ZOOM WEBINAR TIPS FOR 146TH DIOCESAN CONVENTION
For those of us who have been participating in Zoom meetings for a
while or for those who are new to Zoom, a Zoom webinar can be a little
disorienting at first. How do I join? Where is my mute button? Why
don’t I see myself? Hopefully we can walk you through the most
common issues you might encounter.

PART 1 – ZOOM MECHANICS
Joining a Zoom webinar: Within 24 hours of Convention registration closing (5PM on Nov 2nd) a Zoom Webinar
invitation will be sent to all registrants via email (please check your spam/clutter/junk folders). To join the webinar, click
the link provided in the email. This link is specific to you.

To join the webinar you will need:
•

•

Zoom Desktop Client or Mobile App (you can go here for manual download: https://zoom.us/download or the
web browser client will download automatically when you join your first Zoom meeting. You can also download
the Zoom app from the App Store or Google Play for your mobile device)
You will not be able to join the Diocesan Convention webinar solely by phone call (however, you CAN use the
Zoom app on a smartphone) – you will not be able to participate in polling (floor vote) by phone call.

As a webinar attendee, your controls are much more limited than a meeting attendee. The biggest change is that
you will not appear on screen; only the “panelists” will have their video enabled. Think of a “normal” Convention –
the people visible in the Zoom webinar are the ones who would normally be on stage in a non-pandemic year, and
the “invisible” attendees are the ones in the audience. But don’t worry – you are still listed as an attendee and the
host and panelists can see that you are participating!

As a webinar attendee, you will see all the Convention “panelists”, but not yourself or the other attendees. Webinar
controls for attendees are limited to Raise hand, Q&A, and Polls (when polling is taking place).
All webinar participants are muted by default, and do not have the ability to unmute themselves unless the host allows
it. If that happens, you will get a pop-up asking for your permission (while unmuted, your name is displayed to other
attendees):

There might also be times when you will be asked to start your video and be “promoted” to the screen as a panelist – if
that is the case, you will get a pop-up asking for your permission (the host cannot start your video or your audio
without your permission):

The Raise Hand feature in webinar allows attendees to raise their hand to indicate that they need something from the
host or panelists, usually if an attendee has a question and would like to be unmuted to speak.
•
•

Windows: You can also use the Alt+Y keyboard shortcut to raise or lower your hand.
Mac: You can also use the Option+Y keyboard shortcut to raise or lower your hand.

The Q&A feature allows you to ask questions of the host and panelists. They can either reply back to you via text in the
Q&A window or answer your question live.
To ask a question:
•
•

Type your question into the Q&A box. Click Send.
If the host replies via the Q&A, you will see a reply in the Q&A window.

The host can also answer your question live (out loud). You will see a notification in the Q&A window if the host
plans to do this.

Remember, if the host chooses to answer your question live or via the Q&A function, your question will be visible to all
participants along with your name.

Polling is similar to a floor vote during regular Convention. When a poll is launched, you will see a popup on your
screen:

Simply choose your answer and click submit. If you accidently close the poll, you can click on the Poll control at any time
to get it back. If you are sharing a device with others and ANYONE prefers to vote “NO”, you must submit “NO” as your
answer for the group.
The host can then share results of the poll once polling is closed. A pop-up will appear on your screen with results, or
you can click on the Poll control to display results. Once the host has stopped sharing results, the Poll control will not be
visible.

If you are Zooming on a mobile device, your controls may be in a slightly different places, depending on your device.

PART 2 – CONVENTION BEST PRACTICES
Just like during regular Convention, or any in-person meeting, being prepared will make your experience much more
enjoyable. Prior to Convention, make sure you have familiarized yourself with the Convention website at
https://dsoconvention.org/ where you can find all the necessary Convention resources. If possible, download the
DSOConnect app from the App Store or Google Play or visit the progressive web app at https://www.dsoconnect.org/.
The app will have all the resources you need to be a well-prepared Convention attendee!

Some things to think about:
•
•
•
•

Make sure to set up your equipment and test your audio before Convention
Download the Zoom desktop app or the mobile app
Get a headset and microphone if you have them, to reduce background noise
During the Convention webinar, Close unnecessary tabs in your browser or apps on a mobile device and turn off
anything making noise in the background (TV, radio, appliances)

PART 3 – IF YOU ARE A VOTING DELEGATE OR VOTING CLERGY
After registration closes on Nov 2nd, your credentials will be created and emailed to you within 24 hours – please check
your spam/clutter/junk folders. If you are a delegate and have not received your credentials, you may not have been
submitted by your church as a voting delegate. Please contact Tammie Vanoss at tvanoss@diosohio.org as soon as
possible if you have any issues with your credentials. Voting will open during Convention and an email will be sent as
soon as it opens.

Clicking the blue button will automatically log you in, but you can always visit https://dso.electionrunner.com to log in
and access any open elections. Please make sure you enter your credentials exactly as they are sent.

Click on the info icon for more information about each ballot choice. After clicking Submit Ballot you will be prompted
to make sure your ballot is ready for submission.

If you are ready, click Yes and your ballot will be securely recorded. Although there will have a record that your ballot
has been submitted, your responses will be anonymous. You will also have the option to download your receipt.

You can also go to https://vote.electionrunner.com/ or download the Election Runner app in the App Store or Google
Play. Search for “Diocese of Southern Ohio” which will allow you to access any DSO open elections.

If a second ballot is needed, you can access the ballot in the same way, using the same credentials from the first ballot
(you will also receive an email with your credentials each time a new ballot opens).

Once voting has ended for each ballot, the results can be found by clicking on the completed election. (a link to results
will also be posted immediately following the voting)

