2025 Elevating Cougs Moderator Guide
Quick links: 
· Elevating Cougs website 
· List of Sessions
· Moderator signup sheet
· Conference registration page/ Zoom platform
· Workday Service Desk and Knowledge Base
· Zoom Events Support
General information for Moderators and Speakers:
· Moderators will begin the meeting or webinar at sessions’ scheduled time. Speakers with a webinar may join the webinar from backstage early, however, please let your moderator start the session/recording and admit attendees. Remember you have to start the webinar from backstage. 
· Moderators will introduce session names and primary speakers, as well as “housekeeping” items indicated below.
· Session speakers are responsible for determining when and which questions they wish to answer during Q&A or from the meeting chat.
· Attendees with technical issues (Zoom platform, registration, etc.) should submit their questions directly to the Workday Service Desk.   
· If any participants are inappropriate, are rude or exhibit inappropriate behavior or language, please feel empowered to mute them and/or message them using the provided canned responses. It is absolutely within your right to remove them from the session if they become unreasonably disruptive to the session. 

Logistics and Questions to Ask:
· How would you like to be introduced?
· Will you be sharing your screen?
· Do you plan to have breakout rooms?
· How would you like to monitor chat/manage Q&A (beginning or end of session, or during?)
· Will you have additional resources (documents, links, etc.) you will need to share during the session?
Difference Between Meetings and Webinars
· Meeting
· All participants can mute/unmute their own audio and turn on video.
· Hosts and moderators can mute participants upon entry.
· Participant list is visible.
· How to manage a Q&A during a meeting
· Webinar
· Only the hosts and panelists can mute/unmute their own audio.
· Attendees join in listen-only mode.
· Host can unmute one or more attendees.
· Attendees can use Q&A feature to ask questions during the webinar for the hosts and panelists to answer.
· How to manage Q&A during a webinar
Moderator’s in-session guide:
1. Join session. 
2. Click more in the menu to access Resources including Links and Documents.
a. Resources button if webinar.
b. Verify resources are available prior to session.
3. Verify with speakers if they’re ready to begin session via chat.
4. If ready, join meeting or webinar, then begin using the button at the top of the window.
5. Enable captioning.
6. Introduce session, including:
a. Greeting & thank you for joining
b. Session name
c. Main speaker
d. Yourself 
e. Cover Session format:
i. Sessions are being recorded.
ii. Please don’t include any personal information.
iii. Attendees should use Q&A feature to submit questions. 
iv. Q&A submissions are visible to all attendees. Please don’t submit any sensitive information, such as employee data, in the Q&A.
v. Ground rules- constructive conduct and conversation throughout the event, and while using the platforms’ chat and Q&A features.
vi. Since question may be limited, you can also note that questions can be submitted to the Workday Service Desk.
vii. Attendees with technical issues (Zoom platform, registration, etc.) should submit their questions directly to the Workday Service Desk. 
f. How to access Resources to download materials.
g. That sessions will be recorded & made available on Percipio; recordings will be made available in the coming weeks.
7. Close session:
a. Attendees can submit follow-up questions to Workday Service Desk. 
b. Attendees can fill out a Zoom post session survey immediately following the session. A few days after the session, attendees will receive a post-conference survey. Please complete these surveys, your feedback is important!
c. Thank speakers and attendees! 
