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Behold, I am doing a new thing; 
now it springs forth, do you not perceive it? 

I will make a way in the wilderness and rivers 
in the desert. (Isa 43:19) 

 

1. FACILITATION IN VIRTUAL MODE .......................................................................................................... 2 

1.1 How to prepare before a zoom meeting ....................................................................................... 2 

1.2 What to expect during a meeting .................................................................................................. 4 

1.3 What to expect at the end of the meeting or afterwards ............................................................. 6 

2. FACILITATION ON ZOOM ....................................................................................................................... 7 

2.1 The Zoom platform ........................................................................................................................ 7 

2.2 General description of the Zoom platform (Pro version) .............................................................. 8 

2.3 Programing a meeting ................................................................................................................... 8 

2.4 Description of each tool on the Zoom window ........................................................................... 10 

2.4.1 Tool for turning the sound on and off (microphone) .......................................................... 10 

2.4.2 Tool to enable and disable video (camera) ......................................................................... 11 

2.4.3 Tool for changing security instructions (shield) .................................................................. 11 

2.4.4 Participant tracking tool ...................................................................................................... 12 

2.4.5 Tool for surveys (Polls) ........................................................................................................ 13 

2.4.6 Chat tool or "chat" (speech bubble) .................................................................................... 15 

2.4.7 Screen sharing tool (rectangle with upward arrow) ........................................................... 17 

2.4.8 Recording tool (two circles) ................................................................................................. 18 

2.4.9 Tool for division into breakout rooms (4 squares) .............................................................. 18 

2.4.10 Interaction or Reaction Tool (Smiley face) .......................................................................... 21 

2.4.11 Ending the session or meeting ............................................................................................ 21 

Appendix 1: Tutorials for Virtual Tools  ................................................................................................... 22 

Appendix 2: Why are video conference discussions so exhausting? ...................................................... 23 

Appendix 3: Interesting Items to Check in the Zoom Account Settings .................................................. 24 

Appendix 4: Procedure for BILLING INFORMATION ................................................................................ 28 

Appendix 5: Zoom Help Center Articles .................................................................................................. 29 



 Virtual mode : accompaniment and facilitation 2 of 30 

 

 

 

1. FACILITATION IN VIRTUAL MODE 

 

 
 

1.1 How to prepare before a zoom meeting 

• Take care of sound and image quality. To do this, it is important to properly 
set the technical equipment used (headset, microphone, camera), direct the 
lighting properly and practice looking at the camera when you intervene 
(identify the place to look at). Also, make sure you have a good internet 
connection with good bandwidth.  

• Doing some tests with family and friends before starting to lead a group can help reduce 
the stress of the first animation! 

• Planning the meeting is crucial. It is especially important for 
face-to-face meetings, but even more so for virtual meetings. 
Sending documents before a meeting can be very useful (agenda of 
the meeting, biblical text, questions for sharing time, etc.), whether it 
is to facilitate the upgrading of everyone before a meeting or to initiate 
individual pondering before sharing in the group.  

• Plan to open the meeting about 15 minutes before the scheduled time, especially when 
you or your guests are not comfortable with the platform. Inviting uninitiated people to a trial 
meeting can make it easier for them to participate with the group in the future. Also, you 
never know when an update to the application or to your electronic device might delay the 
opening of a session! 

• The size of the group is important in the way a meeting is prepared and facilitated. You 
cannot facilitate a group of 50 people the same way as a group of 10 people! The larger the 
group, the more important it is to plan for different forms of participation. For an intimate 
sharing of thoughts or on scripture, a group of 6 to 8 people is ideal. The microphones can 
be kept open and the exchange can take place in a natural way. In a larger group (8 or 
more people), it is advantageous to ask participants to manage 
the use of their microphones and to facilitate the request to 
speak by means of a code agreed upon at the beginning of the 
meeting: a simple wave of the hand, the opening of the 
microphone or the activation of the raised hand icon, for 
example. A survey or chat tool can also allow participants to 
express their point of view and remain active throughout the 
session. Beyond a dozen people on a virtual platform, studies have shown that attention 
and participation greatly diminish and require a different mode of facilitation. The use of the 
"room" or small group function can help divide a large group into smaller units for easier 
sharing and discussion. When facilitating groups of more than 12 people, such as a virtual 
celebration of the Word for example, giving everyone roles and responsibilities in advance 
helps to maintain momentum and encourage participation. 
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• It is fundamental to clearly define the expected results for a meeting, whether it is in 
person or online. However, during remote meetings, since it will generally take a little longer 
to achieve the same results, be sure to modulate what you realistically expect from the 
meeting and then choose the activities that will best allow you to reach your objectives. For 
example, if you want to facilitate a Bible sharing, the Bible text and a few questions can be 
sent in advance.   

• The choice of facilitation activities should always be based on a combination of factors, 
including the purpose of the meeting, the number of participants, whether they know each 
other or not, the time of the week, etc. If it is relevant and useful for face-to-face meetings 
to vary the activities (knowing that by taking the same paths, we arrive at the same places), 
it is even more useful online!  Try to avoid the temptation to speak through a series of 
subjects threaded one after the other! It is important to know that almost all activities that 
take place in person can be adapted for online meetings. Over time, the various experiments 
you will do will allow you to better target the activities to be favoured and those to be avoided! 

• Real presence time and online time do not feel the same. When we are meeting online, 
we cannot "feel" the pulse of the people around us, which influences 
the time it takes to exchange and develop ideas. Furthermore, while 
being together the conversations tend to overlap but often this is not 
the case online. There is generally less fluidity. In fact, some group 
tasks will take longer to complete online than in person. Conversely, 
some other virtual meetings can be more efficient and productive than 
those in person. 

• You should also think about the length of the meeting and break times if the meeting is 
long. 

➢ The optimal length of a virtual meeting where there is little interaction between the 
host and participants (e.g., delivering content, information and asking questions at 
the end only) should be a maximum of 20 minutes. Otherwise, you risk losing the 
participants' attention (e.g., some may engage in a side activity, lose focus, etc.). 

➢ If, on the other hand, you facilitate a videoconference so that participants can 
interact in groups (with smaller group in a virtual room), the optimal duration 
increases to 40 minutes. 

➢ If you really want your meeting to last longer than 40 minutes, it is important to 
include 3-5 minute breaks. These breaks can help you stay hydrated and regain 
your energy! 

➢ As a host at a virtual meeting, it is your responsibility to offer a break when you feel 
that your energy or that of others begins to decline. It is better to offer three 5-
minute breaks in a 60-minute virtual meeting than to lose the attention and 
concentration of some participants after 20 minutes of the meeting. 1 

  

 
1 https://www.lesaffaires.com/blogues/genevieve-desautels/7-trucs-pour-optimiser-vos-reunions-en-mode-
virtuel/616731 

https://www.lesaffaires.com/blogues/genevieve-desautels/7-trucs-pour-optimiser-vos-reunions-en-mode-virtuel/616731
https://www.lesaffaires.com/blogues/genevieve-desautels/7-trucs-pour-optimiser-vos-reunions-en-mode-virtuel/616731
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1.2 What to expect during a meeting  

 

• Be welcoming: take the time to welcome people. 

• Create a climate conducive to discussion: If participants do not know you, it is a good 
idea to take the time to introduce yourself as host and 
by speaking slowly. If participants do not know each 
other, a simple question can help build the group, such 
as, "What is your name and favourite color?" or “Say 
your name and recent good news”, etc. If there are 
several persons hosting, make sure that you do not cut 
each other off, as this causes a lot of distortion and 
distracts participants. Turning off the participants' 
microphones to avoid background noise is one thing 
you can do, but making them feel like they cannot speak 
is quite another! To avoid one-way communication, it is 
a good practice to open the discussion, promote 
dialogue and value the active participation of 
participants with the tools at your disposal. 

• Take the time to identify interaction tools and invite people to experiment with them if 
necessary. 

➢ Microphone control, opening and closing. 

➢ Camera control, opening and closing. 

➢ Chat tool or "chat". 

➢ Tool to ask a question or react during exchanges. 

Note: Depending on the device used to connect to the 
communication tool, the presence of the interaction tools 
and its location on the screen may vary. 

• Inform participants of the instructions to be followed : 

➢ The use of the 'mute' function is an art not to be neglected. It is important to 
remind participants of how this function works and it is one of the roles of the 
facilitator to clarify the rules for intervening. Reminding participants to open their 
microphones and wait a few seconds before speaking can avoid problems later! 

➢ The same can be said about chatting.  

➢ Proper identification of a participant’s name is especially useful for the facilitating 
and sharing of the right to speak because, calling someone 'Ipad' is not very 
appropriate! Invite the person concerned to rename themselves (if you have 
allowed this function) or do it for them as a host or co-host. 

 

Hello! 
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• The animation of the meeting should not be taken lightly. 
Facilitating a virtual meeting requires continuous attention to 
many small details, both technical and personal. Non-verbal 
signals are much more difficult to decode virtually and a 
multitude of technological problems can arise. → See 

Appendix 2 to explore the issue of discomfort in 
videoconferencing on page 21. 

The preparation and facilitation of a virtual meeting requires an approach adapted to this 
mode of communication. Learning how to animate in virtual mode requires time and effort, 
but the experience is worth trying to get close to the people we accompany. The participation 
of another person as a co-host can help greatly! Do not hesitate to call on people you know 
or those you invite to these meetings. There may be someone who would be willing to help 
you! 

• To share information and promote understanding by all, 
several tools are available to the host to share the content 
of his own screen to other participants. For example, you 
could present information (text, table, photo, etc.) from a 
document (e.g. Word) that is directly on your computer or 
allow participants to access information that is on the 
Internet, following your comings and goings in your web 
browsing. When you need to share more substantial 
written information, the use of software such as PowerPoint 
can be useful. The use of a dynamic and attractive visuals 
and a limited amount of text is recommended to keep your audience's attention. Screen 
sharing can be used in alternation with the participants' mosaic to encourage exchange at 
certain moments of the meeting. 

• Sharing of roles and responsibilities. As with face-to-face meetings, it is important that 
everyone's roles and responsibilities in a meeting are well defined. For online meetings, it 
may be useful to have several people playing different roles to support the discussions 
and achieve the desired results. 

 

➢ In a large group, the main tasks can be shared between two people: 

❖ Host: he will present the contents, welcome the participants, make the 
links between the exercises, etc. 

❖ Co-host: he will manage speaking rights, collect questions in the chat and 
accompany participants for certain technical problems. 

 

➢ In a small group: 

❖ Facilitator of breakout room: he will facilitate the exchanges by giving 
the right to speak and by reminding the participants of the task to be 
accomplished. 

❖ Scribe: he will take note of the essential exchanges (on a shared template 
via a shared document, the Chat or simply on paper). 

❖ Spokesperson: he will summarize the exchanges following the return to 
large groups. 
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1.3 What to expect at the end of the meeting or afterwards   

 

➢ Suggest a few feedback questions at the end of the 
meeting or send a feedback survey about the 
experience. → For a survey tool (polls): see the link 

to Google Forms in Appendix 1 on page 20.   

• Clarify what happens next: set or announce the next 
appointment, assign tasks or responsibilities, complete 
activities, prepare for the next session. 

• Follow up as decided during the meeting (if relevant). 

• Keep in touch between virtual meetings with communication tools such as email, 
Facebook, or others.  → For a social communication tool: see the link to Facebook in 

Appendix 1 on page 20.  
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2. FACILITATION ON ZOOM  

 
 

 

2.1 The Zoom platform  

  

Zoom is a video conferencing and chat application that allows you to communicate with a 
person or group of people. The tool allows, among other things, screen sharing, file sharing 
and use on different types of devices (computer, tablet, or phone). It is an easy to use platform.  

 

The free version allows up to 40 consecutive 
minutes of videoconferencing and accommodates 
up to 100 participants. After the allocated 40 
minutes, participants can reconnect. However, the 
option to split into subgroups is not available in this 
version. 

The paid version called "Pro version" allows up 
to 24 consecutive hours of videoconferencing, 
subgrouping, survey option and hosting of up to 
100 participants. It seems a good choice for virtual 
meetings in the context of pastoral activities.  

 

As of September 30, 2020, the costs of the Pro version are as follows  

➢ payment each month: $20 + $3 taxes = $23/month. Payment is made by credit 
card. This subscription can be cancelled each month. 

➢ Payment for one year: $200 + taxes ($29.95) = $229.95/year. Payment of the full 
amount is made by credit card at the time of the annual subscription. 

Note: I originally signed up on a monthly payment because I wanted the option to 
stop my subscription each month. After three months, I received a 30% discount 
offer from Zoom to encourage me to subscribe for a year. Convinced of the usefulness 
of a Zoom paid account, I subscribed for one year at a cost of $140 + taxes of $20.96 
= $160.96/year. I am sharing this information with you without any guarantee that 
Zoom will continue this practice. 

To use Zoom as a "participant", you do not have to pay or subscribe. 

However, we recommend that users download the Zoom application to their device 
(computer, tablet or phone). This way, many small technical problems can be avoided! → 
For tutorials: see Appendix 1 on page 20. 

 

 

To sign up for a free account, 

visit https://zoom.us/freesignup 

and enter your email address. 

You will then receive an email 

from Zoom (no-reply@zoom.us).  

In the email, click on "activate 

account". 

https://zoom.us/freesignup
https://zoom.us/freesignup
https://zoom.us/freesignup
mailto:no-reply@zoom.us
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2.2 General description of the Zoom platform (Pro version)  

Note: The images used for the description are screenshots taken in August and 

September 2020 with French settings. Over time, some features may be added, 

modified, or removed from the Zoom platform. 

If you open your Zoom application, you will see this window: 

 

2.3 Programing a meeting  

Before going into a description of the tools available in a session window, let us look at the steps 

for scheduling a virtual meeting. 

 

Click  

and the 

programming 

window will 

appear. 

  

 

 

  
 → Meeting ID and security: Meeting ID can be created 
automatically, or you can use your personal number. I suggest 
that you create your meetings automatically for security reasons unless it is with trusted participants. I 
also suggest you choose a security code. This does not need to be the 6-digit number proposed: you can 
be creative, for example, by using words like God, Jesus, Spirit, Bible, and others. 
→ Save allows you to finalize the programming of the meeting. 

→ To open a session, click   

 

→ To join another person's session 

with an ID number and password 

→ To program a future session 

 

 

 

 

→Name of the meeting 

→Date, start time and duration 
(You can change the date, time and 
duration using the arrow to the right 
of the box. If another one is not 
scheduled before this one, you can 
join the session before the time set 
for the beginning of the meeting. The 
same applies to the duration unless 
another meeting is scheduled). 

→ Video or Sound: choose to activate 
or not. I suggest you choose 
"activated" by clicking on the circle to 
the left of the word for the host and 
participants. 

→ Calendar: This option allows Zoom 
to add the scheduled session to your 
electronic calendar. 
 

To schedule a future session 
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Zoom generates an email with the following information: 

By sending this email to your home 
or work address, you keep the 
meeting information and allow 
Zoom to add this meeting to your 
calendar if it is linked to the email 
address you used. 

You can also simply copy the 
information into an email that you 
will then send to all participants. 

 
 
 
 

Another way to retrieve information about a scheduled meeting is to click on the "meetings" tab 
at the top of the application: 
 

 
 

 
The scheduled meetings will be accessible in chronological order. The option "copy the 
invitation" allows you to retrieve the necessary information which you can add to an email for 
your participants. The scheduled meeting can also be modified or deleted. 
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2.4 Description of each tool on the Zoom window  

For the following section, I suggest you open a new meeting on Zoom. Depending on 

whether you have a free or a paid account, you will find (or not) the different tools 

presented in this guide which is based on the Pro version of Zoom. Some screenshots 

are from a French account. Note the position and images shown on these screenshots to the 

corresponding icons and subtitles on your viewing window.  

 

 

 

Band at the bottom of the page:  

1. Tool for turning the sound on and off (microphone)  
2. Tool to enable or disable video (camera) 
3. Tool for changing security instructions (shield) 
4. Tool to know the participants (numbers and names) 
5. Tool for surveys (3 columns) 
6. Chat tool or "Chat" (speech bubble)  
7. Screen sharing tool (rectangle with upward arrow) 
8. Recording tool (two circles) 
9. Tool for division into breakout rooms (4 squares) 
10. Reaction Icons Tool (Smiley face) 
11. Ending the session or meeting 

 

2.4.1 Tool for turning the sound on and off (microphone)  

When the microphone icon is present, it is activated. 

If you click on it, it will deactivate, and a red bar will appear. 
On the screen, under your image, the microphone will be red. 
Your microphone is then on "mute". 

If you click on the "^" arrow to the right of the microphone, you 
will see a list of choices for your microphones, headphones, 
speakers and other sound gadgets connected to your 
computer. This feature is useful for configuring the sound and 
fixing certain problems by choosing one of the options 
provided. 

The session’s host may request that a participant's microphone be opened or mute 
all but his own. → See 2.3.4 Participant tool. 

Name 

Name  

End the 

session 
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2.4.2 Tool to enable and disable video (camera)  

When the icon of the camera is present, it is activated. 

If you click on it, it will deactivate and a red bar will 
appear: the screen will turn black with your name in the 
center or your photo if you have added one in your 
profile on your settings. → See Appendix 3. 

Your camera is then closed. Closing your camera can be useful when the Internet 
connection is unstable. You will hear and you can talk with the microphone open, but 
no one will be able to see you. Some people may choose this way to participate in the 
meeting for various reasons. The windows of participants without a picture are placed 
last on your screen. 

If you click on the "^" arrow to the right of the camera, you will see the list of choices 
for the cameras available on your computer. This function is useful to solve image 
problems by choosing one of the options. 

The session’s host can request the opening of a participant's camera by clicking on 
that person's name. This can help in case there are connection problems with the 
camera. 

In the choices offered for the camera, you can choose 
a virtual background. This feature can be interesting 
to hide your decor, but it only 
works well with a neutral wall 
without different depths. In this 
example, the frame on the wall 
does not disappear! Also, 
when showing a text, if the 
writing is inverted, remove 
"Mirror my video". 

 

 

2.4.3 Tool for changing security instructions (shield)  

When you click on the shield, you will see the security 
measures put in place for the session.   

Session lockout prevents new participants from joining 
the session.  

Virtual background 
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The waiting room allows you to choose who you want to 
admit to your session. Participants will join the session when 
you click on the word "admit" next to the participant's name 
that appears on your screen. When using this feature, pay 
attention to your Zoom window, as you can easily forget to 
admit someone or make them wait unnecessarily! It is also a 
good habit to start a session at least 15 minutes before the 
scheduled time!  

Whether participants can share their screen, use the chat, 
rename themselves or control their microphone depends on 
your style of facilitation and the type of meeting you are 
facilitating. 

 

2.4.4 Participant tracking tool  

Clicking on participants will bring up a window with the names 

of those present. The number in brackets indicates the total 

number of participants (including the host). If the number of 

people exceeds the space allowed the bar on the right side of 

the list will allow you to scroll up and down in the list of names. 

Simply put your cursor on the slightly darker space on the bar 

and, keeping your finger on the mouse, move down or up the 

list. You can also "lower your hand" and rename the 

participants by selecting "plus" which will appear next to the 

name on the list.  

The microphone and camera icons allow you to quickly see if 
the microphones and/or cameras are working. You can, as 
host or co-host, control their opening and closing. The mute 
all option allows you to shut all the microphones with a single 
keystroke.  

 

 

The invite option allows you to invite a 
participant during your session. Other options 
are available by clicking on "...".  

Note: A check mark 
indicates that the option is 
enabled. By clicking on an 
option, you can enable or 
disable it. 

Note: A check mark indicates that the option is enabled. 
By clicking on an option, you can enable or disable it. 
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2.4.5 Tool for surveys (Polls) 

The tool for surveys allows you to send multiple-choice 
questions to participants during a session.  

By clicking on this option, the following window will appear:  

 

By clicking on add a question, you will be 
redirected to the Zoom website to create your 
question. 

 

The question must not exceed 255 characters including spaces. You may choose to allow 
a single answer or multiple answers to your question. Survey responses can be 
anonymous or not by choosing to check or uncheck the anonymous box. By going to the 
bottom of the page, you can add one or more possible answers or other questions. You 
must then save your survey to keep it. You can come back later to edit, add, or delete a 
question.  

Note: The creation of a survey is done by 
opening the pre-programmed meeting. It 
is possible to create a poll during the 
meeting if another person is facilitating 
or creating the poll. 
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Once the survey has been 
recorded from the scheduled 
session, it is available by clicking 
on polls.  

 

All that remains to be done is to launch the 
survey. 

 

The following screen will appear. 

As participants answer the questions, the table 
will fill in.  

When you feel that enough time has passed or 
that all participants have completed your survey, 
simply click end survey.  

 

All you must do then is share the results! 

Participants will then be able to see the results 
table. This is the same table that you, as host, 
could see during the consultation when the 
participants saw only the questionnaire. 

To finish viewing and presenting the results to 
everyone, click stop sharing results which 
will appear at the bottom of your screen. You 
will then make it disappear by clicking on the 
"x" in the upper right corner of the window. 

If you want to run the survey again or repeat 
the questionnaire, use this  
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2.4.6 Chat tool or "chat" (speech bubble)  

The chat tool, "chat" or "converse" allows the exchange of 
text messages during the session. 

 

Clicking on the chat bubble will open a window 
on your screen. You can send a message to 
everyone like the example below: 

To do so, you go to the enter your message 
space, type your message and then send it to 
everyone by clicking on the enter key on your 
keyboard. 

The message will be sent to all participants. If 
someone other than you shares a message with 
everyone, you will see it appear with that 
person's name. When the message is yours, it 
is written from me. 

For a private message to one person only, you 
must choose the right person from the choices 
by clicking on the arrow to the right of 
everyone.  

Sending a file is available by clicking file. 

A series of choices will then be offered to 
you. You will have to choose the location of 
your file and upload it to the chat box. A 
green check mark will indicate that 
everything is done correctly. 

If someone else shares a file with you, you 
will have the option to save it on your device. Here is an 
example: 

Management of the chat between participants 
is available by clicking the small dots.  
The options are: 
 

Note: A check mark 
indicates that the 

option is enabled. By 
clicking on an option 

you can enable or 
disable it. 
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To properly facilitate a session, keep an eye on 
possible hand raises, microphone and sometimes 
camera activations and deactivations, as well as 
questions or reactions in written messages. These 
two windows are activated by clicking on manage 
participants and chat. It is advantageous to keep 
them present throughout the session. 

If you hear disturbing background noise, feel free 
to turn off the microphone(s) of one or more 
participants!  

It is possible to change your name and profile 
picture by choosing your name from the list. 

 

Write the new 

name :  

 

 

For participants, several options are available by 

clicking on the plus sign or three dots to the right 

of their name.  

If you name 

Participant as host, 

you give him/her all 

the privileges of the 

Zoom platform. To 

maintain facilitation 

privileges while 

benefiting from the 

assistance of 

another person, 

choose to name 

Participant as Co-host. 

Note: When the "participants" 

window and the "chat" window are 

activated, they overlap like this. 

 

To encourage non-verbal 

participation, a series of icons 

can be enabled in the settings 

and will appear between the 

participant window and the 

chat window. → See page 24. 

 

Invite someone by clicking 

"invite" and then the name of 

your contact or copy the link 

and send it by email.  
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2.4.7 Screen sharing tool (rectangle with upward arrow)  

The share screen is a handy tool to illustrate the purpose 

of an activity during a session. You can, for example, 

point out the different Zoom tools during a first meeting 

with people who are not used to Zoom!  

Or, you can share a web page, a PowerPoint presentation or any other content on screen. 

This screen sharing must be used with care, because if you have confidential content on 

your screen, it will end up on the front page of all participants' screens! Your email 

notifications will be there too! 

To share your screen, click on the Share Screen tab and choose from the options 

presented to you. Click on the chosen screen and click on share. 

 

When you click on a screen, it turns blue. To share, click share in the lower right corner. 

Your screen will appear on all participants' screens. Notice the number 1 on the Zoom 

display. This is often the first screen among the choices. It is the main screen on your 

computer. If you are using two monitors, you will see a 2 on your second monitor. 

When you share your screen, a black band will appear, usually at the top of the screen. 

 

This strip reminds you that your screen is shared by everyone. To stop the sharing and 

return to the individual screens, click on the red rectangle stop share. 

In the choice of the screens to share, you have the option of the white board. This can 

be useful for group idea sharing. 
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2.4.8 Recording tool (two circles)  

The recording tool allows you to record a session.  

WARNING: To respect the participants, it is strongly 

recommended that consent be requested to record all or part of 

a session and to specify the purpose for which the recording is 

to be made.   

2.4.9 Tool for division into breakout rooms (4 squares)  

This tool allows you to divide a large group into 

smaller groups. This feature is not available in the 

free version of Zoom. It often justifies by itself the 

choice to subscribe to the paid version Pro. 

To divide a group into subgroups, click on the "divide into groups" tab.  

NOTE: Sometimes this tab does not appear because the Zoom window is not wide enough on your 
screen. You can then "switch to full screen mode" or enlarge the window with the mouse. If this is 
not possible, choose the "..." tab to the right of the bottom band and the group division will be 
accessible this way. If you have just subscribed to the paid version after using the free version, it is 
also possible that your settings are not configured with this option. In this case, you must check it 
in your Zoom settings. See Appendix 3 on page 25. 

When you click on the tab,  

this window will appear. 

 It gives you the choice of the 

number of sessions or rooms.  

In this case, 3 rooms have been 

chosen. The participants can be 

divided randomly (automatically) 

or manually (you decide who will 

be in which group). 

The number of participants per 

room will be displayed on the 

screen according to the number of participants. As a host, you will not be included in the 

subgroups. You will be able to join each of the subgroups as you wish. When you wish to 

assign each participant yourself, you click manually and a choice window will appear 

according to the number of subgroups you have chosen. When you want to assign 

participants to subgroups, quickly and without worrying about who is with whom, click on 

automatically. 
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By clicking assign to the right of each room, a list of 

participants will appear. From this list you select the names of 

the people who will form that subgroup. By selecting the 

members of the 2nd subgroup, the people already assigned to 

the 1st subgroup will not appear in the list of choices. And so 

on until all the subgroups are formed.  

Open all rooms sends participants to their respective 

subgroup or breakout room. If you are missing a room, you 

must add a room before starting all sessions. If someone 

joins the meeting while the subgroups are being formed, you 

will be able to assign that person to a room of your choice in 

the same way you assigned the other participants. 

Before opening all rooms, you can also rename 

the rooms to make it easier to manage the 

subgroups. To do this, send your mouse pointer 

over the name of the group you want to change 

and rename will appear. Click on it and write the 

new name in the breakout room name box. You 

can also delete one group if you have too many. 

When you click on open all rooms, a message 

will appear on the participants' screen inviting 

them to join their subgroup. Time will be allocated 

for this. This is the countdown timer. 

In the options tab, you can adjust the time of this 

countdown and the time of the automatic return to the larger group.  

 

In this same tab, another interesting option is to allow any participant to come back and 

talk to you at any time. After sharing the reason for his or her return, you will be able to 

return that person to his or her breakout room. When a person is in a room, they can notify 

you of their request for help with a button to that effect and you will receive a request for 

help. 
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Before starting the breakout sessions, if you 

wish to move a person from one group to 

another, select that person's name to bring 

up the choice of move in or swap with 

another person. This change must be made 

before starting all groups. 

 

 

 

To join a room, as a host, after starting the 

sessions, click join to the right of the selected 

subgroup. 

To return to the large group, you end the 

subgroup sessions by clicking on the tab for that 

purpose. 

If you wish to experience several activities in 

subgroups during a meeting, you can keep the 

same subgroups (Zoom will remember your 

assignment of the first activity). Otherwise, you 

must use the recreate sessions tab to make a 

new automatic or manual assignment. This tab 

is also useful when you have made a mistake 

and want to start all over again! 

 

 

 

 

  

To see a simulation of the management of breakout 

rooms, I invite you to view this video: 

https://youtu.be/ASoCX9w_soM 

https://youtu.be/ASoCX9w_soM
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2.4.10 Interaction or Reaction Tool (Smiley face)  

This tab offers several options to express yourself during a 

virtual meeting. In most situations, the first two images are 

accessible: the hand clapping and the thumb in the air. On 

some platforms, other choices are possible: 

 

 

 

→ For more information: see Appendix 3 to explore the checklist items in the settings on 

pages 24 to 27. 

 

2.4.11 Ending the session or meeting 

To end the meeting use this tab.  

 

You can end meeting for all if you want to 

completely close the session for all the participants. If 

you want to leave the meeting for any period of time, 

you can use the leave meeting tab. All the 

participants will be able to continue the meeting 

without you. It is an interesting feature if you are the 

administrator of the account but not the facilitator of 

that particular meeting.  

 

 

   

  



 Virtual mode : accompaniment and facilitation 22 of 30 

Appendix 1: Tutorials for Virtual Tools 2 

 

Zoom (Zoom.us) 

How to DOWNLOAD & install ZOOM on Mac & PC COMPUTERS to CREATE 1 video conferencing 
meeting 
https://youtu.be/5TuNVDclC9w  
 
INSTALL the ZOOM application on a phone or tablet 
https://youtu.be/5xysBmrJ1og  
 
TUTORIAL ZOOM : Install on phone or computer and organize a meeting 
https://youtu.be/vJRapvNBEX8  
  
To install Zoom and host meetings (more configuration details) 
https://youtu.be/X8WU6xp4TMs  
 
To participate in a Zoom meeting without installing the application 
https://youtu.be/V6ciqVRquxo  
 
To install the Zoom application to join a meeting 
https://youtu.be/BzKTEaxFFSw  
 
Install Zoom on phone or tablet 
https://youtu.be/iSkqCbMZ4Sc  
 
Create breakout rooms during the meeting 
https://youtu.be/ASoCX9w_soM  

 

Facebook (www.facebook.com) 

The Networking Lab offers a series of tutorials on various issues related to Facebook 
https://www.youtube.com/playlist?list=PL1NY8hzQ7uW3u3MFRvKOszsHxwRXYMWp6 
 

 Google Forms (www.google.com/intl/fr/forms/about/) 

Tutorial: Creating online questionnaires with Google Forms 
https://youtu.be/gNZv9mRiTcc  
 

 
2 The links were validated in October 2020. 
 

https://zoom.us/
https://youtu.be/5TuNVDclC9w
https://youtu.be/5xysBmrJ1og
https://youtu.be/vJRapvNBEX8
https://youtu.be/X8WU6xp4TMs
https://youtu.be/V6ciqVRquxo
https://youtu.be/BzKTEaxFFSw
https://youtu.be/iSkqCbMZ4Sc
https://youtu.be/ASoCX9w_soM
http://www.facebook.com/
https://www.youtube.com/playlist?list=PL1NY8hzQ7uW3u3MFRvKOszsHxwRXYMWp6
http://www.google.com/intl/fr/forms/about/
https://youtu.be/gNZv9mRiTcc
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Appendix 2: Why are video conference 

discussions so exhausting?  

Two important aspects : 

• The absence of body language: In our natural conversations, we tend to forget that there 
is a whole non-verbal dimension at stake, that our body language actively participates in the 
way we communicate. Yet, without us being aware of it, this dimension fades away with the 
videoconferencing tool. Here are a few examples: we cannot look our interlocutor(s) in the 
eyes, the position of the camera in relation to the angle of the face can give the impression 
of disinterest, the size of the image can make it very difficult to read expressions, etc. In 
videoconferencing, an uncomfortable dissonance sets in: we know that our minds are 
together, but our bodies feel that we are not. Another disturbing factor: seeing yourself on 
the screen while talking with others makes the mind wonder what posture to adopt or focus 
on your own facial expressions, disrupting the naturalness of the exchange. And if there is 
a slight delay in the exchange because of a technological weakness, it can be disturbing, 
creating awkward silences, or overlapping conversations! On top of the frustration that this 
creates! 

• Overall discomfort of the experience: Discomfort arises when purely technical elements 
such as images that freeze, notifications indicating a connection problem, or a reconnection 
disrupt the concentration and the flow of the exchange. Being limited in one's movements, 
not moving around too much, sitting in the frame of the camera, or keeping one's eyes glued 
to a screen, add constraints to the experience. Moreover, in times of confinement, it is 
difficult to compartmentalize one's social roles, since the home has become, for many, the 
place for all our activities (work, leisure, family, etc.). Everything seems to blend! 

 
Reference :  
https://www.lefigaro.fr/secteur/high-tech/zoom-fatigue-pourquoi-les-discussions-en-visioconference-sont-si-
epuisantes-20200423?fbclid=IwAR3Bf94Pj6Uw1cWBmwpYE6WWTJubEKRcKJuZ-4WdhNhvSfg7DDbffoDJUp8 
 

 

 

 

  

https://www.lefigaro.fr/secteur/high-tech/zoom-fatigue-pourquoi-les-discussions-en-visioconference-sont-si-epuisantes-20200423?fbclid=IwAR3Bf94Pj6Uw1cWBmwpYE6WWTJubEKRcKJuZ-4WdhNhvSfg7DDbffoDJUp8
https://www.lefigaro.fr/secteur/high-tech/zoom-fatigue-pourquoi-les-discussions-en-visioconference-sont-si-epuisantes-20200423?fbclid=IwAR3Bf94Pj6Uw1cWBmwpYE6WWTJubEKRcKJuZ-4WdhNhvSfg7DDbffoDJUp8
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Appendix 3: Interesting Items to Check in the 

Zoom Account Settings 

 
 

Your Internet browser will open on the Zoom page of your account. You will then be able to 

choose from the following options: 

→ Profile 

 

 

Click on 

Profile 

To display 

your account 

information. 

This is 

where you 

can edit : 

• the profile’s picture 

• the name of the account 

• the login email address 

• the language  

• Time zone (Eastern Standard Time, United States and Canada) 

• the configuration of the calendar in which Zoom adds the schedules 

• the password for access to the account 

 

 

 

 

Click on : 

Settings 

 

Then choose 

Show more 

Settings   
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→ Account management 

                        

Security: waiting room 

 

 

In meeting (basic)  

 

 

 

Click  

Account 

Management 

Then choose 

Account Settings 

to view the items 

available in your 

account. 
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At the bottom of the participants section, an additional icon choice will appear if this feature is 

enabled. 

 

yes 

no 
asks to slow down or go 

backwards 

Do not agree 

or dislike 

agreementn  

Agree or 

like clap 

need a break 

temporarily absent or away 

request to continue 

Delete all 
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In meetings (advanced) 

 

 

Note: This feature must be manually activated in the account settings when switching from a free to a paid 

account.  
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Appendix 4: Procedure for BILLING 

INFORMATION  

 

 

Your Internet browser will open on the Zoom page of your 

account. You will then be able to choose from the following 

options: 

                        

You will find your invoice history:  a list of your invoices that you can print or download as you wish.  

Click on : 

Settings 

 

Then choose 

Show more 

Settings   

 

 

Click on : 

Account 

Management 

Then choose 

Billing 

 

And then 

Pay Bill / view 

invoice 
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Appendix 5: Zoom Help Center Articles  

Here is a series of articles from the Zoom Help Center: 

https://support.zoom.us/hc/fr/articles/360034967471-Guide-de-d%C3%A9marrage-rapide-pour-les-nouveaux-

utilisateurs#h_b0c98dfa-d90f-486d-9617-71ab7b41a273 (if in French, go to the bottom and choose: English) 

Creating your own account 

To sign up for your own free account, visit zoom.us/signup and enter your email 

address. You will receive an e-mail from Zoom (no-reply@zoom.us). In this e-mail, click 

Activate Account.  

Signing in to your Zoom account on the web  

You can login to your Zoom account on the web at any time at zoom.us/signin. Once 

you are logged in, use the panel on the left to navigate the Zoom web portal.  You can 

update your profile, schedule a meeting, edit your settings, and more.  

Updating your profile  

You can update your profile by adding a profile picture, set your time zone, update 

your password and more. To access your Zoom profile, sign in the Zoom web portal 

and click Profile.  

Scheduling your first meeting  

There are many ways to schedule a meeting, including the Zoom web portal, though 

the Zoom client, or with one of our extensions or plugins. Here are some basic 

instructions for scheduling your first meeting.  

1. Sign in to your Zoom web portal. 

2. Click Meetings. 

3. Click Schedule Meeting. 

4. Choose the date and time of your meeting.  

5. (Optional) Select any other settings you would like to use.  

6. Click Save. 

Downloading the Zoom client  

You can download the Zoom Desktop Client for Mac, Windows, Chrome OS and Linux, 

as well as the Zoom mobile App for iOS and Android from our Downloads page.  

Starting a test meeting  

You can join a test Zoom meeting  to familiarize yourself with the Zoom and test your 

microphone/speakers before joining a Zoom meeting. Visit zoom.us/test and click 

Join.  

 

https://support.zoom.us/hc/fr/articles/360034967471-Guide-de-d%C3%A9marrage-rapide-pour-les-nouveaux-utilisateurs#h_b0c98dfa-d90f-486d-9617-71ab7b41a273
https://support.zoom.us/hc/fr/articles/360034967471-Guide-de-d%C3%A9marrage-rapide-pour-les-nouveaux-utilisateurs#h_b0c98dfa-d90f-486d-9617-71ab7b41a273
https://support.zoom.us/hc/fr/articles/zoom.us/signup
mailto:no-reply@zoom.us
mailto:no-reply@zoom.us
https://zoom.us/signin
https://support.zoom.us/hc/en-us/articles/201363203
https://support.zoom.us/hc/fr/articles/201362413
https://support.zoom.us/hc/fr/sections/201728973
https://support.zoom.us/hc/fr/articles/201362413
https://support.zoom.us/hc/fr/articles/201362033
https://support.zoom.us/hc/fr/articles/201362033
https://support.zoom.us/hc/en-us/articles/213298746
https://support.zoom.us/hc/en-us/articles/204206269
https://support.zoom.us/hc/en-us/articles/204206269
https://support.zoom.us/hc/fr/articles/201362993
https://support.zoom.us/hc/fr/articles/200942759
https://support.zoom.us/hc/en-us/articles/115002262083
https://zoom.us/test
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Start your first meeting as the host  

As a meeting host, there are several ways you can start your meeting. Your upcoming 

meetings will be listed in the Meetings tab of your Zoom desktop client or mobile app. 

You can click Start next to the meeting name. You can also start your meetings from 

the Zoom web portal.  

1. Login to My Meetings. 

2. Under Upcoming Meetings, click Start next to the meeting you want to start. 

 

3. The Zoom client should launch automatically to start the meeting. 

Inviting others to join your meeting  

Inviting others to join in your meeting is as simple as sharing an invitation or join link. 

You can do this after scheduling your meeting by clicking Copy the Invitation. 

 

Joining another user's meeting  

There are many ways to join a meeting, but the easiest way is to click the join link 

provided that the meeting host provided. You can also click Join in your 

Zoom client and enter the meeting number.  

 
To view tutorials created by Zoom: in English 
https://support.zoom.us/hc/fr/articles/206618765-Zoom-Video-Tutorials 

https://support.zoom.us/hc/fr/articles/201362423
https://zoom.us/meeting
https://support.zoom.us/hc/fr/articles/201362183
https://support.zoom.us/hc/fr/articles/201362193
https://support.zoom.us/hc/fr/articles/206618765-Zoom-Video-Tutorials

