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Have you attended a Zoom online event lately? Teleconferencing has become a leading way 

that people communicate, both in the corporate world and in their personal lives. It will 

continue to be a major player as businesses adapt their policies on working remotely. 

Here are some tips to ensure that your Zoom online event runs smoothly and effectively. 

Begin with interaction

Tired of your attendees joining you five minutes late? 

Start a new precedence with your audience! Add some 

interaction early to motivate them to join early. 

 Start by introducing yourself and ask some 

questions or request that they ask you questions. 

• If they receive some rather exclusive interaction

with you, word will get out that there is valuable

time being shared before the event even starts.

• Plus, it makes everyone feel more comfortable,

creating a better mood for the session.

Bring a buddy to help you

It’s much easier for you to focus on presenting if you 

have a wingman.

Zoom allows you to make them a co-host (locate the 

“more” menu next to their name in the participants 

list to “make co-host”) so that they can help manage 

participants, chat, and Q&A. 

Use dual monitors

It may prove quite difficult to manage all aspects of an 

online event on a single monitor. Add screen sharing to 

that and you may find windows are always in your way 

while you present. 

• With a second monitor, you can host the screen

sharing on your primary display and move windows

like your participants list, chat, Q&A, and polling to

a secondary monitor which will give you a greater

ability to track everything at a glance.

• Don’t have dual monitors? Bring a second laptop,

make sure it is made a co-host and you can monitor

additional features there.

Start early

You should always have your session open at least 15 

minutes prior to the start time to get yourself and your 

team prepared. 

 Be aware that if your video and audio are on, your 

audience can see and hear you. Utilize Zoom controls 

to make sure your video is turned off and your audio is 

muted until you’re ready.

Avoid “death by PowerPoint” — visualize content

We know you’ve seen it and maybe you’re guilty of 

it. Those text-heavy slides may seem meaningful 

and informative, but what they actually do is draw 

attention from the presenter’s verbal content.

• Replace wall-of-text slides with images, single key

terms or brief phrases that help to drive the content

home without distracting from the presentation.

• You may need more slides to do this successfully and

you may need to push through them quicker.

 Visualize your content for a more lasting impression.
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Encourage a discussion-based presentation

Lectures are great for conveying information, but 

never discount the engaging power of discussion. 

Bring in questions that lead to discussion of topics 

of interest. 

If you’re hosting multiple presenters, ask them to co-

present on a topic when possible. Hearing multiple 

voices and their questions and comments brought 

into the presentation will discourage attendees from 

tuning out.

Leave your audience with a call-to-action

What’s the purpose of your event? Whether you are 

prospecting, providing education, or building your 

community, you have a great opportunity with online 

events to ask your participants to take action. 

We recommend saving this call-to-action for the end 

of your event to avoid appearing to “salesy.” Don’t miss 

this opportunity to promote any upcoming events that 

you are hosting or are involved with as well. 

 Make your call-to-action clear and concise, and be 

sure to provide your audience with everything that 

they need to succeed.

Provide complete follow-up communication

Zoom provides two follow-up email options: an email 

for registrants who attended live, and an email for 

absentees. Both emails default to sending one day 

after the event. You can edit these emails and add 

custom text. 

 However, think about sending custom follow-up 

emails outside of Zoom. These will feel much more 

personal and provide a better opportunity to:

• Reiterate your call-to-action.

• Provide a link to the recording and/or other

resources that may have come up during the session.

• Keep the conversation going.

Just turn the Zoom follow-up email function off and 

pull the attendee report which shows who attended 

and who was absent.

Manage the aesthetics of your webcam view

Zoom lets you get face-to-face with your audience, 

which adds a high level of engagement opportunities 

for you as a host.

Take advantage of this by optimizing your meeting 

space for video. Lighting should be bright and even and 

preferably come from in front of you and never behind 

you to avoid casting shadows on your face. 

Your background should be interesting but not 

distracting — consider using the Virtual Background 

feature to present from literally, anywhere!
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Practice, practice, practice

The old adage is true, so make sure to get those 

practice reps in. 

• If you hosting a Zoom online event for the first time,

schedule a practice run so you and your team can

get used to kicking off the event and handling the

different controls.

• The more events you do, the more comfortable you

will become as both a host and as a presenter.
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