
Zoom Orientation for Our Annual 
Meeting

November 15, 2020 12 noon

A brief orientation to Zoom and to this meeting:

• First, we’ll keep participants muted, as otherwise in a large meeting there will be lots of background noise.  
We’ll describe how to ask to be recognized in a moment.  

• Next you’ll want to to decide how you want your screen to look; how many people you’d like to see at once.     
In the upper right corner, there is a toggle switch allowing you to choose speaker view or gallery view.  Speak-
er view makes the person who is speaking large on your screen.  Gallery view shows the Hollywood Squares 
version, with everyone visible in small boxes.  

• Because our meeting has more people than will fit on one screen, you’ll find if you hover your mouse over the 
pictures, an arrow on the right middle of the screen.  If you click that, it will take you to additional screens of 
people attending.  

• When we vote on church officers and pastors’ terms of call, we will use the polling function in Zoom.  The 
moderator will place a poll asking if you agree or disagree with the motion.  A pop-up window will appear, 
and you can vote yes or no.  The results will be shared on screen.   

• If you are seeking recognition, please do it this way, by using a raised hand icon.  Hover your mouse over the 
pictures on the screen of participants, and a tool bar will come up showing participants and other things.  
Some people will have this at the bottom of the screen, some at the top or side.  Click on the Participants; this 
is a small icon with two people pictured.  you’ll see your name at the top of the list.  Hover your mouse over 
your name, and below the list of participants, you’ll see a small range of options.  One is a blue hand, which is 
the raise hand icon.  If you would, click on that blue hand.  This will show a raised hand on your picture, and 
it also conveys your request to be recognized by the moderator.   I will see your raised hand, and others who 
may have their hand raised, in the order in which you raised your hand.  

• Please wait to be called on to speak.  

Thanks for being part of this first ever annual meeting by Zoom!  


