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MHCA will be using ZOOM to pre-record your ON-DEMAND session for our annual Fall 
Health Care Conference & Expo.  If you are new to Zoom, see below for quick links to 
Zoom’s tutorials and resources. As you prepare for this webcast, we would like to draw 
your attention to a few important details:   

• Preparing for the Meeting:  (1) choose a location where you will be able to minimize 

background noise, (2) gather the required technology (laptop/desktop computer, 
headset with a built-in microphone or phone (to capture the audio portion of webcast), 
(3) make sure your webcam is enabled (so you can share your video), and (4) have your 
PowerPoint open.   

• Panelist Link:  When the Zoom webinar is scheduled, you will be designated as a 
Panelist and a confirmation will be sent (to your email), which includes your unique link 
to join the meeting.  You must use your assigned link to join the webcast as it identifies 
you as a PANELIST and determines what controls you have access to during the session.    

• Joining the Meeting:  Please join us 30 minutes ahead of time so we can do a quick 
tech/sound check and answer any questions before we begin recording the session. 
To join the meeting, click on your link.  You may need to load the Zoom software but, 
typically, it takes only a couple of minutes to do that. You'll know you are logged in 
when you see Zoom Controls on screen – i.e. mute, share video, chat, share screen: 

 

• Choosing Audio Options:  Once connected, you should be prompted to select your 

audio option. For the best quality, we recommend that presenters use a headset 
with a built-in microphone; in this case, once you plug in the device, choose join the 
audio by computer. If you do not have that option, select phone and follow the 
prompts to capture the audio portion by telephone.   

• Zoom Control Panel:  As a Panelist, you can share your screen (PowerPoint), 
embedded video clips, and audio in a webinar. Remember, the goal is to pre-record 
the session for attendees to watch on their own. Though you will not be speaking to 
a LIVE audience, you'll want to talk to the webcam as though attendees are present 
(even though feedback in "real" time isn't taking place during the webcast).   

• ZOOM Resources:  If you would like to take advantage of training resources 

provided by Zoom, to help you become more familiar with their platform, here’s a 

couple of links you might find helpful:  Zoom Help Desk ~ Joining A Meeting 

 

https://support.zoom.us/hc/en-us?_ga=2.93643423.308649019.1564154659-715712729.1558025300
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting

