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HOW IT WORKS 
   — The tech involved… 

➡ What someone needs to participate 

➡ What you need to lead 

➡ What we provide 

➡ Zoom



BEST PRACTICES 
   — Set your group up for success… 
➡ Sign-in and Start/End Time 

➡ Sign in at least 5 minutes earlier as 
several people like to show up early. 
Engage with them while others 
connect. End meeting on time. 

➡ Group reminder with link(s) 

➡ It’s best that you send everyone two 
emails per week; one after each 
meeting with any homework and/or 
material for the following weeks and 
the second email one day before 
your meeting, with the Zoom 
meeting link.

➡ Engage with people as they join in. 

➡ Ask them to mute themselves and unmute 
when wanting to talk. 

➡ Recap the previous week. 

➡ Be vulnerable, lead the way. 

➡ Have device on a hard surface to keep it steady. 

➡ Identify potential leaders and encourage them 
to lead in the future. 

➡ When in church, look for and greet them when 
possible. 

➡ Have a party at the end if possible.



ZOOM
Once you open the Zoom app 

and click the Sign In button

Ender your designated 
username (email) and 

password. Then click Sign in.



ZOOM

Once you’re in, your 
group’s name will show up 
on the left of the screen.

Once we set the 
schedule for your small 

group, you will receive an 
email with the instructions 

on how to get on this 
specific Zoom Meeting. 

You can then send it to 
your small group 

participants. This is how 
they will find you online.

Once you select your 
group, click the start 

button when you’re ready 
to start the meeting.



ZOOM

After you click “start”, this 
screen will show. Simply select 
the “Join With Computer Audio”.



ZOOM

Once the session is started, 
you’ll see this control bar in the 
bottom of the screen. They’re 

pretty self explanatory. 

The ones we’ll use the most are 
the “Share” and the “Chat” 
buttons. We may use the 
“Breakout Rooms” too.



ZOOM

To chat with 
everyone or in 

private with one 
participant, click 

the “Chat” icon on 
the control bar.

You may add 
websites, notes 

and whatever else 
you’d like.



ZOOM

If you want to divide your meeting 
in smaller groups, you can use the 

“Breakout Rooms” feature.



ZOOM

This pop-up will come up 
once you click on 

“Breakout Rooms”. 

It allows you to choose 
how many rooms you’d like 
to split your meeting into. 

It will also sort people 
randomly or you may 
select them manually.



ZOOM
When you do, 

something like this 
image will show up, 

giving you every 
window you have 

open in your 
computer. 

Select what window 
you want to share 
with the group. If 
you’re selecting a 
video, the video 
window will be 
available here.To share a video or 

a document, first 
open the video/

document in your 
computer than 

click on the “share” 
in the control bar.



ZOOM
To stop sharing your screen, 

simply click “stop sharing” and 
the computer will automatically 

reactivate your camera.

To end your meeting, simply 
click the “End Meeting Button”



ZOOM

When prompted, click 
“End Meeting for All”

You’re done!
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