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Hosting a meeting 

Useful functions for meetings and encouraging attendee communication  
 
Your attendees can communicate with you in many ways. It's a good idea for you to encourage your 
attendees to communicate with you. Good feedback is important. Below is a few useful functions to 
help encourage attendee communication.  
 
Using a chat  
 

 During a meeting, your attendees can use the chat window to chat with you, the presenter, or 
other attendees (if you grant that permission).  

 
Raise Hand  
 

 When you have large meetings (10+) your attendees can use Raise Hand in 
the Participants panel to signal a question or respond to you. This is helpful so that people are 
not talking over the top of each other which is a common occurrence in video conferencing as it 
is harder to pick up on social cues in comparison to a face to face meeting.  

 
Mute 
 

 It’s important that you remind your attendees to mute their microphones unless they are 
speaking as the background noise can be very distracting for everyone and get in the way of a 
productive meeting taking place.  

Using Polls 

 You can use a poll to get feedback from your attendees during a meeting. 

 If you're the meeting host, then you're also the polling administrator by default. As the host, you 
can make any attendee the polling administrator by making them presenter during the meeting. 
This can be useful when you want to delegate the responsibility of polling to someone else or 
when you leave a meeting. 

Sharing Content 

 You can share content during your meeting by selecting Share content. The Share 
content dialog box shows thumbnail previews of the screens and applications that you have 
open. 

Share my screen 

 You can share everything on your computer screen with your attendees. If you have multiple 
monitors that are connected to your computer, place your cursor over the thumbnail of the 
screen that you want to share and select Share. 

Share File (Including Video) 

 You can share one or multiple files with attendees. To share a file that you have open, place 
your cursor over its thumbnail and select Share. 
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 When the file that you want to share isn't open, place your cursor over the Share 
File thumbnail, select Share, and select the file that you want to share. 

Share Application 

 You can share applications on your computer with attendees. 

 To share an application that you have open, place your cursor over its thumbnail and 
select Share. When the application that you want to share isn't open, place your cursor over 
the Other Application thumbnail and select Share. 

 If you have multiple monitors that are connected to your system, don't share applications that 
are displayed on different monitors. 

Start a Poll  
 

 Select View > Panels > Manage Panels to add the Polling panel to your meeting. 
 
 

 On the Manage Panels page, select Polling from the Available panels and click Add. 
Then, click OK. 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Select the question type from the drop-down list in the Question section of the Polling panel. 

 Select Short answer if you want a poll with a type in short answer. 

 Select Multiple choice - Multiple Answers if you want a poll with multiple answers from a 
list of possibilities. 

 Select Multiple choice - Single Answer if you want a poll with one answer from a list of 
possibilities. 


