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Zoom Meeting vs. Webinar
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• Meeting
• For collaboration in Committee, PDT & Working 

Group meetings
• Host, Co-host, Participant
• Participant list visible to all
• Participants can mute/unmute their own video and 

microphone
• Chat can send public and private messages by default
• File sharing allowed

Common Features

• Scheduled for a specific time
• One-time or recurring events
• Video sharing by permission
• Screen sharing by permission
• All attendees can be muted by host
• Highlight and draw on screen
• Events can be recorded
• File sharing
• Whiteboard sharing
• Annotating your shared screen

• Webinar
• Listen to Council meetings
• Host, Co-host, Panelist, Attendee
• Join in listen-only mode
• Host and panelists can unmute themselves
• Host can unmute attendees
• Attendee list only visible to hosts
• Q&A with host and panelist is the default
• More branding and email notification features



Register for All Council Meetings & Webinars
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• Click the registration link on the 
NEFMC web calendar or in a 
meeting notification email.

• Fill in your name and email 
address
• Make sure this is the email 

address that you will join the 
meeting/webinar with.



Registration Complete & Confirmation Sent
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Updating Zoom Desktop Client
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 If you are using the Zoom Workplace application on your device, please check for updates at LEAST fifteen minutes 
before an NEFMC meeting or webinar begins.
 Zoom only supports application versions for about sixteen weeks – you may not be able to join or hear audio – if in doubt, UPDATE!!



Confirmation Email & Join Meeting Links
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Join by Calendar Invite

Join by Email Invite

Join by Phone
(audio only, no video/slides)



Join by Email or Calendar Invite
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• Email or calendar event
• In your email or calendar invitation, click the Join link.
• Click Allow if you are prompted to open Zoom.



Join by Browser Only
 If you do not want the Zoom Workplace application or are unable to install applications on your computer, you may join our Zoom meetings and 

webinars using your web browser.  Browser-only version has less features than the Zoom Workplace application.
 Go to nefmc-org.zoom.us and join using the Meeting ID in the registration email.

 If you are using a smart phone for more than just dial-in, you must download the Zoom Workplace app from the phone’s app store.
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Join by Phone Only
 How to join a meeting or webinar by phone only

 On your phone, dial the teleconferencing number provided in your invite.
 Enter the Meeting ID when prompted using your dial pad followed by #.

 If the meeting has not started you will be prompted to enter the Host Key to start the meeting, just 
press # to wait.

 If you have already joined the meeting on your computer, you will have the option to enter your 6-
digit Participant ID to be associated with your computer or just press # again.

 Phone controls for participants
 While in a Zoom meeting on your phone:

• *6 - Toggle mute/unmute
• *9 - Raise/lower hand
• To enter your participant ID once you are in the meeting, enter #Participant ID#
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Acknowledge Recording & Meeting Controls
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Raise your hand to ask to speak

Post a question only to the host/co-host

Post a question that Council and Council staff will see

Webinars have fewer user controls



Audio & Video Configuration
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More video control options

Mute/Unmute your microphone

More audio control options

Turn video camera on/off

• Mic/video are automatically disabled for webinars
• Host may enable participant mic/video use for meetings
• If you can’t hear the webinar, check which speaker your device is using



Meeting Information
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The Meeting Information gives you quick access to the Meeting ID and Passcode and your unique 
Participant ID in case you need them to join your meeting or webinar from another device.



Zoom Accessibility
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 In the Zoom Workplace Desktop app, you can change all of the accessibility settings:

 Closed Captioning
 Font Size: Click and drag slider to make closed captions font size smaller or larger.
 Caption color: Choose from five preset colors or click the color wheel to set a specific color, which will be used when 

displaying manual or automated captions.
 Translation color: Choose from five preset colors or click the color wheel to set a specific color, which will be used when 

displaying translated captions.
 Always show captions – Click to automatically show captions, when the host has captioning enabled.
 Chat Display Size – Adjust the font size for in-meeting chats and on Team Chat.
 Dim Screen Share Video – Select the check box to automatically dim video when flashing images or 

visual patterns are detected in a meeting or webinar.
 Screen Reader Alerts – Enable or disable screen reader alerts.

 In the web browser app, you can only toggle closed captions on and off and change the translation 
language.



Accessibility Menu in Desktop App
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Accessibility Settings in Web Browser
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Meeting & Webinar Etiquette

 Keep your phone/microphone on MUTE until the Chair has unmuted you and 
asked you to speak

 Use the “Raise Hand” button to indicate that you would like to speak
 Keep your comments concise and on-topic
 Abide by the on-screen timer if one is being used to manage public comment
 Treat all meeting participants with respect
 All Council meetings and webinars are recorded
 Unprofessional behavior, vulgar language, personal attacks, intimidation, 

discrimination or harassment will not be tolerated and will result in immediate 
removal from the online meeting
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