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Park City ACA Zoom Host Guide 

 

Hosting works best on a laptop or desktop (vs. a phone or tablet), because laptop and desktop 
computers offer more Zoom capabilities and screen space. Before the meeting, make sure your device 
has sufficient charge or is plugged in.  

Here are seven steps for hosting a meeting: 

1) 15 minutes before the meeting starts, use the regular meeting link to enter the meeting. 

2) Click “Participants” at the bottom of the Zoom window to see a list of participants and some menu 
options: 

       

3) Use our “host key” to claim the Host role: click Claim Host at the bottom of the Participants list, then 
type the key: 

      

4) If there is background noise, at your discretion mute participants who aren’t reading or sharing. You 
can tell where sounds are coming from by looking at the little microphone next to each participant’s 
name in the Participants panel. 

5) Enjoy the meeting! 

6) If you need to leave the meeting early, consider sending a chat to another person on the host team, 
asking them if they’re willing to be the host. If so, assign the role to them.   

7) When the meeting ends or if you need to leave early, use the “Leave Meeting” button. Please do not 
click “End Meeting for All.” We like to leave the meeting open until at least 6:45, or until questions 
and informal discussion are complete.  

 

If you’d ever like assistance during a meeting, consider assigning co-host privileges to another one of our 
hosts. This will give them access to in-meeting settings and features:  

a) Hover over the participant’s name 

b) Click “More” to the right of their name 

c) Click “Make Co-Host” 

 

Anonymous Attendees 

If someone joins without a video image or first name, please ask them (via chat or audio, whichever 
seems best) to display video and/or their first name: “For the comfort of all participants, we’ve agreed 
that we will ask each attendee to have their name and/or video visible. If you don’t have your video or 
name visible, please show one or both--thanks.” If they remain anonymous, at your discretion you can 
remove them from the meeting. To do this, hover over their name in the Participants panel, click “More” 
and then click “Remove.” 

 

If the meeting is ever disrupted, follow these steps: 

1) Click “Security” on the menu at the bottom of the window: 
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2) In the popup window, click Lock Meeting and Enable Waiting Room. Uncheck “Allow participants to 
chat.” 

3) Next, at the bottom of the Participants panel, click “Mute All.” Then click “More” and uncheck “Allow 
Participants to Unmute Themselves.” 

      

4) Step through the participant list and remove disruptive attendees: 

a) Hover over the participant’s name 

b) Click “More” to the right of their name 

c) Click “Remove” 

(If there is a lot of disruption, another option is to end the meeting and contact the Zoom admin to 
change the meeting ID and password.) 

 

Other Notes 

• Update your Zoom app regularly; download here.    

• If you run Zoom in a browser such as Chrome or Safari, see this Zoom support note for a list of 
supported browsers.  

 

https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/214629443-Zoom-web-client

