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Roles and Responsibilities

Self Sufficient
Facilitator (SSF)

Attends Basic and/or
Advanced Training
Arrives 15-30 minute
early to class
Contacts CA before
first class to discuss
how to manage Q&A/
discussion

Do practice session
with Staff_if needed
Practice share screen
Logs into Zoom room
Starts meeting
Changes name if
needed

Makes CA and other
facilitators Co-Host

Regular Facilitator

(RF)

Attends Basic and/or
Advanced Training
Arrives 15-30 minute
early to class
Contacts CA before
first class to discuss
how to manage Q&A/
discussion

Do practice session
with Staff_if needed

Practice share screen

Class Assistant
(CA)

Attends Basic or CA
Training

Arrives 15 minute
early to class

Asks to be made Co-
Host

Manages on/Off audio
Video

15t class does Zoom
control walk-through
Helps manage
Q&A/Discussion
Makes
Announcements when
necessary

Staff
Support

Sets up Class in Zoom

Email Roster to Facilitators
Recruits and trains CA

Emails Zoom registration
Arranges weekly registration
email

Starts Class for RF 15-30 minute
early

Makes RF Co-Host

Makes CA Co-Host in RF
In-Class Technical Support for
RF

On Call for Technical Support
for SSF

Checks in to SSF class before
start time

Provides 1-hour practice for
Facilitators



Screen Sharing

PowerPoint

Keynote

Documents

PDFs

mages

Videos — file formats and file size
Internet

Photos Co-Hosts

Hosts and
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Share Screen — Basic

What you see on the white share screen is what is open on your computer.

Click Share icon
Click Basic Tab at
top

Select material
to be shared
Click Share
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Select Share Screen — Optimize

If videos are
embedded,

click boxes in
lower left




Share Screen — Advanced

If using

Presenter
Mode in PPT,
use Portion
of Screen

If playing

stand alone
videos, use
the Video

MOV or MP4 video file
Only the H.264 AVC codec for both
mov and mp4 videos is supported.
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Presenter Mode with Slide Presentations

Select
Advanced

' These are my presentation notes.
Select These remind me what to say to
students!

Portion of

Screen Your notes

appear here
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Any Problems?
Contact your assigned staff person. If they are
not in your class, they are on-call.




