Online
Event Hosting
Tips and Tricks
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Hosting a Virtual Event

> Think about your audience - what is your goal?
> People interacting “face-to-face”
> Bringing a small group together
> Reaching a large amount of people
> What do you want the participants to experience?

> Staffing The Event
> Over 15 people should have a staff person who is trained in the
platform
> Their sole responsibility is to run the technology (visual
t’filah, any slides, etc.) and to interact with participants
(chat, muting, etc.)

> This will allow presenter to teach and not worry about
running the event




Hosting a Virtual Event

>

Things to Think About-Zoom Meeting

>

v v v vV

A personal zoom ID should NEVER be used for more than a 1-on-1
conversation
Never use recurring links for external meetings
Registration for zoom events is highly encouraged
Turn off “Join Before Host”
Waiting room
> Allows hosts to control when participants join a meeting and
WHO is attending
> Can admit everyone at once or one at a time
Etiquette
> Make sure that you are in a quiet room, if possible, to detract
from additional noise
> To minimize background noise, go to your “Audio Settings”
and click “Advanced” and set play around with the audio
processing for your needs!



Admin Settings for Your Zoom

“View More Settings” in app or “Settings” on browser
Settings button key: Grey=0ff | Blue=0On 8 it 2o ent o

Th e fo I I owi ng S h ou I d be a dj u sted . Aucio When closed, minimize window to the notification area instead of the task bar

vV v v v Vv v v Vv Vv v

= @ Settings

Silently start Zoom when | start Windows

(") use dual monitors
G Share Screen (") Enter full sereen automatically when starting or joining a meeting

Screen sharing (Who can share): Host Only O o () Aoty cap icton Ut avce e et s

Ask me to confirm when | leave a meeting

() virtual Background

Allow removed participants to rejoin: Turn Off o

() shew my connected time

(") Remind me 5 minutes before my upcoming meetings

B profile (") stop my video and audio when my display is off or screen saver begins

File Transfer: Turn Off P Resction Sin Tone
/

A
) reedvack &= - ‘ ‘ ‘

Keyboard Shortcuts
View More Settings (7

Annotation: Turn Off

Whiteboard: Turn Off

Mute participants upon entry: Turn On
Private Chat: Turn Off

Accessibility

Remote control: Turn Off
Play sound when participants join or leave: Host Only

Allow live stream meetings: Turn On
> Anyone who is planning on hosting a live event needs th



You cannot go
live from your
phone, but you
can manage a
meeting safely by
utilizing the
circled settings.

Zoom
Settings
onh Your
Phone

Meeting Settings

HOST CONTROLS

Camp Harlam's

Meeting Topic com Mesting

Lock Meeting

Do not allow new participants to join
Mute on Entry

_ically mute when participants join

Play Chime for Enter/Exit

«©

Play sound as participants join or leave

Allow Participants to

Chat with Everyone Publicly

Allow Participants to Rename ()

Allow participants to change their name during
a meeting

Allow Participants to Share

Allow participants to share content

GENERAL

3:44

Close Participants (1)

. Camp Harlam (Host,me)

Chat Mute All

|
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Zoom-bombing!
Webster's dictionary word of the year

>

>

New word for Webster’s dictionary...

People who are joining Zoom events and yelling/writing
racist/anti-Semitic/homophobic things to disrupt and event

Code between the tech support and presenter when a ZBisin a
room

To Avoid:
Lock the meeting once you have started
If possible, make chat “host only”
If a ZB enters, remove them and ensure setting is on that
they cannot reenter
Have a co-host for all meetings
If you are able, add a password to small group/individual
meetings




Building a Meeting
> Things to Think About:

> You should either ensure that there is a password OR waiting
room-never neither.

> A waiting room is a great option when you want to share a
link broadly!
> Requiring registration
> HIGHLY recommend for security purposes
® Can automatically or manually approve attendees
® Recommend clicking “Allow attendees to join from

multiple devices” to avoid participants sharing link
® Customized Questions

O Short Answer-Open Ended
O Single Answer-Multiple Choice

® Allows you to brand your event and set up specific email
settings

Breakout Groups: Pre-Assign

> You can easily upload a document to add breakout groups
before the meeting; emails need to match participant login

>



Breakout Groups

> Setup:

> Pre-load them using CSV. Document with group name
and then email

> Everyone needs to sign in using the same email their
registered with for the pre-assigned groups to work

> If you want to override the groups, sign in using same
main account on a separate device, upload the new
groups, and sign in. Once in, make the new device a
host and click “Recreate Pre-Assigned Groups”

> Things to think about:
> Cannot break into smaller groups
> Make sure the leaders are made “co-hosts”
> Someone should always be in the main room




Zoom-to-Facebook Live

» Great way to have more than 1 person on Facebook
Live at a time

» When presenting, make sure that you are using
“Speaker Mode”, unless you want all participants to
be seen

» Whatever the presenteris seeing is what the live feed
IS showing
> This does not include internal chats

» There is a 20-second delay so you do not want to be
In the same room as someone who is watching the
feed

> No ability to directly connect with audience



Zoom-to-Facebook Live:
Community Connection

There are several benefits to having your community
together during Facebook live events, especially so that
your members can interact with each other and see one
another. If the person streaming remains on “speaker
mode”, participants can choose to be in gallery mode to
see others. However, if the person streaming moves to
gallery mode, it can be very distracting to the viewers on
Facebook.

Make sure to keep this in mind when planning your
goals for the event!



You need to
make sure your
Zoom settings
have been set
to allow live
streaming.

Z OOI l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~ .

gnd

Schedule Meeting joing
peTticipants who are unable to download, install, or run applications. Note
that the meeting experience from the browser is limited

In Meeting (Basic)

In Meeting (Advanced)

Allow live streaming meetings () Modified  Reset

Email Notification
@ Facebook
@ Workplace by Facebook
@ YouTube

Other

Click “View
more settings”
from the
desktop app to
find these
settings O ©

|| Send a copy to the person who scheduled the meeting/webinar for the
host

When attendees join meeting before host ()
Notify host when participants join the meeting before them

|| Custom Live Streaming Service

Zoom
Live

CAMP HARL/"M
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Ellia Tannar Schilman e o [~y o =i\ . ' ‘
s el o ] Je e = e -

Mute Stop Video Invite Manage Participant Share Screen Chat Record Breakout Rooms Reaction More

4 Y . -

Zoom Bar
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© Participants (1)

ﬁ Ellie Tepper Schulman , Harlam (She/Her) (Host, me)

Mute All Unmute All

Manage
Participants

v/ Mute Participants upon Entry
Allow Participants to Unmute Themselves
Allow Participants to Rename Themselves
Play Enter/Exit Chime
Enable Waiting Room
Lock Meeting

Merge to Meeting Window

General
Audio
O Share Screen
QO chat
@ Virtual Background
@ Recording
B Profile
& Statistics
G Feedback

O Keyboard Shortcuts

€D Accessibiy

My Video: Enable HD
Mirror my video

Touch up my appearance
Meetings: @84 Always display participant names on their video

Always show video preview dialog when joining a video meeting

Spotlight my video when | speak

| Advanced |

End

CAMP HARL/"M
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Live on Facebook
Live on Workplace by Facebook

Live on YouTube

R

Reactions

Zoom to

Facebook
Live

Go Live on Facebook

Choose where you want to post your live video

Share on Your Timeline v

| v [# Share on Your Timeline

A4 Share on a Friend's Timeline

@ Share in a Group

Share in an

a Page You Manage

cancel | [EE0

Go Live on Facebook

Choose where you want to post your live video
Share on a Page You Manage v

A\ CHAI - Camp Harlam Alum... ~
Posting as| 4 CHAI - Camp Harlam Alum... ¥

con [
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] Facebook

@ Harlam Drive

7 Live Producer Is the New Way to Go Live

o Yammer

[Q Trelio

& Salesforce

&> Internal Form-Sales...

@ facebook.com/v3.2/dialog/live_broadcast?app_id=1132890954624828& phase=publish&broadcast_data=%7B"secure_stream_url"%3A"rtmps%3A...
@ CampMinder

[¢] concur

The version you are currently on will soon no longer be available. Live Producer combines all of the features you're used to with a simplified view to help you be more in control of your

live streams

Dismiss Try Live Producer

Auto-Generated Captions @

® Stream0 ¥

Event Logs (1)

Max Supported Resolution 720p
Max Broadcast Length 8 hours

L Type here to search

Zoom to Facebo
Live-Older Versio

Next slide explains live producer

Video Resolution

1280x720

Audio Bitrate

122 Kbps

Video Bitrate

1.36 Mbps

Audio Format

Make sure you
title to find later!

Video Framerate

28 fps

Bl camp Leaders

* O ~E0 v E A

€A Camp America

[F] calendly » Other bookmark

Post Settings Interactive

Say something about this live video..

Post info about what is
happening here!

Add a title for your live t cast (optional)

/, animals, make-up etc)

Share to Your Groups @

Tickets & Events @

EVENTS YOU'RE HOSTING

Select All
AUG  Alumni Day 2020

9:30AM -2 PM - UR

>amp Harlam
Don't see the event you wgg#0 promote?

al Go Live
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.ive Stream Setup  Stream Health  Polls  Questions  Help
CHAI - Camp Harlam Alumni .
International m
Live video title (optional) New! Live Tab on Pages x
Use this URL so viewers can find all of your Page's live videos in one
Say something about this live video.. @ place.

e Crosspost to More Pages

Py

e Audience Settings o Use
Stream
Key

r il

Share to Page's Groups

Q ome  Create

° 9 https:/ Copy

Get Started

Choose how you want to start setting up your live video.

o '. facebook.com/live/producer/2248395608736072/

Facebook @ CampMinder @ HaramDrive @ Yammer @ Wulco [[J Trefio & Salesforce @ Internal Form-Sales..  [C| Concur » Other bookmarks

Setup Options Chat(300) (4 & B & |
[

Search Q 4 Elle Home Create

Stream Setup Stream Health Polls Questions

Switch to previous version

@ SolLive Now Nfw! Live Tab on Pages

e this URL so viewers can find all of your Page's live videos in one place.

© schedule a Live Video

facebook

https://

J\ URJ campTETT Get Started

Choose how you want to create your live video

Share to a Page You Manage = Use Stream Keys

Use a Persistent Stream Key
This can be reused every time you go five. You can only broadcast one
video at a time with your persistent stream key.

URJ Camp Harlam

F o
a c e o o L I ve - Use a Backup Stream
Qnca a backun stream is added fo vour live video it cannot berdl @

Live Producer CAMP HARIﬁ
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Q Zoom Meetlng ID: 750-456- 55 = m] %

n Original Sound '~ © LIVE Preparing T 3 Enter Full Screen

Once you are

)
!
live, this will
say LIVE. To

\
\
™
5

end the
broadcast,
click the grey
button and it
will give you
an option to

end! |
A58
~ . o
Zoom to 4 \ -
Facebook g BTN ¥ g

nvite

Live

CAMP HARL#&M
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Direct Facebook Live

» Great option for one person who is presenting
» Opportunity to engage directly with participants
> Presenter must be an admin on the platform

» Someone should still be “on tech” to help moderate
the chat box
> Tech should set up a separate text/Facebook
message with the presenter




'’y ENEe rnome Lreate

In order to have
capacity to do this,
you need to be an Home
admin/editor on Posts
your program’s Reviews
Facebook page. Videos

Photos

URJ Camp Harlam

@urjcampharlam

/M Share | -+ + Add a Button

4.9 out of 5 - Based on the opinion of 172
@ Offer ® Job @ 4

Click the live
e button

N )
Stay Connected "‘. Write a post...
y e @ || Chat(408) @ 2

iemtin

N\ Following ¥

Create B Live ) Evgnt

About

Community

Facebook
Live
Details

CAMP HARL/"M
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*Note: This is
when you choose
“Previous
Version” or do
not choose “Try
Live Producer”

@4 Camera 8 Connect

Settings Interactive

1. Pick
where
you
want to
share

i_? Live Producer Is the New Way to Go Live

. . . . live broadcast:
The version you are currently on will soon no longer be available. Live Producer combines all of the features

simplified view to help you be more in control of your live streams.

Dismiss Try Live Producer

1. Choose where you want to post your broadcast on the right.

Share on a Page You Manage

£, URJ Camp Harlam =

Say something about this live ™o...

2. Preview your broadcast with a stream key or pair 3. Include a short

© Stream Key Paired Encoder blurb

Enter the information below into your software's settings.

¥ Use a secure connection (SSL) Title

2. Add a title so you

B Use a persistent stream key Add a title for your live broadcast (optional)

@ Use a backup stream

can find it later!

Server lIRI

o Don't put third-party video ads in your live video. For example, don't include bumpers, pre-roll, mid-roll
or post-roll. Ensure any pre-recorded content is clearly distinguishable from live content.

4. Click “Go Live!”

Facebook Live

Details

CAMP HARL/"M
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If Zoom to Facebook live does not automatically work...

In settings, enable "Custom Live Streaming
Service" but leave text box empty (it is just
free text to give instructions)

Start your meeting in Zoom and click on
"More," then select Custom Live Streaming.
Zoom will open a new page.

Open a second browser window tab and go
to your organizations Facebook page in this
second browser window and look
underneath the cover photo for the option to
CREATE LIVE. A new window will open.

Live stream the Zoom meeting to a custom service
Streaming URL
eeeeeeee streaming URL )
This field is rec d.
Streaming
Entera Show
es
L LA x| © x| I v oo - ome. =) 8 -
SO i x @B’ ~EeR
an [ Faoboon @ Comoranane & Heten D Oive ) Seenmer © wieo [[] oo @ Sewstorce @) IntenaFormnuttorce (G Comeur [ Chmplesen €A Comp Anweica
[ s - e
Page Inbox BN Events COVID-19 Manage Jobs Notifications C

URJ Camp Harlam

@urjcamphariam
Home
Posts
Reviews
Videos
Photos

About .
Chat (389 d i
Ourstory | & 20 & & 0o



You are looking for the three following things:

200Mm

Live stream the Zoom meeting to a custom service

Streaming URL

{ Enter the streaming URL J

This field is required.

Streaming key

‘ Enter a streaming Key Show |

Live streaming page URL

‘ Enter a live streaming page URL

Everyone who uses this link can watch the live broadcast




If you are in “Live Production Mode”,
you will see a black box in the lower
right-hand corner that says “Waiting
for live video.” Make sure the Use
Stream Key box is highlighted in
blue in the section titled Get Started.

Scroll down until you see the server
URL and Stream Key.

Make sure you put atitle and
a description.

Live

Switch to previous version

@ Go Live Now

© schedule a Live Video

Upcoming Live Videos

Post

f, URJ Camp Harlam
-

Share to a Page You Manage

Live

Switch to previous version

@ Go Live Now

© Schedule a Live Video

Upcoming Live Videos

Post

f" URJ Camp Harlam
-

Share to a Page You Manage

Stream Setup Stream Health Polis Questions

Stream Setup Stream Health Polls Questions Help

Help

New! Live Tab on Pages %

Use this URL so viewers can find all of your Page's live videos in one
place

https://iww j i Copy

O

Waiting for live video

Setup Options @ Cha3so) () & O &

rtmps://live-api-s.facebook.com:443/rtmp/ Copy

This may be referred to as "URL" or "Address” in your streaming software

Stream Key

Reset

Copy

1015823945991700875_bl=18s_ps=18s_sw=

Once you start to preview the broadcast you have up to 5 hours to go
live.

Quick Access to Your Live Videos Waiting for ive. video

Let viewers know where to find your live videos.

Live Tab URL @ Chati3es) (7 & O 8



N
If you are in “Previous/Regular Version”, CAMP HARI-MM

you will see a navy box that says -
“Choose where you want to post.” Scroll
down and use the Use Stream Key listed

B¢« Camera -a8 Connect

Post

Settings Interactive

7 Live Producer Is the New Way to Go Live X

. ; . . Choose where to post your live broadcast:
The version you are currently on will soon no longer be available. Live Producer combines all of the features you're used to with a

simplified view to help you be more in control of your live streams.

Dismiss Try Live Producer

¥ Use a secure connection

Share on a Page You Manage v

A URJ Camp Harlam +

B Use a persistent stream ka3

o
Py Say something about this live video..

@ Use = backup stream PHARLY

Server URL
rimps://live-api-s.facebook.com:443/rtmp/ Copy Ingest URLs

Stream Key

. Q158428428757008?s_bl=18&s_sc=101584284288970088&s_sw=0&s_vt=api-s&a=AbxLfepzgtGC  Cop Title

Add a title for your live broadcast (optional)
3. Select Go Live in the bottom right corner.
Tags ©

0 Don't put third-party video ads in your live video. For example, don't include bumpers, pre-roll, mid-roll
or post-roll. Ensure any pre-recorded content is clearly distinguishable from live content. <> ® schedule



One by one, copy the Server URL (API), stream key
and the actual webpage URL (way at the top of your
Facebook window — what you would copy to give
someone the address of the page) and paste them into
the corresponding textboxes on the Zoom page. And
then press “"Go Live".

Zo0m

Live stream the Zoom meeting to a custom service

Streaming URL

rtmps:/live-api-s.facebook.com:443/rtmp/

Streaming key
101582394599170087s_bl=1&s_ps=1&s_sw=0&s_vt=api-Hide

Live streaming page URL

L https://www.facebook.com/urjcampharlam/?eid=ARCXAGsm5. J

Everyone who uses this link can watch the live broadcast




Questions?

Do not hesitate to reach
out:

Ellie Tepper Schulman
etepper@urj.org

M
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