
Stand Out and Be Engaging On Zoom 

A desktop guide by Marilyn Suttle and Charmaine Hammond 

 

Zoom Webinar: 

When setting up your webinar think about how you are going to structure it in advance. 

1) Will you be doing a poll?  If yes, it is best to create in advance. You may also want to type the poll 

questions up and have on your computer in-case you need to recreate the poll in real time. 

2) If you want to be able to use the poll for lead generation, you need to have people register on zoom 

for your webinar, that way zoom knows who to attribute the poll responses for so that you can follow 

up after.  

3) To ensure that the majority of attendees participate in the poll, plan on giving them a  5-4-3-2-1 

countdown when the poll is about to end.  

When conducting a Zoom webinar, you can use the panelist feature to bring attendees on camera for 

hot seat coaching or sharing. However, breakout rooms are not available with the webinar feature.  

 

Zoom Meeting: 

If you intend to use Break Out Rooms, ensure that you have  enabled this feature in advance so that it 

shows up at the bottom of your screen.  

You can let Zoom automatically place people randomly into breakout rooms, or you can preset who goes 

into the rooms together.  

As the host, you can pop into the breakout rooms to observe - much like walking from table to table at 

an in-person meeting. A best practice is to tell participants that you might be popping in to observe, but 

you won’t be interacting with them. Turn off your video and mute your sound when you go into the 

rooms.  You can also pause the recording while people are in break out rooms (that way it doesn’t 

record you or others who did not go into a breakout room, but remember to turn the recording back on 

when people rejoin the main group again). 

 

Live Streaming to Facebook and Youtube:  

If you plan to stream live on Facebook, or YouTube, you will need to activate that feature before 

entering the meeting.  



 

Early Registration Strategy:  

To encourage  attendees to register early (by a set date) consider offering to send them 

something extra by email or by snail mail. For example, send a package with candy, snacks, a 

book, or select  branded items.  

 

 

 

To Maintain Security and Avoid Zoom Bombing: 

Enable the waiting room feature. If you are doing a meeting and have a large number of people joining it 

is helpful to have someone co-host with you so they can let people in from the waiting room.  

Enable the password feature. And remember to password protect the recordings as well.  

Ensure that you turn off the attendees being able to screen share. And if someone does need to screen 

share you can provide them permission.  

Once everyone has arrived in your meeting, you can lock the meeting so that no one else can come in.  

Be aware that people can use the three dots at the top of their image to change their name. Zoom 

bombers have been known to enter a meeting and change their name to another participant's name, so 

that you cannot easily identify them. One solution is to turn off the ability for participants to change 

their name.  

 

Not sure about features or how to use the back end of Zoom? 

Zoom provides a great range of short "how to" videos and instruction guides, https://zoom.us/resources  

and https://support.zoom.us/hc/en-us  

 

Ice Breakers and Engagement Tools:  

Thumballs: 

https://www.trainerswarehouse.com/games-for-learners/thumballs.html 

https://zoom.us/resources
https://support.zoom.us/hc/en-us
https://www.trainerswarehouse.com/games-for-learners/thumballs.html


https://www.amazon.com/thumballs/s?k=thumballs 

 

Noise Makers: 

Amazon has a wide selection. You can also use sounds on your computer or apps on your mobile phone 

that you record or purchase. 

 

Props: 

The use of props creates an element of fun and entertainment during  your meeting. You can use the 

same props you might use in a live presentation to emphasize your message or add humor to the 

program. 

 

Zoom BINGO 

You can create a Zoom Bingo card that is sent to people in advance so they can print and have beside 

them during the training.  

 

There are a number of other games and activities that work well on Zoom. 

 

Spotlight Key Participants: 

At various points in your presentation, it’s engaging to spread a little “good gossip” about key 

participants. You can share a screen with their photo to celebrate their success or offer appreciation.  

Chat Box 

At the start of meetings let people know how to use the chat (e.g. do you want them to chat to panelists 

only or the group). You can use chat throughout your presentation such as  

- put your comments and questions there 

- on the count of three, type (and you provide direction here) in the chat box.  

- etc. 

You can also use it to post links, attachments and summarize what the speaker has said (sort of like how 

you might chart something on a flip chart in a live session for people to remember.  

You can download the chat summary after the meeting ends.  

https://www.amazon.com/thumballs/s?k=thumballs


  

Q and A feature in Webinar: 

The Q and A feature allows you as the webinar host to see the questions, and you can either type 

answers or answer live on your webinar. As with chat you can download the Questions and Answers.  

 

Designate a Space for Sitting and Standing:  

It’s helpful to create both a standing and sitting space for presenting. Standing gives you more room to 

move and adds energy to your program. However, if you plan on standing, your mic needs to be able to 

pick  up sound consistently. A lavalier is ideal for that.  

 

Virtual Backgrounds 

You can use your own photos. If using stock photos, make sure that you use/purchase copyright free 

images.  For example from Pexels.com.  Ensure you have a green screen/green wall  with which to use 

virtual backgrounds.  You can customize your background photo with your logo or message for branding 

purposes.  

 

Annotate Features: 

You can provide people the opportunity to use the annotate features so that they can annotate (put 

checkmarks, stars, identify a priority etc) on a shared screen, slide or white board. This is another form 

of engagement.  Much like people doing sticky note exercises or the star exercises in workshops and 

planning sessions whereby people put stars beside the most important items that were listed on a flip 

chart in a live training, this can be replicated on zoom.  

https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-o

r-whiteboard  

Hardwire and Hotspots 

To ensure that your program continues without a hitch, hardwire your laptop. If your router is in a 

different location, you can run a long  ethernet cable  to your location. It’s also helpful to have an 

alternate hotspot available if your power goes out in the middle of a program.  

 

 

https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-whiteboard
https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-whiteboard
https://www.amazon.com/gp/product/B07L8VR77S/ref=ppx_yo_dt_b_asin_title_o02_s00?ie=UTF8&psc=1


Pre-Record Option 

If you are presenting a keynote or presentation, you may want to have pre recorded it and provide it to 

the organizer, that way if something happens with internet or technology, they can simply put the video 

on and press play, or, send people the recording.  

 

 

 

 


