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Preparing for the Colorado Area Summer Assembly 
Version 0.9, Sun Jul 19 21:03:31 MDT 2020 
 
We assume you have a superficial familiarity with Zoom for small groups, but some features 
change for large groups (such as an Assembly).  This document is intended for Group Reps and 
others attending the Summer Assembly  on July 24-26.  It is also useful as preparation for the 
“training sessions” scheduled for July 16 and July 21, since they will follow the same format. 
 
Please send questions, suggestions, and comments to website@al-anon-co.org as soon as 
possible. 
 
Preliminaries: what you need  

Meeting details: If you are an AWSC member, a District Representative or a Group 
Representative, you have received an email with subject Upcoming July Assembly Training 
Opportunities from either Christy B (Colorado Area Chair) or Edward B (Colorado Area 
Records Coordinator).  If you are a GR or DR and have NOT received the invitation, contact 
records@al-anon-co.org ASAP to confirm the Area has a good email address for you. 
 
You might also wish to decide how to name yourself (see below), for example 
 
Rapunzel S   GR District 7 
 
Hardware: Computer with a built-in microphone and camera, or external video camera (such as 
Logitech, etc.)  We are discouraging smart phones only because users may not be able to vote. 
 
Software 
Update the Zoom app on your computer.  [Downloads are at 
https://zoom.us/download?zcid=1231]  
 
Outline: 

1. What to do before the Assembly 
2. Skills needed before the Assembly 
3. What to expect at the Assembly  
4. Common tasks during meetings 
5. Frequently asked questions (FAQ) 

 
People already comfortable with large Zoom meetings can skip to What to expect 
 

1. What to do before the Assembly 
• Make sure your Zoom software is up to date; it has been updated many times in the last 

few months.   
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• If you need them, attend (by Zoom) the training sessions.  
• Make sure you have the detailed meeting information (web link, or meeting ID and 

password) 
• Read the Assembly documents at https://al-anon-co.org/members-only-page/2020-

assembly-documents/ to know the schedule of events and the issues.  This link will have 
more and more documents as the Assembly approaches. 

 
2. Skills needed before the Assembly [covered below] 

You will need to be able to  
• Install and update Zoom software on your computer or smart phone. 
• Join the training session [and the Assembly], with at least a smartphone, ideally with a 

computer.  iPads appear to work fine, too. 
• Know how to change your name to match how we will identify attendees.  For example,  

 
Rapunzel S   GR District 7 
Dave W   Website Coordinator  
Maureen T   DR District 231 
Rick G    Delegate   
 

• Know how to “mute” and “unmute” yourself [turn off your audio input, to keep noise to a 
minimum for those listening to reports, presentations, etc.] Attendees will begin 
“muted”—audio switched off. 

• Use the Chat function (details below) to address questions to specific other attendees 
(not generally to the entire group).  You may need to contact a support person by Chat if 
you’re having technical problems. 

• Know how to vote using the Polling 
feature. Only GRs can vote! 
 
Practice on your own 

1. Launch your favorite Web browser 
and type in https://zoom.us/test. Click on 
the blue Join button. 
2. A video preview will pop up. Adjust 
the camera itself until you’re happy (with the 
image, not in general—you’re an Al-Anon). 
Then click on Join with Video. 
3. Select: Join with Video and, after 
checking the sound, select 
4. Tuning:  Your version of the Zoom 

app probably has a Settings menu item. Use this to examine the settings, for your info. 
Under the Video panel: next to My Video  

Figure 1: No high definition [HD] video for you! 
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make sure that the Enable HD is NOT checked. [High definition video will slow down your 
connection without changing the fact that your image in the group view will be tiny.] 

Leave the test meeting by pressing the white-in-red Leave button in the lower right corner of the 
view screen. 
 

3. What to expect at the Assembly (or training sessions) 
 
Logging in: 

1. Log on early! This gives those running the meeting time to process you and for you to 
adjust settings.  There will be suggested login times for Coordinators, Liaisons, past 
Delegates, and then, finally GRs. 

2. Below where you enter the meeting ID 
there will be a box labeled “Your name”.  If you’ve 
used Zoom before or have an account, be warned 
that it may be specified already.  Rename yourself 
(as you will be identified to others) to the format 
mentioned above.  You may be re-named by one of 
the hosts or co-hosts.  Don’t be offended J 
3. You should explore unfamiliar controls 
4.  VERY IMPORTANT: Note down nearby (i) 
the meeting ID, the meeting password, and your 
“participant ID”, shown (red circle) in Fig. 2.  This 
will allow you to re-connect to the meeting if 
something goes wrong or you mash the wrong 

button when moving between “breakout rooms”. 
 

 
 
What to expect after you’ve connected: 

1. You will be placed in a “waiting room”.  
2. As quickly as possible, you’ll be admitted to the main 

(meeting) room. 
3. Then you’ll be assigned by the host to a “Breakout 

Room” named Registration.  This will look like what you 
see at right.  If you click the blue button, you will move 
to the registration room. 

4. There another co-host will enter your information in a spreadsheet and ask you to 
return to the “Main Meeting”.  Then you can press the button that says Leave Room. 

5. You’ll probably see a ‘task bar’ which includes both Polling [votación ] and 
Interpretation [traducción].  Voting will be easy (when the time comes,  you’ll click on 
the Polling icon).  Under Interpretation [traducción] you should select Spanish or 
English. [Puedes seleccionar español o inglés.]  You should be familiar with the Chat 
function too. 

Figure 2: Meeting info and your participant 
(circled in red).  ---WRITE DOWN 



 4 

 
Figure 3: New buttons! 

 
5. Common tasks during a meeting: 

 
Rename yourself 

As noted before, your assigned name when you 
first sign in may depend on whether you have a 
pre-existing Zoom account.  You can re-name 
yourself using the Participants list, selecting 
yourself, and then the More pulldown menu.  
Click on Rename and type in your official name 
according to the suggestions above. 
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To contact someone during the 
meeting:  
The ability to chat with others may 
be turned off.  If it is not, click on the 
Chat button.  You’ll have a choice of 
other participants with whom you 
can chat.  PLEASE be sure your 
private message is not sent to 
Everyone! 
It is possible that chatting will be 
enabled only to hosts and co-hosts. 
 
 
 
 
 
 
 
 
 
  

Figure 4: Chatting (if enabled) 
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Getting help in a Breakout room, then returning to main meeting 
• First, chat with the host or co-host and ask to be 

transferred to the Tech Help room.  The Tech Help person 
(here, Dave W) will move into the room with you. INSIDE 
the Tech Help room you and he can Chat.  See the example 
at left. 

• When things are resolved, you can return to the main room: Click 
on Close to exit Chat.   Click on the Leave button, 
then make SURE to select the Leave Breakout 
Room button (such as at right, for an iPad). 
 
 
 
 
 

 
 
 
Voting 

Questions for a vote will 
be displayed by a host or co-host.  All you need 
to do is to make your selection and then mash 
the Submit button. 
 
 
 
 
 
 
 
 
 
 

 
  

Figure 5: Chatting in a breakout room 

Figure 6: Leaving a breakout 
room 
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Asking to speak  
You will probably be in an muted most of the time during the 
Assembly, but it will be important to ask questions and 
express viewpoints before and after votes.  To speak 

1. Get the attention of a co-host by “raising your hand” 
by selecting the ‘raise hand’ icon 

2. The co-host will recognize out loud your question: 
“John has a question and I am un-muting him” and will 
unmute you.  The co-host will say, “John, you are now 
unmuted” 

3. Speak your question 
4. You will then be muted and your raised hand will 

disappear. 
Good news: Raised hands (people requesting to speak) are 
displayed to hosts and co-hosts in the order they raised their 
hands. 
 
 
Frequently asked questions 
 
BEFORE the meetings: 
Do I need a Zoom account to join the Assembly? No, not if you’re just joining the meeting 
 
Will my iPad work? Yes.  The interface looks much like it does on a Mac 
(at right).  Polls will be displayed, you can vote easily, and you’ll see 
results displayed too.  From within a breakout room you can ask the host 
for help by either the button or the “Invite host” option, and she/he will 
contact Tech Help. 

 
Figure 8 Asking for help from a breakout room on iPad 

 
 
 
 
 
 
 
 

Where do I go for more elementary help with Zoom? https://support.zoom.us/hc/en-
us/articles/360029527911 points to FREE (but only weekly) live training webinars. 
https://support.zoom.us/hc/en-us/articles/206175806 online FAQ and help 
 
  

C

Host sees

Click on 
this

Figure 7: Asking to speak 
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DURING the meetings: 
I’m having audio problems on my smart phone: see https://support.zoom.us/hc/en-
us/articles/204484835-My-Audio-is-Not-Working-on-iOS-or-Android  
 
I’m having trouble with my sound/video/controls 
If you’re in the “main conference room”: Use “chat” to contact a co-host.  The co-host will 
contact the host, who will move you to the Tech Support room. 
 
I accidentally disconnected myself from the whole Assembly.  What should I do? 
In my experience, you can simply re-join the meeting [provided the host has turned on the 
option “Allow removed participants to rejoin”.   
 
 
I’m hearing an echo.  This usually means that SOME participant has TWO sources of audio on at 
the same time.  Please use only ONE gadget for sound: NOT both the desktop computer Zoom 
app with camera AND a cell phone. 
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Using an ordinary phone to join the Assembly 
We urge you not to do this, since you will be unable to see presentations, vote, etc.  If you wish 
to listen in, however, this may be satisfactory. 
 

1. On your phone, dial the teleconferencing number provided in your invite 
2. Enter the meeting ID number when prompted using your dial pad 

 
Note: If you have already joined the meeting via computer, you will have the option to enter 
your digit participant ID to be associated with your computer. If you have not joined on your 
computer, simply press # again when prompted to enter your participant ID. 
 

• Press *6 to toggle between Mute and Unmute (Zoom participants will see you 
unmute/muted) 

• Press *9 to “Raise Your Hand” (Zoom participants will see you raised your hand) 
A host will detect your raised hand and invite you to speak 


