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Tech Host Tips

1. Insure that the meeting room is secured before the scheduled start of the meeting (if the Trusted Servant has not already done so) by doing the following:

   a. “Claim Host” by clicking the “…” in the box at the bottom right-hand corner under the Participants icon and enter the Host Code for the meeting.
[bookmark: _Hlk194525111][bookmark: _Hlk194523237]   b. Give the Trusted Servant “Host privileges” and yourself “Co-Host” privileges (if not already claimed by them) by clicking the “…” next to their name under the Participants icon. You can give others “Co-Host” privileges in the same way.
   c. “Enable the Waiting Room” under “Host Tools” icon – other tools in this space may be utilized if today’s meeting (or the group conscience) necessitates their use.
   d. Admit known participants only from the Waiting Room (at the top of the screen you will be prompted of their presence). You may admit “unknown participants” at your discretion, but the Trusted Servant will request each person to identify himself before the meeting begins.

2. After the meeting begins, your responsibilities will include the following:

   a. have the current script available on your devise to “Screen Share” during the meeting when Trusted Servant prompts you (remember, whatever you have open on your devise will be shown in the meeting when you click on it); the script is available to download from our webpage on saatalk.info at the following browser page:
https://zoom.us/j/119161365
   b. change participants’ identification by clicking on the “…” next to their name under the Participants icon and “Rename” them; 
   c. you may need to “Mute” a participant (by pressing the “microphone icon” next to their name in the Participants icon) – use this power only if needed after the Trusted Servant has requested its use; 
   d. when the script is needed, click on your devise’s script as seen on the screen under the Share icon, then click on the “Share Screen” to post the script for all to see – be sure the current page appears on your script and the print is large enough to be seen – you may turn pages when needed by clicking on the pages of the script in your devise - be sure to “Stop Screen Share” when script is no longer needed.
   e. assist in timing participants’ shares (if requested and in the manner chosen by the Trusted Servant).
   f. alert Trusted Servant of a “Hand Raised” when needed, according to the “que” of when the “Hand” was raised – be sure to lower the “Hand” after the share;
   g. use of the “Chat Tool” is determined by Group Conscience – if Chat Tool is suspended and a participant sends a message (Co-Host and Host can still view and use the Chat Tool), alert the Trusted Servant of the message; 
   h. when the Trusted Servant confirms the meeting is finished, press “End” icon the close the room (remember when a Host and/or Co-Host leaves the room, the meeting ends!)
3. in the event of a threat to the meeting security and only after a prompt from the Trusted Servant, do the following to secure the room:

   a. under Host Tools, select Suspend participant activities (this will everyone's video and audio will be turned off, screen sharing will stop, breakout rooms will be closed, and the meeting will be locked (ie no new attenders allowed to join);
   b. confirm the suspension with Trusted Servant (Host/Co-Host’s audio and video are still available) and report any confirmed attackers as "Offensive, illegal, or abusive" as desired if time allows;
   c. grant any other confirmed group members to “Co-host” the meeting, allowing them to assist as necessary;
   d. move all but confirmed group members to the Waiting Room
   e. under the Host Tools, confirm that Waiting Room is still enabled then select Unlock Meeting and enable users to Unmute, Chat, and/or Start Video at your discretion;
   f. only admit confirmed members from the Waiting Room;
   g. block and report confirmed attackers in the Waiting Room if you missed reporting them in step b above.






isa Mon Men   3/ 31 /25     Tech Host Tips     1. Insure that the meeting room is secured  before the scheduled start   of the meeting (if  the Trusted Servant has not already done so) by doing the following:         a.  “Claim Host” by  clicking the “…” in the box at the bottom right - hand corner under  the Participants icon and enter the Host Code for the meeting.       b . Give the Trusted Servant “Host privileges”  and yourself “Co - Host” privileges  ( if not  already claimed   by them) by clicking the “…” next to their name under the Participants  icon .   You can give others “Co - Host” privileges in the same way.       c . “Enable the Waiting Room” under “Host Tools” icon  –   other tools  in this space   may  be utilized   if today’s meeting (or the group conscience) necessitates their use.       d . Admit  known participants  only   from the Waiting Room ( at the top of  the screen   you  will   be   p r om p t ed   of their presence).   You may admit “unknown participants” at your  discretion, but the Trusted Servant will request  each person to identify himself before  the meeting begins.     2 .  After the meeting begins, your responsibilities will include the following:         a. h ave the current script available   on your devise   to  “Screen S hare ”   during   the  meeting when Trusted Servant prompts you   (remember, whatever you have open on  your devise will be shown in the meeting when you click on it) ;   the script is available to  download from our webpage on saatalk.info at the following browser page:   https://zoom.us/j/119161365       b. change participants’ identification   by clicking  on  the “…” next to  their name under  the Participants icon and “Rename” them;         c. you may need to “Mute” a participant (by pressing the “microphone icon” next to  their name in the Participants icon)  –   use this power  only if needed   after the Trusted  Servant has requested its use;        d .  when the script is needed,  click on your devise’s script  as  seen   on the screen   under  the Share icon ,  then click  on  the  “Share Screen”  to post the script   for all to see   –   be  sure the current page appears on your script an d   the print is large enough to be seen   –   you may turn pages when needed  by clicking on the pages of the script  i n your devise   -   be sure to “Stop Screen Share” when script is no longer needed .       e. assist in timing participants’ shares (if requested and in the manner chosen by the  Trusted Servant).       f. alert Trusted Servant of  a  “Hand Raised” when needed, according to the “que”  of  when the “Hand” was raised  –   be sure to lower the “Hand” after the share;       g. use of the “Chat Tool” is determined by Group Conscience  –   if Chat Tool is  suspended and a participant sends a message (Co - Host and Host can still view and use  the Chat Tool), alert the Trusted Servant of the message;         h . when the Trusted Servant confirms the meeting is finished, press “End” icon the  close the room (remember when a Host and/or Co - Host leaves the room, the meeting  ends!)  

