
Using Zoom

Mute yourself. Your microphones will be automatically muted in this session. Please remember to 
un-mute yourself during breakout sessions.

Video. Please turn your video on during breakouts so others can see you during the discussion.

Chat. Use the chat function to post questions or thoughts to the group. A moderator will help 
answer any specific questions you have about the content, and we encourage your best-practice 
sharing and any thoughts you have throughout. You can also send private messages to specific 
callers to continue conversations from your breakout sessions.

Polls. We may use polls in this session. A poll question will pop up on your screen and cumulative 
responses will be broadcast to the group.

Participant tools. Maximize your participation by using participant tools. Click on “participants” 
and use the buttons to indicate how you’re feeling (yes, no, go faster, go slower, like, dislike)

Breakout Rooms. Will will utilize breakout rooms for discussions in this course. Your breakout 
rooms will be randomly assigned. You will have 3-4 participants in your room and a discussion 
question will be provided to you. Please remember to un-mute your sound and turn your video 
on so your group can see and hear you. A timer will appear on your group letting you know how 
long the breakout room will be open. When the time is up, you will automatically be redirected into 
the main room. You can utilize the chat function while in your room to talk with just your fellow 
participants. Please assign somebody to take notes on key points from your discussion and don’t 
forget to introduce yourselves.

Pin speaker. Our speaker should automatically appear on your screen whenever we are in the main 
room. If they do not, please hover over their image and click on the “...” that appears. An option 
should show that says “pin speaker.” This will allow you to see our speaker alone.

Questions? We’ll try our best to help troubleshoot for you and there will be an option to 
troubleshoot through Zoom while on this call. If you need something specific, please private 
message “FOCUS Training” and we will do our best to help.

Tips & Tricks

FOCUS Training is a leadership development firm. For more than 25 years, we have been building and delivering
training programs across industries. We work with organizations to customize programs that: drive engagement,
retain talent, improve performance, and strengthen culture.                                           www.focustrainingpro.com


