
Creating your best 
ONLINE PRESENCE 

Module #1 

INTRODUCTION AND ZOOM PRESENCE 

Professional Appearance: 

As a Host, Moderator, E-monitor, or Instructor/Presenter for the Calgary Horticultural Society, 
how you prepare to participate in an online education program should not be much different 
from how you would prepare for the same event being offered in person. The audience takes 
its cue from the people it sees as representatives of the organization and its programming. 
Assume that your video will be on for part or all of the time that you are working or 
volunteering. 

Present a neat and tidy appearance. Dress appropriately – at least above the waist! This simply 
means avoiding clothes that would be considered too casual and any items with logos that 
might be inappropriate. 

Zoom Name: 

When you use Zoom it provides you with a name and an image. You do not need to have a 
Zoom account to be invited to, or to attend a meeting, but creating a free account provides 
you with more options for changing your name and image.  

When you join a meeting, Zoom will use a default name to show next to your video. This name 
may not always be appropriate (ie. a nick name, or email name) but you can easily change it. 
You might choose to use something more formal, or to remove your last name. If you are 
participating in the Zoom meeting as a Host, Moderator, E-monitor or Instructor/Presenter 
you may choose to include that title to reflect your role in the meeting.  



If you have a Zoom account, you can 
change your profile name permanently 
by logging in on the Zoom Web 
Portal and accessing the Profile 
menu and choosing Edit. 

If you are already in a meeting you can still change your profile name but it will only be in effect 
for the current session. You can access this from the Participants Panel, or by clicking 
directly onto your profile name. In some cases you may see an option to change your profile 
name for just the current session, or for future meetings. 

As a Host you can change the profile names for participants. This can be helpful if you want to 
indicate who your speaker is. Use the same steps as above. 

https://zoom.us/


Zoom Image: 

By default Zoom will display a black box with your profile name if you turn your video off. You 
can choose an image that will appear instead. Have some fun and choose something that fits 
your personality, the event, or that represents the Society. 

If you have a Zoom account, you can change your profile image by logging in on the Zoom 
Web Portal and accessing the Profile menu then choose Edit. 

If you are in a meeting, you can click on the three dots next to your video window, and choose 
Edit Profile Image. Or by using the Participants Pane, moving your mouse over your 
name and using the drop-down list that appears. This changes your profile image permanently. 

https://zoom.us/
https://zoom.us/


 
 
 
 

 
 
 
 
 
 
 
 
 

 
NOTE: 
 
If you have downloaded the Zoom App onto 
your computer, you can open the App and then 
access the Zoom Web Portal by clicking on 
the Gear button. Click on Profile, then Edit 
My Profile to get to the menus for changing 
your profile name and image. 
 
 
 

 
 
 
 
 
 
 
 
 
 

https://zoom.us/



