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Presenter Webinar Controls Overview   

When the presenters enter the webinar, they are able to start the webinar early or wait for the countdown 
clock to expire, which will start the presentation automatically.  
 
Important: 

• The countdown (Scheduled Start) and Start Webinar button only display until the countdown 
reaches 0. 

o After the countdown, the webinar starts automatically. 

• Presenters can start the presentation early by clicking the Start Webinar button. 

Key Presenter areas: 

• Share Your Screen section: 
o Share files 
o Share screen 
o Share video 

• Top bar: 
o Microphone 
o Webcam 
o Screen 
o Slides 
o Video 

• Communication section: 
o Chat 

▪ View and respond to messages 
o QA 

▪ View and answer questions 
o Polls 

▪ View responses and create poll questions 
o Handouts 

▪ Upload files for attendees to download or view 

• Host Control Panel: 
o Only viewable to Moderators (aka Session Managers) 
o Manage audience permissions 
o Start and Stop the recording 

▪ IMPORTANT: The recording can only be started ONE TIME. 

Visual of the Presentation dashboard with Host Control Panel (moderators only): 
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Presenters VS Moderators Webinar Controls   

Presenters and Moderators have the same controls, except for the Host Control Panel (HCP). 

 

The HCP is used to manage the following: 

1. Audience participation controls 

2. Recording start/end  

 

 

Moderator Presentation view 

• Notice the Host Control Panel on the right. 
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Presenter Presentation view 

• Notice the Host Control Panel is not present 
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Starting the Webinar   

Description 

When the presenters are in the Webinar Room, they are able to start the webinar one of two ways. It is not advised to 

 start the webinar early, it should start automatically with the countdown. This way, any attendee joining on time will  

not miss any of the presentations.  

 

Two ways to start the webinar: 

1. Clicking the Start Webinar button before the countdown ends: 

1. Available when the presenters are logged in. 

2. Not the preferred method of starting the webinar

 

2. Waiting for the countdown to end with a 10-second warning for broadcasting going live: 

1. Appears automatically when 10 seconds are left until start time 

2. Preferred method of starting the webinar 

 

Webinar Room image showing where the Bars above display: 

 

Instructions (see images above): 

1. Wait for the countdown to run out; starts presenting automatically 

1. Preferred method of starting the webinar 

2. Click the Start Webinar button before the countdown ends 
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Chat   

Description 

Presenters are able to chat with the following roles: 

• Publicly with attendees 

• Privately with attendees 

• Privately with presenters 

• Tweet with Twitter 

Chat vs Sticky Message: 

• Chat: Communication back and forth between attendees and presenters 

• Sticky Message: Communication that stays at the top of the chat section.  

o Used to pin messages, topics or calls to action 

Visual of Chat: 

 

 

Instructions: 

1. Select the type of chat: 

1. Public 

2. Presenter 
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3. Private 

4. Twitter 

2. Enter the message 

1. If Private or Presenter, select the person to message 

2. If Sticky, click the Sticky button 

3. If the message is a question, click the Add to Q&A button 

3. Click the Send link 

4. Message will display 
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Polling   

Description 

Polls are used to collect information from attendees. The responses can be posted for attendees to view or can be 

kept private. When polls are published, it pops up on the attendee screen (when it's not sent to the queue).  

Example of what attendees see: 

 

Instructions for creating a new poll: 

1. Click Polls 

2. Click the New Poll button on the bottom 

3. Enter the question and answers 

4. Update the Answer Choice, if applicable 

1. Let the attendee select more than one choice or not 

5. Click the Start Polling button 

6. Click the Are You Sure pop up: Confirm button 

7. Attendees will now receive the poll on their screen.  
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Visual instructions: 

 

Instructions on viewing poll results: 

1. Click Polls 

2. Based on the status of the polls, click to view their result 

Visual instructions on viewing poll results: 

• Closing the poll is optional. 
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Uploading Handouts   

Description 

Handouts are able to be pre-loaded as well as added on the fly, before and/or during the presentation.  

 

Visual of how they display for attendees: 

• Attendees can View the file by clicking the Eye Icon 

• Attendees can download the file by clicking the Download Icon 

 

 

Instructions: 

1. Click the Handouts header link 

2. Click Handouts 

3. If no current handouts, click: 

1. Share a Handout 

OR 

2. Manage Handouts 

4. If handouts are populated, click the Manage Handouts button 

5. In the pop-up, the presenter can upload a single or multiple files 

6. After uploading, select one of the following buttons: 

1. Share Now 

2. Add to Queue  
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Visual instructions: 
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Answering Questions   

Description 

When questions are asked, the Q&A tab will display a Red Circle, notifying the presenters of a new question.  

The presenter or moderator can answer the question directly for the attendee as well as to publish it for all viewers 

 to see. 

 

Visual process of a question being asked and answered: 

 

Instructions (see visual above): 

1. Click the Q&A header link 

2. Click New to view new questions 

3. Click the Answer link 

4. Enter the answer and click Send 

5. Answer displays below the question for the viewer 

1. If the question was published, the question and answer is viewable to all attendees 

 

 


