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Guide
overview

What’s the purpose of this guide?

By the time you are reading this, you have likely made

it to the point where you are using Zoom regularly and
are even turning on the video. Now it’s time to bump your
skills up a level!

This guide will help you to build the technical foundation you
need to run an effective and engaging virtual experience.

You might choose to search for more on a particular feature,
or you might find it helpful to do a quick flip through to
acquaint yourself with the (non-exhaustive) possibilities.

What will | find?

Overviews of highly-utilized features, aggregated into one
place as ready-to-repurpose slides

Guidance for steps to consider before, during, and after
the session

A focus on the desktop app experience (which we
recommend for both hosts and participants)

Additional resources

Explore the comprehensive guides from
GHD (you must cut and paste these links into
your toolbar for them to work)

Internal: https://mckinsey.service-
now.com/ghd?id=mck_ghd_kb_article&syspa
rm_article=KO71777&search_term=zoom%?2
Omanual

For clients: https://mckinsey.service-
now.com/ghd?id=mck_ghd_kb_article&syspa
rm_article=KO69396&search_term=zoom%?2
Oguide%?20for%20clients

Check out the corresponding document on
Know (Designing and delivering live virtual
learning experiences) and/or reach out to
McKinsey Academy First Alert@mckinsey.co

m

For guidance on designing and facilitating
session content (i.e., what is the experience
I’'m trying to drive through use of these tools)

To find examples of exercises and activities
that would introduce these tools
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Before the meeting




Set up your Zoom profile and essential features

Go to your Zoom profile and make —
sure the essential features are set
up before your meeting.

Explore features you can enable
under Settings, such as:

e Polling

e Co-host

e Annotation

* Whiteboard — You also have an

option to auto save the
whiteboard

Go ahead and enable breakout
room functionality now. Go to
Settings = Meetings - Scroll
down to “In meeting (Advanced)”

Schedule a
meeting

__ Manage your
settings

Export
registration,
attendance and
polling reports
report

Additional training

cKinsey
& Company

T et

Webinars

Recordings

——>  setings

Account Profile

e

Attend Live Training

Video Tutorials

Knowledge Base

Hava Adziashvili

941377

H Add your picture.

Linked accounts:

Licensed @

McKinsey & Company
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https://mckinsey.zoom.us/profile/setting

Set up keyboard shortcuts

To view and edit keyboard shortcuts go
to Settings in your desktop app and click
“Keyboard Shortcuts”

n ) 2) Q. Search

Home Meetings Contacts

10:16 AM

Friday, March 13, 2020

New Meeting ~ Join

Schedule Share screen ~

No upcoming meetings today

Settings 1

General
Video
Audio

Share Screen

0 chat

Virtual Background

\17' Recording

B Profile
0 Statistics

Feedback

B Keyboard Shortcuts «

Accessibility

Description

Navigate Among Zoom Popup Windows

Change Focus to Zoom Meeting Controls
(On Top when Sharing Screen)

View the Previous Page of Video
Participants in Gallery View

View the Next Page of Video Participants
in Gallery View

Always Show Meeting Controls

Switch to Speaker View

Switch to Gallery View

Close Current Window

Start/Stop Video

Enable Global

Shortcut Shortcut

F6

Ctrl+Alt +Shift

Page Up

Page Down

Alt

Alt+F1

Alt+F2

Alt+F4

Alt+V

L Restore Defaults ]

McKinsey & Company
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Schedule a meeting via the Zoom site

Profile Upcoming Meetings

Lo L —

Previous Meetings

Schedule a New Meeting Join a meeting from an H.323/!

Webinars

Meeting Options v Enable join before host &

# Mute participants upon entry

CheCk the bOX If Enable waiting room
you want to set

Only authenticated users can join

up a waiting
room

Breakout Room pre-assign

Alternative Hosts Example: mary@company.com, peter@school.edt

Save Cancel

Kinsev
& Company

Account Profile

Reports

Description (Optional)

When

Duration

Registration

Meeting ID

Meeting Password

Zoom Training

The webinar will cover best practices for virtual training

03/15/2020 = | 400 v | PM

(GMT-4:00) Eastern Time (US and Canada)

Recurring meeting

& Required

o Generate Automatically Personal Meeting ID 357-402-3530

Require meeting password

Host ® on off

Participant e on off

McKinsey & Company
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Schedule a meeting via Outlook

1

Schedule a new Zoom meeting via Outlook calendar

File Home Send / Receive 1 Folder View Help  Acrobat Y Iell me what you want to dc

suU

New

New

March 2020

MO TU WE

3 24 25 26

(2]

suU

2 3 4

9 10 1
16 i@ 18
23 24 25
30 31

TH
27
5
12
19
26

April 2020

MO TU WE
1

6 7 8
13 14 15
20 21 22
27 28 29

TH
2
9

16

23

30

FR

28

13
20
27

FR

10

17
24

b &

New
Appointment Meeting Items ~

New

SA

18
25

00 [ [ ] # [E

Schedule a Hart Instant Today Next7 Day Work Week Month Schedule
Meeting ~ |Meeting ~ Days Week View

Zoom Go To v Arrange
<« » March 17, 2020 Washington, D.C. ~

TUESDAY
17

Team Check In; https://mckinsey.zoom.us/j/866991742; Emily Volpini

2

Once meeting is scheduled, use “Change Settings” for
changing dial-in options (click “Edit” under Audio Options),
setting a meeting password, adding alternative hosts, etc.

o it e e

o t:: Appointment /
@ X a E PH : 1: W Zoom - Schedule a Meeting X N
[ scheduling Assistant

‘elete 0 Cancll Change
Settings
Actions oom Show
) You haven't sent this meeting invitation yet
Logan Thompson:
> ect Siqi Liu's Zoom Meeting

end

hitps;//mckinseyzoom.us/j/328466755

Tue 3/17/2020 ]

Tue 3/17/2020 B

MA¢

VG

Mel

5:00 PM ‘
5:30 PM ‘
How To Join Zoon

Join with PC, MAC,
Android device:

Join with phone on

Join with phone on
tap dial-ins:

Video (when joining a meeting) <
Host: ¢ On Off
Participants: & On Off

Audio Options

Meeting Options

Require meeting password

Mute participants upon entry
Use Personal Meeting 1D 805-202-0231

¥ Force include Join URL in location field

Alternative hosts:

¥ Save and do not show again m Cancel

Al b 7 T T
United States | 8778535257,,328466755# (Toll-free)
United Kingdom | +442034815237,,3284667558
lnited Kinodnm | +441214RN110R 2IRARRTSSH
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Create a registration page (1/2)

Registration page can be used to
track who has signed up for your
event and to automate a
confirmation email. Creating a
registration page is best practice for
events with external clients, whose
full names or emails may not be
visible unless they register (in that
case, you would not be able to pre-
assign breakout rooms).

To edit and customize a registration
page, first make sure you check the
box for “Required” next to
“Registration” in Meeting settings,
then scroll to the bottom of the
page, where you can set the
features depicted here.

Registration

Registration

Uncheck the

“show social |

share” box

Registration

McKinsey & Company 9



Create a registration page (2/2)

This is the registration page that invitees will see

Email Address®

havaadi@gmail.com

Institution®

Would you like to receive information regarding upcoming events
(including webinars) and new McKinsey research?’

Choose One... a

! |
Yes
No

Register

Topic How to effectively lead and manage remotely
Time Mar 18, 2020 06:00 AM in Eastern Time (US and Canada
First Name
Hava

Last Name

Adziashvili

Confirm Email Address

havaadi@gmail.com

Title

_/

Default questions

Custom questions

McKinsey & Company
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Add branding to the registration page

Registration

Banner

Logo

You can upload design for the
registration page by adding a banner
and a logo

Email Settings Poll

Your banner is displayed at the top of your invitation page.

Your logo is displayed on the right side of the meeting topic on your invitation page, registration pag
and in the email invitation to the meeting.

Example of a banner

McKinsey&Company = McKinsey Academy

Meeting Registration

Topic Covid 19: Implications for workplace learning

Time Mar 20, 2020 10:00 AM in Eastern Time (US and Canada

First Name

Hava

Email Address*

havaadi@gmail.com

Organization

Last Name

Adziashvili

Confirm Email Address

havaadi@gmail.com

McKinsey & Company
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Edit confirmation email settings (1/2)

Edit Contact Email Address

You may change the contact information that attendees can use if they have questions about
the meeting.

Name

cKinsey Academy Virtual Exchange -
AR Ao R You can edit the name
Email Address and Contact ema”

support@mckinsey.com

A

A

McKinsey & Company 12



Edit confirmation email settings (2/2)

S

A

Confirmation Email Click here to change
 Send Confrmation Emall o Registrants the language

Subject

How to effectively lead and manage remotely |

A

You edit the subject

Body
Hi [User Name]

Thank you for registering for "How to effectively lead and manage remotely”.

«<—— You can add
language to the
confirmation email

Date Time: Mar 18, 2020 06:00 AM Eastern Time (US and Canada)

McKinsey & Company 13



Set up Breakout Rooms and Polls

You can also set up polls and breakout rooms before a meeting:
« See page 37 for how to set up poll questions before a meeting
« See page 46 for how to set up pre-assigned breakout rooms before a meeting

McKinsey & Company 14



When the meeting begins
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Manage waiting room

Hava Adziashvili

~ W A &t a2

Start Video Invite |ManageParticipan’s| Share Screen Chat Record Breakout Rooms Reactions

- Participants (2)

1 person is waiting Message

Hava Adziashvili ‘ Admit l

1 participant in the meeting

a Hava Adziashvili (Host, me) 0 oA

© 0 0 0 © ¢

go siower go faster more Clear a

Mute All Unmute All More v

~ B @ s

If you enabled the waiting
room, click “Manage
Participants” and “Admit” to
admit individuals (e.g., if
you want to have faculty on
early for preparation)

You will also have an option
to “Admit all”

To:  Everyone (in Waiting Room) v
3

=

PE o Everyone (in Waiting Room)

Everyone (in Meeting)

While participants
are in the waiting
room you can send
them a message
(e.g., “Welcome and
thank you for joining
<SESSION NAME>!
We will be opening
the session at
X:XX.”)

McKinsey & Company 16



Disable or enable enter/exit chime

®¢ participants (2)

a Hava Adziashvili (Host, me)

E Hava Adziashvili

00000’

go slower Qf ster maore Clear a

Mute All Unmute All More v
Mute Participants on Entry 2 Uncheck dlsable
v Allow Participants to Unmute Themselves .
v _AllowRagicinants to Rename Themselves feature (hlghly
1 Click ‘M recommended for large
Put Participants in Waiting Room on Ent
- 'c a’l’nage ok Meatig ’ ! groups, and unfortunately
articipants you cannot adjust in
82 ~ . ® s o advance through settings)

Manage Partic’yants Share Screen Chat Record Breakout Rooms Reactions

McKinsey & Company 17



Make someone the host or co-host

1 Hover over the

participant name and click
“More”

o

a Hava Adziashvili (Host, me)

“ Hava Adziashvili

2 Click on one of the options

™ Participants (2)

a Hava Adziashvili (Host, me)

ﬂ Hava Adziashvili

Make Host
Make Co-Host

Rename

Put in Waiting Room

Remove
QO 0 0 0 w v
i,"“: no g(l SIOW

Wer go faster more Clear a

Mute All Unmute All More v

McKinsey & Company
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Record a Zoom meeting

Set up recording feature

Recording requires GHD approval. Send the following information via e-
mail to global helpdesk@mckinsey.com at least two days in advance:

Zoom Meeting Host

FirstName LastName
Email

Date of Meeting to be
recorded

DD/MM/YYYY

Business Reason

Once approved, this feature is enabled for 30 days

Reporting

Joining a recorded meeting

The following message will appear when
participants join a session that is being recorded.

To enable Recording consent as a host, log in to
your account — Setting — Recording —
Recording consent

This meeting is being
recorded

By continuing to be in the meeting,
you are consenting to be recorded.

Leave Meeting Continue

Name (Original Name User Email Join Time Leave Time Minutes ss Score Recording Consent
Hava Adziashvili Hava Adziashvili@mckinsey.com

3/17/2020 9:56 3/17/2020 9:59

3/17/2020 9:57 3/17/2020 9:59

4 100.00%

3 100.00% Y

McKinsey & Company 19
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Mute and unmute your audio

v Participants (2)
m Hava Adziashvili (Host, me) g ##
Test Z [Zﬂ

-5. ~ 'A‘ ~ 1(!

x
Unmute Start Video Invite

T

Hover over the bar on the bottom, click
the microphone button in the bottom-left
corner to mute/unmute your line

Click the Participants
panel, then click the
microphone button to
mute/unmute your line

- | &

Participants Share Screen Chat

@

Record

McKinsey & Company
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Mute and unmute participants’ audio

As a host, you can Mute All and Unmute All

1 2

Click Manage Participants at the bottom of the meeting screen You can mute/unmute a single
participant’s audio or mute/unmute all

! ~ Wl A v Participants (2)
Mute Start Video
@ Diego Romero (Host, me) ! %
@ Mariano Retana More »
v x « = 4
no go slower go faster maore clear all

Mute All Unmute All More

McKinsey & Company 22



Start and stop camera

v Participants (2)
m Hava Adziashvili (Host, me) O oA <
Test Z [Zﬂ

p

Invite

v o~ W A

x

Unmute Start Video

T

Hover over the bar on the bottom, click
the Start Video icon in the bottom-left
corner to start your webcam

Click the Participants panel
and click the camera icon to
start your webcam. If you are
the host, you can also change
the audio/camera setting of
participants.

® e

Chat Record

2.2

Participants Share Screen

McKinsey & Company
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Set a virtual background

General = O Rotate 90°
McKinsey

& Company \
Video x
4

Audio

Share Screen

‘, Chat ;

< B3 Virtual Background

Recording

Profile

Statistics
Choose Virtual Background
Feedback [E——
G Keyboard Shortcuts
€D Accessibility -
| @e—=

(_J I'have a green screen @ () Mirror my video

NoOte: Having a virtual

background may interfere with
the quality of your video if there is
not enough bandwidth.

You can add images by clicking
the + icon

You can change your background
also during the session

Select a Camera

v Integrated Camera

Video Settings...
Choose Virtual Background

@ W & 0o
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Set a virtual background - Sample Firm Background (Light)

To use: Right-click and Save as Picture

McKinsey
& Company

CONFIDENTIAL AND PROPRIETARY
Any use of this material without specific permission of McKinsey & Company
is strictly prohibited
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Set a virtual background - Sample Firm Background (Dark)

To use: Right-click and Save as Picture

CONFIDENTIAL AND PROPRIETARY
Any use of this material without specific permission of McKinsey & Company
is sfrictly prohibited

McKinsey & Company
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Use the chat feature

1 Click the chat icon at the bottom of your screen

O
~ & &

~ .

Stop Video Invite  Manage Participants Share Screen

2 Type your question in the field near the bottom of
the panel then press Enter on your keyboard

Chat

To:  Everyone

Zoom Group Chat

Breakout Rooms Reactions

McKinsey & Company
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Provide nonverbal feedback (participant view)

~ W A o+ — . @ ©

Start Video Invite Participants Share Screen Chat Record Reactions

Emoticons
1 Click on the Participants icon

Agree/disagree T 4 v B o

—[@ |o elw_il e

Raise Hand Ves go slower |go faster maore

2 Choose and click the Feedback button

Raise hand
aise han Speak slower/faster

3 Your feedback will appear beside your name :?'— Grant MacLaren U % w

McKinsey & Company 28



Manage nonverbal feedback (host view)

~ W A o+ — . @ ©

Start Video Invite Participants Share Screen Chat Record Reactions

T

1 Click on the Participants icon to see the list of participants
and their feedback :ﬁ— Grant MacLaren 0%%

2 In the participants list, you can view and manage feedback

using these features:
» If a participant clicked on a feedback icon, you'll see that 0O O © © ¢
icon beside their name. na go slower go faster maore clear all
 The number above each feedback icon shows the how
many participants have clicked on that icon.
 If a participant clicked raise hand, you can lower their hand
Ely hgvering over their name and clicking Lower & sacksarter ‘m
and.
* Click clear all to remove all nonverbal feedback icons.

McKinsey & Company 29



Rename a host, guest, or participant

2 ways a host can rename a participant:

1 Hosts can rename participants, and
participants can rename themselves by right-
clicking their own name in the “Participants”
window or right-clicking their name directly on
the screen.

1 Click on Manage Participants

2 Click More to the right of the Participant or Guest you’d like to rename

3 Click Rename on the resulting drop down menu

Participants (2)

Renam  mute My Audio Alt+A

@ Melissa Haworth (Host, me)

@ Melissa Haworth (Guest) m m StOp Video
Chat
Stop Video Rename
Make Host
Make Co-Host . .
Assign to type Closed Caption Pin Video

Put in waiting room

Remove
O 0 - ws -

Participants (2)

4 Enter the new participant name and click Rename —» @ vessssowernoo %

% Melissa Haworth (Host)

McKinsey & Company 30



Share a document

Basic Advanced
’ A
5 V4 »
Screen Whiteboard iPhone/iPad

Zoom guid.pptx - PowerPoint 10 Reminder(s)

- 9 . Zoom guid.pptx _ -

—
Desktop =z Workshop: Product and Technolo... 2020-03-18 05.59.18 How to effe._..

Share computer sound Optimize Screen Sharing for Video Clip

1

Click Share
Screen

2

Share the
desired
application

3

Click share

McKinsey & Company
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Share videos

1 On Share Options, select One 2 Select the screen where the video is located and
participant can share at atime check mark Optimize for full screen video clip

=) Select a window or an application that you want to share

v/ One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

Chat Breakout Rooms

NOte: If you select Multiple participants

can share simultaneously (which enables
viewers to switch between shared screens or see
two screens at once if Dual Monitor is enabled), it
will disable the option to share a video’s

audio (not optimized video experience)

McKinsey & Company 32



Share a whiteboard

The process of sharing a Whiteboard in the main room and in the Breakout Room is the same. Once shared,
participants can use the “annotate” features to write/draw on the whiteboard.

Qe < an y
@ ~ W A -t an ’ T ~ U8 1 ()

Start Video Invite Manage Participants Share Screen Chat Breakout Rooms Reactions

= f
Basic Advance d Files |

. T| p : You can
/ e Click Share save a whiteboard

reen R
< Scree by clicking on Save.
Whiteboard iPhone/iPad It Wi” be Saved
< e 2 locally on your
N = = = — laptop (This PC >
E - — e & ~ Click on the Documents > Zoom
Breakout Slides_v2.pptx - Read-... Slack | ! Pam Lee | McK Academy |... ..I' PowerPoint Slide Show - Breako... Producer Cheat Sheetxlsx - Rea... L4 E .
_ whiteboard > Folder name
. T aeras contains the meeting
= = date and ID)
: : My Settings - Zoom - Google Chrome | SRR ATIREIES 3
breakout_room_template.csv - Ex My Settings - Zoom - Google C'hr G Desktop 2

Share computer sound Optimize Screen Sharing for Video Clip C“Ck Share

McKinsey & Company 33



Share computer audio

You can also share computer audio
without playing a video (e.g.,
simply playing music). However,
you must be sharing your screen to
enable your computer audio.

When you select the Screen to be
shared, also select “Share
Computer Sound” at the bottom

If you use your phone for audio,
you need to make sure to be dialed
in using your participant 1D

Screen 2

/

Whiteboard

L

iPhone/iPad

Virtual-Remote

Slack | mcka-e-eema | McK Acad...| =g -

\:l Share computer sound

:l Optimize Screen Sharing for Video Clip

Inbox - Wouter_Michiels@mckins... m

|deas - OneNote

o

Zoom Instructions v3.pptx - Powe... EI

¢

¢

How to change iPhone passcode '.

McKinsey & Company
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Annotate a screen

1 Atthe top of your screen, click View Options Tl P: You can save annotations by clicking

View Options on Save. It will be saved locally on your laptop
Zoom Instructions v2.pptx - R 7,0m Ratio (ThlS PC > DocumentS > ZOom > FOIder name
Request Remte Contro contains the meeting date and ID)

Annotate

W Review  Finalize  View O Te

text styla — i Exit Full Screen =y
i ' dom : =
SA W+ - 2%+ B
Font Paragraph Textbox | Shape Color Align
2 Click Annotate. This : & 0O O O & © &

Select Arrow Eraser Format Undo Redo Clear Save

will open the annotation
tools. You can click and
drag the tools bar

anywhere around the Click the_ Text icon to Qllck the Stamp Place the Arrow Change t_he font color
start typing on the screen icon to choose a on the screen by selecting the
screen. stamp indicate to others  Format icon

where you are
going to type

McKinsey & Company 35



Use Side-by-Side viewing

1 When in a meeting and viewing a screen, click 2 The shared screen will appear on the left and the

on View Options and choose Side-by-Side speaker will appear on the right. Slide the separator to
Mode. the left or right to adjust the size of each view. You can
click Speaker View or Gallery View at the top to switch

View Options v between the two.

Original Size
Request Remote Control

Annotate

Side-by-side Mode

3 To exit Side-by-Side mode, click View Options,
then uncheck the Side-by-Side Mode option.

McKinsey & Company 36



Polls — Set up in advance (1/4)

From your Zoom dashboard, select “Meetings” and click on the meeting in which you want to use the poll

-\'ICISil‘lSCY JOIN A MEETING HOST A MEETING ~ SIGN QUT
& Company
Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates M Get Training
Schedule a New Meeting Join a meeting from an H.323/SIP room system Recently Deleted
Webinars
Recordings
Start Time = Topic = Meeting ID
Settings . 5
Today — Testing breakout rooms, facilitation (Ari / Susan / David op 755-931-852 Start Delete
01:00 PM tional

Account Profile
stern Time (US and

Reports
Weekly PS for Indirects 437-484-778 Start Dele
ern Time (US and
Attend Live Training
Video Tutorials Wed, Mar 18 Content catch up with Britta 485-085-992 Start Delete
30 PM
Knowledge Base 01:30 PM Eastern Time (US an«
Canada
Thu, Mar 26 Weekly content creation for Procurement Academy 912-672-665 Start Delete
11:00 AM
DM E A Tiema (11 A -
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Polls — Set up in advance (2/4)
Click “Edit this Meeting” at the bottom of the next page

McKinsey JOIN A MEETING HOST A MEETING ~ GN O
& Company
Té d Computer Auw
e = oSt
“““““““ ntry

You have not created any poll yet
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Polls — Set up in advance (3/4)

Input your questions and expected responses

McKinsey & Company 39



Polls — Set up in advance (4/4)

Reusing polls

You can also lock the meeting ID by changing the below setting when scheduling the meeting. This will
enable you to have a database of polls that can re-use as needed, instead of having to create multiple

versions
S =
File Home

™ &
New New

Email Items ~

New

Inbox - Benito_Piuzzi@

Send / Receive

Schedule a Start Instant
Meeting * Meeting ~

Schedule a Meeting

Folder

S
[

S

W 7oom - Schedule Meeting

X

C' Reset to default settings

Meeting ID
Generate Automatically @Personal Meeting ID 818-753-9933

Password

Require meeting password

Video
Host ® On Off Participants ® On

Audio

.
Dial in from Australia and 10 other countries/regions Edit

Advanced Options ~

Do not show me again m

Off

Cancel

McKinsey & Company
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Polls —Set up in the moment (1/3)

Select “Polls” at the bottom of your screen

Grant Patterson
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Polls —Set up in the moment (2/3)

Select “add a question”

McKinsey & Company 42



Polls — Set up in the moment (3/3)

Input your questions and expected responses
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Polls — Launch a poll during the meeting

°
a'

Invite

Red

‘ Launch Polling ’

a’ i A~

Manage Participants Polls Share Screen

2 Track the progress

in Progress

» @

Record

0:08

1. Favorite color?

‘ End Polling '

®

Breakout Rooms Reactions

3 Share polling results

Polling 1: Edit

1. Favorite color?

‘ Share Results ' Re-launch Polling

McKinsey & Company
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Deep dive: Breakout rooms




Breakout rooms — Create preassigned breakout rooms in advance (1/2)

1 Go to your Zoom profile. Go to

“Meetings” on the left-hand bar and click on
the one you want.

Profile

Webinars
Recordings
Settings
Account Profile

Reports

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Schedule a New Meeting Join a meeting from an H.323/SIP room system

Start Time Topic
Tomorrow Chat about virtual learning for A2E
08:30 AM

09:30 AM Eastern Time (US and Canada)

Thu, Mar 19 AZE BF Zoom Test
04:00 PM

05:00 PM Eastern Time (US and Canada)

2 Scroll down and click “Edit this meeting.”

o S
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Breakout rooms — Create preassigned breakout rooms in advance (2/2)

3 Scroll down to Meeting Options and check 4 Use the CSV template to create your pre-
“Breakout Room pre-assign.” Here you can create assigned room names and the email addresses of
rooms automatically or import an Excel file with participants in each room
the room names and participants names.
A B C
Meeting Options Enable join before host & 1 |Pre-assign Room Name Email Address
2 Mochamotives barista@compass.com
Mute participants upon entry 3 Mochamotives manager@compass.com
4 Mochamotives HR@compass.com
Enable waiting room 5 Lets-go-Lattes sales@compass.com
6 Lets-go-Lattes finance@compass.com
Only authenticated users can join 7 Lets-go-l_attes marketing@compass.com
8
¢/ Breakout Room pre-assign 9
t+ Create Rooms 4 Import from CSV 10
1
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Breakout Rooms — Create breakout rooms during meeting

1 To start a Breakout Room, click on the Breakout Rooms button l

| /U IEEPN - a ’ &l 1] 6 .
Start Video Invite Manage Participants Share Screen Breakout Rooms Reactions N O t e n Make Sure
you have the breakout
room feature turned on

®

in your profile
2 Choose whether or not you (https://mckinsey.zoom.
want to assign participants Mesting Toplc My eetng us/profile/setting).
Automatically or Manually and A oo Go to “In meeting
the number of Rooms to create B (Advanced).” See page
© mwomacaty O sty T 4 for more details.
| =l ab
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https://mckinsey.zoom.us/profile/setting

Breakout Rooms — Manually assign participants during meeting

To assign participants
Manually, use the
Assign button and
participant selection list

Recreate v Options v Add a Room )pen
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Breakout Rooms — Reopen Breakout Rooms

You have the option
to recreate the
breakout rooms by
clicking “Recreate All
rooms.” Note:
Recreating rooms
will delete original
room assignments.
Use “Open all rooms”
to open the same
rooms as before.

Breakout Room 1
Hava Adziashvili

Breakout Room 2
Breakout Room 3

Breakout Room 4

All existing rooms will be replaced.

Assign 1 participantsinto | 4 .| Rooms:

Automatically (o] Manually

0-1 participants per room

SN
=Ty
~_

Recreate v Options ¥ Add a Room

Open All Rooms
7

You have the option
to reopen the
original Breakout
Rooms by clicking
“Open All rooms”
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Breakout Rooms — Set timing and other options
You can use the Options menu to adjust settings, including timing

1g Topil

ion UR

pant IC

Audio

dio Conn

~ Breakout Room 1

Assign

Recreate N [ Add a Room ] Open All Rooms

() Hava Adziashvi

[ )

ad

Invite Others

Meeting Topi ~ Breakout Room 1 Assign
Host:

Invitation UR

Participant IC

Move all participants into breakout rooms automatically
Allow participants to return to the main session at any time

Breakout rooms close automatically after: 30 minutes

Countdown after closing breakout room

i Set countdown timer: (|60 v seconds

Add a Room

Recreate 15

20

120
20

&

@

Invite Others
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Breakout Rooms — Broadcast to all rooms (host view)

v Breakout Room 1 Join
Hava Adziashvil To broadcast a message Type your message
click on “broadcast a and click broadcast

message to all”

Hi, breakout room will close in 2 minutesl

mcast a message IOD Close All Rooms
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Breakout Rooms — Manage participants who “Ask for help”

1 If a participant in any of the rooms asks for help, the host can join the corresponding Breakout Room
directly

© Breakout Rooms - In Pr ogress x

Meeting Topi| ~ Breakout Room 1 Join

® Hava Adziashvili
Host:

Invitation UR

2 Ask for Help >

Participant IC
Hava Adziashvili in Breakout Room 1 asked for help.

g —— .y,
-ﬂ a

Join Audio Invite Others

Computer Audio Conn

Broadcast a message to all ~ Close All Rooms
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Breakout Rooms — Participant view

1 Press the Join button to be directed to 2 It will take a few seconds to be directed
your meeting room to your Breakout Room

Breakout Kooms

@ The host is inviting you to join Breakout Room:

Breakout Room 1

\p

Joining Breakout Rooms...
Breakout Room 1

m Later It might take a few moments.

3 While a participant is in the Breakout Room, he/she can share screen and ask for help from the
host

Y o~ W A & ! oD e o 0

Unmute Start Video Participants Share Screen Chat Record  Ask for HeIFI sk for Help
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Breakout Rooms — Links to detailed tutorials on breakout rooms

https://mckinsey.service-
— now.com/ghd?id=mck ghd kb article&sysparm article=KO69814
&search term=zoom%?20breakout%20rooms#enable

Go to this link for
detailed instructions:

YouTube tutorials available for various topics like
— How to set up rooms

— How to message rooms

McKinsey & Company 55


https://mckinsey.service-now.com/ghd?id=mck_ghd_kb_article&sysparm_article=KO69814&search_term=zoom breakout rooms#enable
https://mckinsey.service-now.com/ghd?id=mck_ghd_kb_article&sysparm_article=KO69814&search_term=zoom breakout rooms#enable
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After the Meeting
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Access meeting reports

Usage will direct you to

Profile Usage Reports o
Mostings attendance/participant
Wbt Sense report.

Recordings

o Meeting Meeting will direct you to

polling report and
registration reports.

Account Profile
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Generate reports

1 Choose type of report

2 Choose the class and check the box

[

.

Video Tutorials 03

Paorhie HEPOITS » U HEpo Meenng
Meetings )
Meeting Report Report Queue
Webinars
_ >
Recordings Report Iype 7| ™ Registration Report Poll Report
Settings Search by time range « From:  03/18/2020 = Too| 03/19/2020 =
Maximum report duvation: 1 Month
Account Profile

Scheduled Time Topic
192020 0&:00:00 PM Covid 19: Implications fior workplace kearning
192020 03:30:00 PM Dry run: Cowid 1%: Implications for workplace leaming
192020 02100:00 PM Get together
19/ 2020 11:30:00 AM Prep: How to effectively lead and manage remately
19/ 2020 110000 AM Debrief: Adapting to virbual leamning: a deep dive on design
19/ 2020 090000 AM Adapting to virtual beaming: a deep dive on design
182020 03:30:00 PM Prep with Hava: Cowid 1% Implications: for workplace leaming
18/ 2020 0900:00 AM Leadership in a crisis

18/ 2020 060000 AM How to effectively lead and manage remotely

3 Click generate

Meeting ID
1oa can oy > Generate
327-199-344 Generate
T87-227-830 Generabe
211-015-297 L
84-239-923
529-567-859 Generate
497-39B-455
619-162-297
171-220-451 Gan
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Type of reports

Registration reports: pulls information from registration page

'First N\ame  ~ LastName .1 Email ¥ Registration Time * Approval Stat ~ last_name v Institution
Ankur Kumar ankur_kumar@r 3/20/2020 9:49 approved Kumar McKinsey
Asa Lafleuriel asa_holmstom_ 3/20/2020 10:00 approved Lafleuriel mck

L

Would you like to
receive information

* Title * on future webinars? ~

AP No
comms manage: No

Participants reports: provides information of the attendees

Recording
Name (Original Nam ~ User Email ¥ Join Time ~ Leave Time ~ Duration (Minute ~ Attentiveness Score ~ Consent -
Ankur Kumar ankur_kumar@mckinse 3/20/2020 9:49 3/20/2020 10:39 50 75.38% Y
Vf\sa Lafleuriel asa_holmstom_lafleu@ 3/20/2020 10:00 3/20/2020 10:39 39 40.96% Y

Poll reports: provides poll results

i ~ |User Name ¥ User Email ¥ Submitted Date/Time ~ Poll ~ Response v
42 Ankur Kumar ankur_kumar@mck 3/20/2020 10:19 Does your organizaiYes
80 Ankur Kumar ankur_kumar@mck 3/20/2020 10:10 Is your company cu Yes, through end of May
110 Ankur Kumar ankur_kumar@mck 3/20/2020 10:25 Have you adapted i1Yes
135 Ankur Kumar ankur_kumar@mck 3/20/2020 10:12 How many of your i “60%
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Who to contact

Hava Adziashvili Siqi Liu Wouter Michiels

Course Operations Coordinator Business Analyst Solution Associate, Operations Academy
New York New York Brussels

Hava Adziashvili@mckinsey.com Sigi_Liu@mckinsey.com  Wouter_Michiels@mckinsey.com
Karoline Muehlfellner Oz Rahman

Program Delivery Specialist Solution Associate, Operations Academy

Tampa Chicago

Karoline_Muehlfellner@mckinsey.com Oz_Rahman@mckinsey.com

General support

To learn more about existing assets and programs, contact
McKinsey Academy_ First_Alert@mckinsey.com

For support producing an upcoming virtual event (i.e., managing the technology and functionality),
contact McKA _ProducerRequest@mckinsey.com
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