Scheduling a ZoomGov Webinar and Setting it up for Youtube Live

Note: If you don’t have a ZoomGov account please reach out to your agency’s voice
coordinator and have them open a general request in Service Now requesting one.

Example of Request: Please send to IOT Telecom, Jane Doe needs a ZoomGov account.
Email address is jdoe@iot.in.gov. Billing code for use is XXX (can be the 3 digit bill code or
the full gl string).

Log into your ZoomGov.com account and go to Webinars > Schedule a Webinar
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Update any settings you may need changed. (Topic, Description, date and time,
registration, video (host and panelist) video will not be available for attendees (the public),
Alt host (they would also need a zoomgov account but would be able to host the meeting if
the person scheduling the meeting is out). Once you update these setting click schedule
and then you can invite the panelist.
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In the link below you can see what permissions a host, Alternate host, co-host, panelist,
and attendee have so you can assign the other members helping you run the meeting the
access that will best suit your needs.

https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0065551
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Note: Alternate Hosts and Panelist can be assigned prior to starting the Webinar. A Co-host
can only be assigned after the webinar starts.

Click on Invitations > Edit
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Copy the Attendee link. This is the link that you will want to embed on your website to allow
the public to join for verbal comment.
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Go to Live Streaming > Configure custom Streaming
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Plug in your Stream URL, Stream Key, and Live Streaming page URL (sharable link) that you
got from YouTube.

Note: The Stream URL you will need an ‘s’ after rtmp.
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If using Q&A you can edit the setting here.
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Asndses can submit questions

Running the ZoomGov Webinar

From the ZoomGov client click on start.
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Once you start your ZoomGov Webinar click on More > Live stream




This will launch a web browser to your YouTube live. If you are not already signed into

YouTube, you will be prompted to sign in now.
You will also need to go your YouTube Studio page
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Back on ZoomGov:
Click on Participants to view your Panelists and Attendees.

If you don’t see participants, you may need to click on the More option.
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If you would like to make one or more of your panelists a co-host click on their name and
select co-host.
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To allow an attendee (the public) to speak click on allow to talk.

That attendee will get a pop up on the device they are on asking them if they would like to
unmute or stay muted. They will need to click on unmute.
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We recommend that at the beginning of your Webinar and before you conclude the
Webinar announcing something along the lines of »If.you.would.like.to.make.a.verbal.

public.comment.please.raise.your.hand.and.we.will.ask.you.to.unmute<; Then you
could also put that in the chat.




When you select the chat, it is going to ask if you want it to go to everyone or just the
panelists and hosts. In this case select everyone.
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Depending on how you initially set up your Webinar the attendee’s may not be able to chat
but the Host and panelist still can.
How | had the Webinar set up Chat was disabled, but a Q&A was enabled.

*Settings from initial set up.
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If you are using Q&A the attendees can submit questions and as the host/ co-host or
panelist, you can address them.

You may need to click on More > Q&A to see them

You’ll see another pop-up window with any questions that have been asked. You can click
on how to answer them.

In the pop up below Jessica was the attendee. Gary selected to answer live. Then he also
typed an answer.
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Once you are done with your Webinar go ahead and end the webinar.

Then go back to your YouTube Studio page and End Stream.
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Additional Assistance:

https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0062284#:~:text=
When%20you%20are%20ready%20to,event%20and%20click%20Go0%20Live.

A couple other things to note

You can record your ZoomGov Webinar (either in the cloud, which IOT does not
recommend storing recordings there or to your computer then save them where your
agency prefers to keep them). But this isn’t necessary since you are streaming the Webinar
to YouTube. You could always post the YouTube Video to your in.gov site or redirect them to
your YouTube page.
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If you turn on Closed captioning or Transcriptions it is only for yourself, but attendees also
have the option to turn them in their settings.
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