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Host/Co-Host Guide

The host is the only one that can start a webinar. The host could share the credentials with
another person to start the webinar. Host will need a timer for the timed segments. (See
suggested opening remarks on last page.) The indicates primary responsibility.

The co-host cannot be invited as a

@ v omai Ask to unmute

EaKto=tig co-host. Invite the person as a

o panelist, upon entering the webinar
Make host

Make co-host
7 crang et e on “More” and choose “Make co-
host” e Co-Host(s) can observe as a trainee without any responsibilities.

Uncheck “Raise Hand”. Click on the “Panelist” icon (bottom bar),
Click on the “More” option, scroll down and uncheck “Raise Hand”.
At the same time make sure “Attendee View” - “Speaker” option is

checked.

scroll over the panelist name, click

Ask all to unmute

Lower all panelists' hand

v Enable reactions
Mute panelists upon entry

Play join and leave sound 5 et - «l - "
Lock webinar Start “Livestream”.

im0 = ATiebosrds Click on “More” on the
Hide profile pictures Apps

bottom bar.

Allow panelists to: Select livestreamService i Livestream

v Unmute themselves 1 Live o YouTube over “Livestream” and

. Reset to default

v Rel'lam.e When the webinar reactied capacity click on “Live on
v Start video v Remind new attendees to watch livestream O Y T b ) H t 'll
yYoulube'. RoStwi

enter YouTube

Allow attendee
v Raise hand
View participant count

credentials, or they will be provided to the person starting the public
Attendee view .
servant webinar.

Follow host's vi
v Speaker
Galle
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The host, panelist and co-hosts (if not a trainee) need to check their audio settings
(speakers and microphone) and video settings. The co-hosts need to know how to take
over for the host if necessary.

Audio Settings

Spiashtop RemctelSound Click on the up arrow to the right of “Audio”

Test speaker & microphone...

e
il Keith  switch to phone audio...

Leave computer audio

Audio settings..

mclick on “Audio Settings” and the window

o below will appear.

&z

Participants

MacBookAarSpeake:ﬁ “Test Speaker” If no sound is heard change the
» Test speaker speakersusi drop-down arrow.

Output volume

4 O LR
Spatial audio ® © ]
Voices will sound like they're coming from each person's position on the
Hear incoming call ringtones on an additional device ® o
Microphone
MacBook Ar Microphone v Then “Test” microphone”. After talking with the
@® Test microphone { microphone on, it will change to playback mode

Input volume —forthetest-—No-sound. Choose another
« © .
microphone.

Automatically adjust microphone volume ()

Video Settings

Choose avatar... li C k on t h e arrow @ Trying to touch up your appearance or adjust for low light? X
Those settings have moved to Background & effects
Video settings... to the rlght Of

Camera
882 Vl d €0 an d th en FaceTime HD Camera
Participants Original ratio HD Mirror my video

video settings.

Always display participant name on their videos
Stop my video when joining

Always show preview when joining
Hide non-video participants
Hide self view

e used for the webinar. Enablestop ncoming video festre

Show me as an active speaker when I talk

Choose the camera

Maximum participants displayed per screen in gallery view:

25 participants 49 participants

Troubleshooting: Not seeing any video?
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Participants

002/\

Co

Participants

Click on the “Participants”icon. The participants window will appear.
— _

There is a box with an arrow in the top
right-hand corner. This will attach or

Keith (Host, me) detach the window from the main

@ KMH Gmail (Co-host) 8

screen.

There aretwo tabs at the top of the
window for “Panelists” and
“Attendees”. “Panelists” will include
the public servant candidate, host, co-

host and any co-host trainees.

Invite Mute all More v

Make Sure Panelist, Host or Co-Host is highlighted and in the primary window.

Y P
e [ ] Participants (2) (C4 [ XON Participants (2) ®
[ panciists (2 JEEERIC) BT Acencess o)
|
. Keith (Host, me) & o |
e (DT

@ KMH Gmail (Co-host)

Pin
Spotlight for everyone

@ KMH Gmail (Co-host) ([T (0239 |

Stop video
ename Pin
Add spotlight

Replace spotlight

hange name tag and virtual background
dd profile picture

100%|

=

From the “Participants” &!“Panelists” tab Right click on any
window right click on “More”. From the Co-Hostorp
drop-down-menu choose 1Spotlight for choose “

everyone”.

the panelists (Host,

lic servant candidate) and
place spotlight”.

The voter attendees will only see the person that is spotlighted.

Host & Co-Host leave the microphone on in a distraction free environment. This will

“I”

eliminate an

message accidentally being muted.
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Upvoting

ne Click on the Q&A button to view the “I” messages.

“IJ?

In this example it shows two
Q&A been entered.

messages have

I o wd Toggle the Attach/Detach window button with the
Open(2) Answered Dismissed L box and arrow. When itis detached the window

C Most upvotes v

@ KMH Gmail 8:21pPM

Now for “I" message #2. Attendees can submit questions

the Q&A settings. Use the
settings in the example.

llow anonymous questions

791 Answer live |

@ KMH Gmail 8:20PM

This is “I" message #1.

i) Answer live |

Type answer Allow attende®s.to view

Answered questions only

© All questions

Attendees can upvote

S o

Q&A “I” messages can be saved after the webinar.

The public servant candidate will have 15 minutes for opening remarks. After that, 5
minutes to respond to selected “I” messages and 10 minutes for closing remarks. There
will be a time reminder (verbal or sound) when 30 seconds and 10 seconds remain in the
allotted time.

Suggested opening remarks by host. “Welcome, and thank you for joining this public
servant webinar for [Candidate’s Name], running for [Office]. [Candidate Name] will
begin with opening remarks. Attendees can enter “I” message during opening remarks and
anytime during the webinar. After the opening remarks, we’ll move into attendee-submitted
‘I’ messages through the Q&A feature. Messages with the most upvotes will be read fora 5
minute response or less from [Candidate Name], followed by closing remarks. I’ll close
the webinar. The full webinar and transcript will be available afterward on our YouTube
channel with the link on our web site. Thank you for your participation. Have a good
[day/evening].”
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