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Webinars and Zoom Conference Calls 
Whenever you join a Huddersfield Literature Festival event your microphones will always be on 
mute. This document will help you understand the differences between a webinar and a video 
conference call and how to interact in both ways.


What is a webinar 
A webinar is the equivalent  of a one way presentation from one or more speakers.  The speaker 
or speakers can present using presentations, videos, web pages or other multimedia content with 
you as an audience member whilst you watch. Nobody taking place in the webinar can see you as 
an attendee in all Huddersfield Literature Festival Events . Webinars typically have audio and 1

visual components. N.B You can participate in a webinar by phone. They will be able to hear what 
is being said but you will not be able to see any onscreen presentations





How do I participate in a webinar? 
You can participate via the chat function to make comments and ask questions via the Q&A whilst 
the presentation takes place. The chairperson will then read out a selection of questions or ask 
individuals to unmute themselves and ask questions themselves.


 This is not the case for all webinars some webinars do have visible audiences1
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What is a Zoom conference call? 
A Zoom conference call is a meeting that takes place either using a webcam or through audio. It 
is a two way-interactive conference call where participants can see each other (if they are using 
video and have their video switched on.) Participants can interact on Zoom by chat (see later) or 
by voice and video. N.B. Participants can attend Zoom conferences by telephone. They will be 
able to hear what is being said but you will not be able to see any onscreen presentations 

What is the difference between a conference call and a Webinar? 
The main difference is audience participation. Webinars, in general, tend to be less interactive 
than video conferences.
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Zoom - How to join a meeting for the first time 

There are 4 ways to join a Zoom meeting (see images above):


1. With the Zoom app on your desktop


2. Through a link via your email invitation


3. From the Zoom website


4. Or via telephone dial-ins N.B. you will not be able to see the screen if you dial in but 
you will be able to listen


How to download the Zoom App 
You can download the Zoom app as follows


https://itunes.apple.com/us/app/id546505307


https://play.google.com/store/apps/details?
id=us.zoom.videomeetings


This is for mobile devices such as a smartphone or a tablet. Whilst downloading you will 
see this
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Invitation

Zoom App

Website

App

Anyone can join a meeting using the 
Zoom app or desktop applications 

without having to create a Zoom account.

https://itunes.apple.com/us/app/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
https://play.google.com/store/apps/details?id=us.zoom.videomeetings


Joining a meeting through the app 

Once you have downloaded the app and click on the icon you will see the screen below


Joining a meeting through a link 
You can receive link via email, text message, WhatsApp etc. 
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By Text

By email 

By WhatsApp

N.B. You do not have to sign in 

you can just click on Join a 
Meeting

Then when you click to join a 
meeting you will see this. Where 
you enter a meeting ID and if it has 

been provided a password. That's 
all there is to it!



What you will see on a Zoom call 

Then you are on the Zoom conference 
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You can test your speakers and 
microphone are working here 

OR  

go straight to join with 
Computer Audio or you can 

choose to dial in

Then when you join the call you see this 



Things to note during the call 
Look at the menu.


How to mute or unmute 

Simply click on the mute button in the menu to turn mute on or off. On HLF Zoom calls we will 
sometimes mute all participants and you will have to unmute yourselves to speak when required.


How to turn video on or off 

Simply click on the Stop video button in the menu to turn the video on or off. 
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Smartphone

On a laptop or Mac. You may have to 
move your mouse at the bottom of the 

Tablet Laptop, Mac or PC

Smartphone
Tablet

Laptop, Mac or PC

Tablet
Smartphone



The view - gallery or speaker view 

The next thing you need to know is how to change your view.  There are two choices of view:


• Gallery view when you can see all participants. If there are lots of people on a call you may not 
see everyone on the screen at once as they can't fit. On a laptop you will see an arrow to scroll 
through the pages. On a smartphone or tablet you swipe from right to list to see everyone. If 
there are lots of people on a conference it's probably better to watch on speaker view


• Speaker view shows the screen of the person talking and changes as different people speak. 
This means you don't have to look at rows of people to try and pick out the person who is 
talking. This view appears differently on a laptop, desktop or Mac to a smartphone or tablet. You 
change the view as follows:
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Smartphone On a smartphone you swipe left or right to see 
different views. If you can only see yourself and 
one other person you are on speaker view. To see 
everyone you swipe from right to left to see gallery 
view. Reverse to see speaker view

If you swipe left to right until 
you can't go any further you will 
find another way to mute your 
phone and turn your video off

On a computer, laptop or Mac 
the view is changed by the drop 
down menu in the top right hand 
corner

Laptop, Mac or PC






How to interact during the Zoom call 
There are various actions you can take on a Zoom call. They all appear in the menus (look for the 
three dots) or when you click on participants.


1. You can change your name


2. You can chat by opening the participants list


3. There are reactions:


• Hand raising to ask a question (presenters may just ask you to physically raise your hand 
but this is an alternative)


• Thumbs up


• Applause


4. You can vote 'yes' or 'no' if required


You need to click on the menu to see the list of actions on the various devices:


How to change your screen name and Chat on a Laptop, Mac or PC 
Click on the more menu to change your name. Click on the chat button to chat
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Laptop, Mac or PC

Tablet

On a tablet you will see 
the symbol for gallery 
view or switch to active 
speaker. This button 
switches/toggles you 
between the two views



How to change your screen name on a Smartphone or Tablet 
Click on the participants button then select your name and select rename


How to chat on a Smartphone or Tablet 
Click on the more menu to select chat
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TabletSmartphone

Smartphone Tablet



How to use reactions on a laptop, Mac, PC, smartphone or tablet 
On the PC click on the reactions in the bottom menu bar and select your reaction. These only 
appear temporarily





Now you can participate in any of our Zoom events or webinars! We look forward to virtually 
seeing you 


If you have any questions please email enquiries@huddlitfest.org.uk 
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TabletSmartphone

Laptop, Mac or PC What everyone sees on screen

mailto:enquiries@huddlitfest.org.uk
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