
 
 
 

HOSTING and MODERATING 

 
Module #5 

 

OVERVIEW  

screen sharing, chat, reactions, polls,  

viewing options and Zoom walk through 
 

 
In general terms when referring to online delivery we are focussing on Zoom Meetings and Zoom 

Webinar 

 
This Overview introduces some of the tools available in Zoom for audience engagement. 

Presenters may have chosen to use them, and as a Host or Moderator you may be asked to 

facilitate their use. You may also opt to take advantage of these tools to engage the audience in 
your role as Host or Moderator. 

 

Screen Sharing 
 

Screen sharing allows a meeting participant to show content to the other attendees. That 
content could be a video, a document, images, their desktop, Zoom tools like a Whiteboard or 

a slide show using a program like PowerPoint.  

 

 

 

You may be required to share slides prepared by the Society for attendees to view while 
waiting for the event to start. You may also need to assist the presenter with any Screen 

Sharing questions or issues they might have.  

 
Detailed information on Screen Sharing is found in Module #7. 

 

  

https://www.calhort.org/wp-content/uploads/Module-7-Screen-Sharing.pdf


 
Chat 

 

Chat is a great tool for communicating with attendees as a group, or individually. You can 
welcome attendees, field questions, answer questions, and share information such as web links 

or documents.  

 

 

 

If your presenter has asked that materials be shared with attendees using the Chat function, 
make sure you have access to those materials (web links, documents etc.) ahead of time so that 

you can add them to Chat quickly and seamlessly. 

 
If the speaker has said they welcome questions throughout the presentation, you must use your 

judgement as to when and how to interrupt the speaker. BUT be sure to explain to the 

audience that questions should be typed into Chat, and not asked by using their Unmute 
buttons. If questions are being submitted to Chat, but are being held until a break or the end of 

the presentation, try to monitor them so that you have an idea of what questions you’ll need to 

ask the speaker.  
 

Keep in mind that attendees often have general questions about gardening, or questions that 

are off topic. Try to keep these until the end, as otherwise they can distract the speaker and 
audience away from the topic at hand. If you don’t have time, apologize to the audience. Often 

the presenter will offer their contact information for people to follow up later. 

 
Your job as Host or Moderator is to monitor the Chat content throughout. There may be 

technical questions you can answer via Chat – for instance if an attendee is having trouble with 

Zoom views etc. If there is something that is relevant for the whole audience, you may need to 
interrupt the speaker. 

 

Refer to training materials in Module #8.  
 

Reactions 

 
Reactions is a tool that allows participants to provide 

feedback, gain attention, and interact with each other and 

with the Host, Moderators and Presenters. If the speaker 
has offered to take audio questions, you might choose to 

use Reactions for people to indicate they have a question, 

asking them to use the Hands Up icon.. Other Reactions 
might need addressing if they are icons such as ‘Slower’ or 

Speed Up’.  

 

https://www.calhort.org/wp-content/uploads/Module-8-Chat-and-Reactions.pdf


Be sure you know how to use Reactions, and how to coach attendees to use them. 
 

Refer to training materials in Module #8. 

 
Polls 

 

Polls is a tool that allows questions to be posed 
to the audience. They require participants to 

interact with content by typing their responses. 

Responses can be collected and then shared 
with the audience, or used by a Host or 

Presenter to gather information or evaluate 

learning.  
 

Polls are best when set up prior to a program. 

Their use will have been discussed ahead of time 
by the Program Coordinator and the Presenter. 

You may be asked to launch a Poll, monitor 

participation, end a Poll, and then share the 
results with the participants. Results can also be 

downloaded and referred to later. It is also 

possible to re-launch a Poll but this will delete all previous responses.  
 

Refer to the training materials in Module #9.  

 
 

Viewing Options 

 
Zoom offers several different ways of viewing 

presenters, participants and any content that 

might be being shared. How these are used 
can greatly impact someone’s experience. 

 

These options vary depending on if you are 
the Host, Moderator, Speaker or an attendee. 

If you are the Host or Moderator, you could 

be using all options, and need to be able to 
support your presenter 

and attendees.  

 
 

Refer to the training 

 materials in Module #10. 
 

 

 

https://www.calhort.org/wp-content/uploads/Module-8-Chat-and-Reactions.pdf
https://www.calhort.org/wp-content/uploads/Module-9-Polls.pdf
https://www.calhort.org/wp-content/uploads/Module-10-View-Options.pdf


 
Zoom Walkthrough 

 

It is considered best practise for a Host or Moderator to carry out a Zoom Walkthrough for 
participants prior to the presentation beginning. This helps ensure that all participants are 

comfortable with the Zoom experience and know how to interact with the environment and 

tailor it to maximize their experience. 
 

Refer to the training materials in Module #6 

 
 

 

NOTE 
 

As a Host or Moderator for any Zoom or online program, you play a very important role. A 

good Moderator that is comfortable with their role, and the tools needed to perform it, adds 
greatly to the overall quality of the program, and the experience of the attendees. Take your 

role seriously and do your best to be well-equipped and prepared to carry out your 

responsibilities.  
 

https://www.calhort.org/wp-content/uploads/Module-6-Zoom-Walkthrough.pdf

