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Why Zoom? 
 Allows members of the public to view the screen 

 Allows members of the public to see board/committee/commission members 

 Allows members of the public that registered to speak to be seen while testifying 

 Security features allow us to: 
o Disable chat for attendees 
o Disable hand raising for attendees 
o “Promote” members of the public from “attendees” to “panelists”  

 More people seem to be using Zoom and are more familiar with the platform 

Similarities between GoToMeeting and Zoom 

 Cannot be used within Citrix 
o At the office, you can join the meeting on a thin client to view the meeting, but 

will need to call in with a phone number in order to get audio. There is no ability 
for a webcam with the thin client. 

 Creating a meeting is very similar within the platform 
o Can only have 1 meeting “running” at a time for one license; if meetings are 

scheduled at the same time, need to reschedule 1 or use a second license 

 The agenda will still need to list the link/call-in information/registration process 

(different process/language will be used) 

 Will still send out the meeting information to board/committee/commission members 
around 3:00 pm on the day of the meeting 

 The person running the board can still mute/unmute panelists.  Attendees will join the 
meeting muted and will stay muted unless they registered to speak 

 Meeting will still be recorded  

Differences between GoToMeeting and Zoom 
 RECOMMEND USING ZOOM WITHIN CHROME  

 Board/committee/commission members will need to use their webcams (if they have 
one) 

 SurveyMonkey will no longer be needed for the registration process; will create the 
registration process within Zoom 

 Members of the public will be able to attend virtually AND testify virtually 

 People participating in the meeting will either be a “Panelist” or an “Attendee”  
o Different security features for each  

 Person running the board will have to: 
o Promote people that testify to a “panelist” 
o Disable the chat feature for attendees 
o Disable the hand raising feature for attendees 

o Ensure “speaker view” is enabled and not gallery view 

 Do not need to copy & paste the chat box conversation. It automatically saves. 
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Accessing Zoom 
 You will be assigned a username from IM and you will create your own 

account/password 

 Login here: https://zoom.us/signin 

New Language 
 Panelist=Board/committee/commission member AND Staff 

o Will attend with an invite that is sent to them around 3:00 pm on the day of the 

meeting 

 Attendee=Members of the public 
o Will attend with the information posted at the top of the agenda and will need 

to register 

o Will join the meeting muted 

Panelist Features 

 

 

https://zoom.us/signin
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Things to Note for Meetings 
 All attendees will be muted upon joining the meeting 

 If, for whatever reason, the meeting freezes/terminates/people can’t log in:  

o Recess and restart meeting with the same link 

o Cancel meeting and reschedule 

o DO NOT CREATE A NEW MEETING---information won’t be posted and will be in 
violation of open meeting laws 

 Can’t have multiple meetings at once---if you do, need to reschedule a meeting or use a 
second license if available to you 

Closed Sessions in Virtual Environment 
 Have this item be at the end of the agenda.  If not at the end of an agenda, a motion will 

need to be made to take item up out of order.   
o Have closed session take place after “public comment on items not on the 

agenda” 

 Vote to go into closed session 

 Stop recording 

 Ask the public/staff to leave---if they don’t leave, right click on their name and select 
“REMOVE”  

 Have the vote/discussion 

 Then come back into the open meeting 

 Then vote to adjourn 

Virtual Background 
Some people may not want to have their home/office in the background, if that is the case, they can 

select a virtual background 

 Use a picture saved on your computer or iPad that you want to use as virtual 
background  

 Maneuver to the camera icon 

 Select “Choose Virtual Background” 

 Select the “plus sign” 

 Select ‘Add Image’ and then select a photo from your computer to display as your 
background  

 Click on the background you want to use.  

 Make sure "I have a green screen" and "Mirror my Video" are NOT checked 

 Exit out of the pop-up 

 Your virtual background will be displayed 
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Creating a Webinar in Zoom 
 You will always enter on the “Profile” page  
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 First, navigate to “Settings” and update. See Appendix A for what settings should be 
turned on/off. NOTE: Update settings in the Meetings, Recording, and Telephone tabs 

 To schedule a meeting, navigate to “Webinars”  

 
 

 Select “Schedule Webinar” and schedule your webinar with the settings below (Hit 
“Schedule” when done).    

o Topic: Insert Name of Board/Commission/Committee 
o Description: “This is a virtual meeting of the _______ 

Board/Commission/Committee Meeting” 

o When: Date of meeting 
o Duration: 2 hours (recommend defaulting to 2 hours) 
o Time Zone: Central Time (US and Canada) 

o Registration: Required 
o Passcode: Leave blank 
o Video: Turn on for host and panelists 

o Audio: Both 
o Webinar Options: Automatically record webinar on local computer 
o Select “Schedule” 

 

See settings/screen shots below. 
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Creating a Meeting Template 

 Once you create one meeting, you can save the webinar as a template 
o Click “save this Webinar as a Template” 
o Name the Template 

o Save 

 
 Next time you need to schedule a meeting, “Select Schedule Webinar” 

 Your settings should remain the same (even the registration form!) 
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Creating the Board/Committee/Commission Registration Form in Zoom 
 After the Webinar has been created, you will need to create a registration form 

 Navigate to Invitations and select “Edit” under approval options  

 

 Under “Registration” Select the following boxes (Ignore Tracking Pixel): 
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 Under “Questions” select the following boxes, and select the required check box: 
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 Then select “Custom Questions” and enter in the Registration Form 
Questions 

o Select New Question 

 

Then Add the Registration Form questions:  

1. What are your Pronouns? (short answer response) 

2. How do you plan on attending the meeting?** (Multiple choice response) 

a. Zoom 

b. Phone 

3. Do you wish to provide public comment or register in support/opposition of an agenda 
item?** 

a. Yes, Continue to the Next Question 
b. No, STOP and SUBMIT Registration form 

4. Agenda Item Number(s) (Note: If you wish to register/speak on multiple items, enter 

ALL items here) (Short answer)  
5. Do you support or oppose the agenda item? 

a. Support 
b. Oppose 

c. Neither Support or Oppose 
6. Do you want to speak? 

a. Yes, I want to speak 

b. No, I do not wish to speak 
c. I do not want to speak, but I am available to answer questions 

7. On this occasion, are you officially representing an organization or a person other than 

yourself? 
a. Yes – you will need to fill out an additional form.  Staff will email you the form. 
b. No 

**=required question 
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Registration Form: 
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Agenda 
 After the Webinar is created, you will add the meeting link/call -in information to the 

agenda 

 Open Legistar 

 Add the meeting Location. DO NOT ADD IN THE NOTES FIELD 

 

Add the following language: Virtual Zoom Meeting: See top of agenda for instructions on how to 

join the webinar or call in by phone. 

 Generate the agenda and add two lines before “Call to Order” 

 
Add the following language on the first line of the agenda: (USE STYLE 0) 

The [Insert Date] [Insert Meeting] is being held virtually. The public can access the meeting with the 

Zoom application or by telephone. 

To join the meeting in Zoom, click the following link (after you fill out the form, the meeting link and 

access information will be emailed to you): [Insert link from Zoom] 

This link will be active until the end of the meeting. 

To join the meeting by phone, dial-in using one of the following three toll-free phone numbers: 

1-833-548-0276 

1-833-548-0282 

1-888-788-0099 

When prompted, enter the following Webinar ID: [Insert Webinar ID] 

_____________________________________________________________________________________ 
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Registration Link: 

 The meeting link will be under the invitations tab.  Under “invite attendees” copy the registration link 

and then paste it into the agenda. 

 

Webinar ID: 

 Located in the meeting details section. Copy and paste into the agenda.  

 

_____________________________________________________________________________________ 
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Add the following language on the second line of the agenda: (USE STYLE 0) 

If you want to submit a written comment for this meeting, or send handouts for committee members, 
please send them to [Insert email address info can be sent to] 
 
PROCESS TO PROVIDE PUBLIC COMMENT: ANY MEMBERS OF THE PUBLIC WISHING TO 
REGISTER TO SPEAK ON/SUPPORT/OPPOSE AN AGENDA ITEM MUST REGISTER USING 
THE LINK ABOVE (even if you plan to attend using your phone).  
 
In order to testify (provide public comment), you must be in attendance at the meeting via Zoom or 

phone, you will then either be unmuted or promoted to a panelist and provided time to speak to the 

body.  

Registrations to provide public comment will be accepted until 30 minutes prior to the beginning of the 

meeting. 
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Example Agenda 

 

Day of Meeting 
Inviting Panelists within Zoom 

 Around 2:30/3:00 pm login to Zoom 

 Navigate to the “Invitations” tab again 

 Under “Invite Panelists” select “Edit” 
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 Click “import from csv” 

 
 Click “import”.  Make sure “Send invitations after importing” is checked.  

 Create and Excel .csv file and save it to your computer 
o The first column (column A) will be the email address 
o The second column (column B) will be the name of the panelist 
o Add each committee/board/commission member (1 person per row)  

o See example:  

 
 In Zoom, select the .csv file for the meeting and click open. 

 The names and email addresses in csv file will be brought into the panelist list.  

 Click save.  Emails will automatically send when you click save.  It may take a few 
minutes for the emails to arrive. 
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 NOTE: If you create a meeting template, you will still need to add the names and email 
addresses of board/commission/committee members and staff for every meeting.  This 
list is NOT saved in the template.   

 After you have added all of the names and email addresses, send a follow-up email 
stating that they should have received an email from you generated by Zoom with their 
login information, and, if they haven’t, to email you.  See example below: 

Registrations for Public Comment 

 30 minutes before the start of the meeting determine if there were  any registrations for 
public comment/support/opposition of an agenda item 

 Navigate to “Reports”  

 Select “Webinar Reports”, then select “Usage Reports” 

 Select “Registration Report” and the meeting date  

 

 Select “All Registrants” and then  “Generate” Report 
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 An Excel file will be generated; save the file as an Excel Workbook in order for the 
formatting to save; if you save as a .CSV file or Unicode text, any changes you make will 

not be saved. 

 Delete rows 1-5 

 Then sort the columns to identify who registered to speak/in support of/in opposition 
of/etc and what item number(s) they registered to speak on 

o These will be the people you want to promote from “attendee” to “panelist” 

when the item they registered for is before the board 
o You will also be able to identify if they will be attending virtually or by phone 
o NOTE: For people attending by telephone that registered to speak, during the 

meeting, you will have to match their telephone numbers from the Excel 
spreadsheet to the phone numbers listed in the attendee list and RENAME 
them.  Then, when their item is before the board, hover over their name and 

select, “allow to talk.” They will then have to select *6.  After they are done 
talking, mute them again. 

 

 

 

 

 

 

 

You will want to note the person’s 

first name, last name, phone 

number, how they plan on 

attending the meeting and the 

ITEMS they registered for.  

NOTE: THEY CAN REGISTER FOR 

MULTIPLE ITEMS ON THE 

AGENDA!!!! 

FYI: This is an 

outdated example.  As 

the registration 

questions have been 

updated. 
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Testifying/Providing Public Comment 
 For people that registered to testify to speak: 

o Testifying within Zoom: 

 Locate name in attendee list 

 Promote to “panelist” 
o Right click on their name and then select “promote” to 

panelist 

 They will be able to turn on their webcam and control the 
mute/unmute feature 

 After they are done testifying right click on their name and 
“change to attendee” 

o Testifying by phone: 
 Members of the public can testify by calling into the meeting as an 

attendee.  

 Staff will have to compare the phone numbers listed on the 
registration form to the phone numbers in the attendee list and 
rename the member of the public.  To rename someone, hover 
over their name, select more, then select rename.  

 Staff will have to select “ask to unmute” next to the person’s 
name.  They will hear, “The host would like you to unmute your 
microphone, press *6 to unmute” 

 After they are done testifying, hover over their name and select 
“mute” 

o PEOPLE WILL NO LONGER BE CALLED INTO THE MEETING. In order to testify 
(provide public comment), members of the public must be in attendance at the 
meeting via Zoom or phone, they will then either be unmuted or promoted to 

a panelist and provided time to speak to the body. 
o Realizing that some people are unable to be at long meetings, committee staff 

will do a final check at the end of testimony to see if an individual who has 

registered has rejoined the meeting either via ZOOM or on the phone; at that 
time, the person will be able to testify. 
 

 

 

 

 

 

 

 

 

 

 

 

 

FYI: There is a 

delay between 

when the person 

“running the 

board” promotes 

someone to a 

panelist, unmutes 

them, or calls 

them in. 
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Meeting Management 
 The meeting will automatically record at the start of the meeting (as it was set-up that 

way when you created the meeting) 

 You can mute/unmute panelists by hovering over names and selecting mute/unmute  

 Make sure everyone that should be a panelist is a panelist.  If someone is listed under an 
attendee but should be a panelist, hover over their name, select more, then select, 
“promote to panelist” 

 
 

 Panelists can record, if you see a recording sign (small red dot in black 
circle) hover over their name and select “forbid record” 

 
 

Panelist=Board/Committee/Commission 

member AND Staff 

 

Attendees=Members of the public.  

Attendees cannot see the attendee list or 

the panelist list 
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Promoting Attendee to Panelist  

 When the item someone registered to speak on is before the 

board/committee/commission: 
o Hover over their name in the attendee list 
o Select “More” 
o Select “Promote to Panelist” 

 
 

After they are done speaking, right click on their name and “change to attendee”  

 

NOTE: There is a 2-3 second delay from when you promote someone from an attendee to a panelist 
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Chat Feature  

 Under the chat feature, panelists should make sure they are chatting to “ALL panelists” 

 
 

 Under the chat feature: 
o Disable the chat feature for attendees, click the … in the right hand corner 

o Then under “Attendee Can Chat With” 
o Select “No One” 

 

 



Back to Top 

25 
 

Participant Feature 

 Under the participant feature turn on “Active Speaker View”: 

o Click the … in the right hand corner  
o Then select “Active Speaker View” 

 Under the participant feature, disable the raise hand feature: 
o Click the … in the right hand corner 

o Uncheck “raise hand” under ‘allow attendees to’ 

 

Sharing Screen 

 To share your screen, select “Share Screen” at the bottom of the screen (highlighted in 

green) and then select the document you want to share.  DO NOT SELECT 
SCREEN.   

o To share a video, make sure “Share Computer Sound” and “Opt imize Screen 

Sharing for Video Clip” are selected 

 

YES! Select the DOCUMENT you want to share 

FYI: Panelists 

will be able to 

share their 

screen.  Make 

sure no one 

shares when 

they shouldn’t.  

AND if there is a 

presenter, make 

sure they share 

their document 

and not the 

screen. 
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End of Meeting 
 When ready, hit “End” in the lower right hand corner

 
 Select “End Meeting for All” 

 The meeting will automatically start converting the recording: 

 

After the Meeting 

Registration Forms 

 You will need to attach the meeting registrations to the meeting minutes. After the 

meeting (usually the next day), you will need to re-generate the registration report to 

capture everyone that registered.  
o Go back into Zoom and generate the registration report 

o Delete rows 1-5 again.   
o Delete the email address column 
o Delete the phone number column 

o Delete the approval status column 
o You will need to wrap text/reformat the spreadsheet to make it fit onto one 

page for the.pdf 

o Save the file as an Excel Workbook 
o Then save the file as a .pdf 

Keep all registrants, 

regardless if they 

did not register to 

speak, register in 

support of, or 

register in 

opposition of an 

agenda item 
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o Then attach to the meeting minute file in Legistar (the file that is created for the 
next meeting’s agenda under “Consideration of Minutes”)  

Example of registration report to attach to the meeting minutes 

 

 

 

 

Chat and Video Recording 

 The meeting will automatically be saved here: 

 
 Click on the folder for the correct meeting 

 Within the folder, the chat is automatically saved.  You do NOT need to do anything with 
the chat.  If requested for a public records request, remember where the file is located. 

 

FYI: This is an 

outdated example.  As 

the registration 

questions have been 

updated. 
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 Find the .mp4 file 

 
o For those that save the video file in the Legistar folder on the S drive, continue to 

do so and then email the board office at board.office.staff@countyofdane.com 
once it has been moved and saved. 

o For all others, please email the file to board.office.staff@countyofdane.com by 
attaching it as a Citrix Sharefile attachment 

 Start a new email 

 Select “attach files” 
 Select “from pc” 
 Attach the .mp4 file  
 Send 

 IF YOU DO NOT SEE THE CITRIX OPTION, CALL THE HELPDESK AT 608-266-
4440 OR EMAIL THE HELPDESK 

 

THE END OF PROCESS 

mailto:board.office.staff@countyofdane.com
mailto:board.office.staff@countyofdane.com


Back to Top 

29 
 

Appendix A - Zoom Settings 
Meeting Settings Tab 
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Recording Settings Tab 
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Telephone Settings Tab 
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Appendix B: Email to Board/Commission/Committee Members 
You may want to include additional details to your board/commission/committee members about the 

process when you send out the meeting agenda.  An example email is below. 

Hello Executive Committee members: 
  
Here is the link to the agenda for the 9-17-20 VIRTUAL Executive Committee meeting at 5:30 p.m.  next 
week. 
 
https://dane.legistar.com/View.ashx?M=A&ID=805218&GUID=7777C4A9-B911-4297-9B18-

35CD78EE6843 

 
PLEASE NOTE: We are now using ZOOM Webinar exclusively in order to give the public access to real-
time meeting video rather than having a call-in only option (although they can still choose to call in). 
Public attendees will be muted and not on video themselves unless they are registered to speak on an 
item.  
  
Committee members and staff will still receive an email the day of the meeting (several hours before the 
meeting) with your connection information, but it will come as an invitation directly from ZOOM with a 
link to enter the meeting. When you enter the meeting you will be a “panelist” and will have audio and 
video access just as in previous meetings.   

  
Please let me know if you will not be able to attend this meeting.  
  
Thank you and have a nice weekend, 
Lisa 
 

 

https://dane.legistar.com/View.ashx?M=A&ID=805218&GUID=7777C4A9-B911-4297-9B18-35CD78EE6843
https://dane.legistar.com/View.ashx?M=A&ID=805218&GUID=7777C4A9-B911-4297-9B18-35CD78EE6843

