
Zoom
Available on upgraded accounts.

You can share hosting privileges with as many other
participants as you like.

 
This can help others support your meetings, such as

sharing a presentation for you. 
 

Find out more about the co-host feature and how to
use it here.

Add a co-host to help manage your
meetings

Available on upgraded accounts.
You can present to up to 50,000 people using
the webinar feature. 

Attendees are in listen only mode to avoid
interruptions. The audience can participate
either through polls or using the chat.

Find out more about webinars and how to use
them here.

Use the webinar feature to present to
large audiences

Use polls to get feedback from your
audience 

Available on upgraded accounts.
You can set up a poll so that participants can answer
questions. 

This is a great way to check understanding or get quick
feedback.

Find out more about polls in Zoom and how to use
them here.

Zoom is free for a basic package. 
You can upgrade to a paid account to get extra features.
Find out more about pricing here.

Links to top tips:
Zoom basic vs pro account 
Top 10 tips for Zoom
16 Advanced Zoom Tips for Better Video
Meetings

Best practice tips when using Zoom
Tips for hosting more accessible meetings 

Available on free accounts.
You can allow participants to meet in small groups separate from
the main room - this is great for group work and open discussion.

You can choose how many rooms to create and manually assign
specific people to each room. You can also generate the groups
randomly.

Find out more about breakout rooms and how to use them in
Zoom here.

Create breakout rooms for collaboration and discussion

Zoom meetings vs Zoom webinars 

Top tips for Zoom polls 
Tips for using the Whiteboard in Zoom
All you need to know about using
breakout rooms in Zoom
Zoom - The complete guide

https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-adding-a-co-host
https://zoom.us/webinar
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
https://zoom.us/pricing
https://www.youtube.com/watch?v=02INJ66Fl-E
https://www.youtube.com/watch?v=02INJ66Fl-E
https://zapier.com/blog/zoom-tips/
https://www.groovehq.com/blog/zoom-tips-and-tricks
https://www.gend.co/blog/best-practice-tips-for-using-zoom
https://blog.zoom.us/host-more-accessible-meetings/
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
https://www.youtube.com/watch?v=UgunW5JAL30
https://www.youtube.com/watch?v=UgunW5JAL30
https://www.youtube.com/watch?v=8TEsMVM9Zss
https://www.youtube.com/watch?v=8TEsMVM9Zss
https://truscribe.com/zoom-whiteboard-features/
https://blog.zoom.us/using-zoom-breakout-rooms/
https://www.zdnet.com/article/zoom-101-a-starter-guide-for-beginners-plus-advanced-tips-and-tricks-for-pros/


 
Available on free accounts.

You can use the virtual background effects to blur your
background or choose from a range of different scenes.

 
This can help to avoid distractions for your audience

and maintain privacy when working from home.
 

Find out more about background effects and how to
use them here.  

Brainstorm and collaborate using the
whiteboard

Available on free accounts.
This feature is great for visual learners in your

audience.
 

This is a good way to capture key discussion
points, ideas and commitment statements as

you can save it. 
 

Find out more about the whiteboard feature
and how to use it here. 

Control when others join the meeting using the
waiting room

Available on free accounts.
This feature allows you to control who enters the meeting and when

by holding participants in a waiting room.
 

This is great for added security as nobody will be able to enter until
you admit them. 

 
Find out more about the waiting room feature and how to use it

here.  

Share your screen during a meeting

Available on free accounts.
Sharing your screen in a meeting is a great way to make

sure you and your participants are on the same page.
 

You can share your whole screen or just specific
documents, like a PowerPoint presentation.

 
Find out more about screen sharing and how to do this

here.  

Change your background 

Express yourself using live reactions

Available on free accounts.
Choose from different reaction types to show  how

you're feeling.
 

Reactions can help meetings flow better and make
them more inclusive. For example - you can raise

your hand if you would like to speak so that you
aren't talking over anyone else. 

 
Find out more about reactions and how to use them

here.  

Available on free accounts.
Chat with an individual or a group with the instant messaging
feature.

This can be used during meetings too, which can help boost
engagement for larger meetings or allow input from your
audience without interrupting the speaker.

Find out more about the chat function and how to use it
here.

Use the chat to connect with
colleagues 

https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background#:~:text=While%20in%20a%20Zoom%20meeting,background%20will%20be%20automatically%20applied.
https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/360022174112-Using-a-Waiting-Room-with-Zoom-Rooms#:~:text=The%20Waiting%20Room%20feature%20allows,admit%20them%20all%20at%20once.&text=Admitting%20Participants%20During%20a%20Meeting,Participants%20from%20the%20Waiting%20Room
https://support.zoom.us/hc/en-us/articles/360022174112-Using-a-Waiting-Room-with-Zoom-Rooms#:~:text=The%20Waiting%20Room%20feature%20allows,admit%20them%20all%20at%20once.&text=Admitting%20Participants%20During%20a%20Meeting,Participants%20from%20the%20Waiting%20Room
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-second-camera
https://support.zoom.us/hc/en-us/articles/115001286183-Non-verbal-feedback-and-reactions-
https://dispatch.m.io/zoom-chat-2/

