
Zoom Live Webinar Instructions 

1. First create an account with Zoom, then go to ‘Sign In’

2. After you sign in, go to the left sidebar and select ‘Webinars’ from the menu

3. You will be able to see all your scheduled webinars in the dashboard and set up a 
new webinar

Setting Up a New Webinar: 

1. Click ‘Schedule a Webinar’

2. Fill out the form with pertinent information, including the title, description, and 

time/date etc.

3. Check the ‘Registration Required’ box

4. Make sure the ‘Require Webinar Password’ box is checked

5. Write down the webinar password just in case

6. Make sure you have ‘Host’ ON but ‘Panelists’ OFF

7. In the Audio section, make sure you select BOTH

8. Under ‘Webinar Options’, select the appropriate boxes. We recommend recording the

webinar and enabling Q&A for live questions



9. Double check and make sure you have selected all the appropriate options

10. Click ‘Schedule’

11. After, it will redirect you to the ‘Manage’ page, where you can see all the details of your

webinar, and schedule future webinars. Scroll down to the bottom to set up the

following settings:

Registration Settings

This is where you set up the settings to capture the registrant's name, email address 
and phone number for the webinar as well as add a disclosure.

1. Under 'Invitations', you'll see a 'Registration Settings' section. Click on edit to the right.



If you need to add a disclosure to your page you can do so by clicking on the box, 
'Enable Disclosure' and add the disclosure in the box to be shown at the bottom of your 
registration page.

You'll want to add phone number as an registration field so you can do confirmation 
calls the day before hand.

To add additional registration fields, click on the 'Questions' tab and check off 
'Phone'  (make required) and 'Questions & Comments'. Once complete click on 
'Save All'.



Email Settings
It's important to set up reminder emails to your zoom registrants the day beforehand 
and the day of so they can have easy access to the link needed to attend.

1. Click on the 'Email' tab and click on 'Edit' next to 'No reminder email to
Attendees and Panelists'.

A window will open up. Click on the check box for registrants to receive a reminder email 1 day 
beforehand and 1 hour beforehand then click 'Save' at the bottom.



Branding Settings
Spending a little time uploading a logo and banner will help you spruce up your 
landing page to increase registrations.

You can also change the 'Post Attendee URL' to your Calendly link so when 
they leave your webinar, they'll be redirected to your Calendly scheduling page.

Creating a Poll

Create your poll ahead of time so it's ready to launch at webinar time. Click on 
the 'Polls' tab and click on the button that says 'Create'.

You will see a pop up where you can label the poll and type in the questions. You'll want to 
add three questions, if they would like a 15-min consultation or analysis, what day of the 
week would be best and what time of day would be best. Once complete click 'Save' and 
you're all set for the webinar.



Hosting the Webinar: 

Before you begin the webinar, you must follow these steps: 
1. Load your PowerPoint as this will be used live during the webinar

2. Close out any tabs that could affect the webinar (tabs with videos, personal files,
etc.)

3. Test your camera and audio to ensure both are working correctly

4. Once the webinar begins, you will need to utilize the ‘Share Screen’ option so

participants can view your PowerPoint. (We recommend practicing this function

with staff or family on another computer)

5. Make sure to follow the script prompts for when to display each slide

6. Before you change slides, you can toggle the ‘Share Screen’ option at your behest.

This will allow participants to see you and the PowerPoint throughout the webinar

7. When prompted to display the next slide, simply click ‘Share Screen’ and then

continue with the script. After you have covered that slide, you can end screen

sharing and return to your video

8. When the slide appears with a prompt to ‘Click Below’ to schedule a call, you must

redirect them back to the original email you sent. Zoom does not let you add a

button, so you must prompt them to go back and click the button to schedule the

call. Additionally, you can add a ‘Polling Option’. (See below for more details)

9. At the end of the webinar, redirect them to the Webinar Landing Page that you

sent, where they can fill out the survey and schedule a 15-minute Call with you.

10. Once the webinar is complete, the session will automatically end at the time you

specified. If you finished early, you make close all the windows and end the webinar



PowerPoint Slides on Zoom

Preparing/Selecting PowerPoint Slides to Display
1. View all slides to choose which one you want to display (“1” circled below in red)
2. Once you have the selected slide, click “2” circled below in red, to make it full screen

Sharing PowerPoint Slides Full Screen 
1. In Zoom, select “Share Screen”



2. Select the tab that is the PowerPoint
3. Then hit “Share”

Changing the View Back to Video Full Screen
1. At the top of your screen, you will see “Stop Share” (this will change the view back to

full screen video only)

Poll Feature to Schedule Calls During the Webinar
• You can prepopulate the “Poll” questions prior to your webinar
• During the webinar you can click on “Polls”



• Then click on “Launch Polling”

• You can then control how long this viewable for prospects
• Click “End Polling” to continue presenting
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