-Controls-and-Leave-the-Meeting
https://support.zoom.us/hc/en-us/articles/201362573-Pass-Host-Controls-and-Leave-the-Meeting

