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01  /  CONNECT & PREPARE
Ready for your hybrid session
Thank you for presenting at COABE. Keep this guide nearby for setup, broadcasting, and on-site support.
Connect to Wi-Fi
	SESSION ROOMS
Network
COABE2026Presenter
Password
WorkKeysNCRC
	
	ATTENDEES & EXHIBITORS
Network
COABE2026Attendee
Password
COABE26A


Need a hand?
Equipment support
Computer, projector, sound, or clicker
Luke Benton	916-416-7435	Frank Nolet	916-709-8149
	Zoom support
Steve Schmidt
	828-719-6665	Michelle Chiles	315-935-5912

	The room computer should already be connected to Zoom. If it is signed out, follow the sign-in steps on page 3.


02  /  RUN YOUR SESSION
From setup to broadcast
Follow these steps on the in-room computer. Your practice session is a green room; attendees cannot enter until you start the webinar.
	1


Open your webinar
In Zoom, click Webinars in the left menu. Select your session, then click Start Practice Session.
	2


Coordinate chat in Whova
Use the Whova app for chat. Your buddy logs in to the session in Whova to monitor chat and assist online participants.
	3


Open your presentation
Open your presentation from a flash drive or Google Drive.
	4


Start the broadcast
At your scheduled start time, click Start Webinar to let attendees in. Recording starts automatically.
	5


Share your screen
Click Share to show your presentation to online participants.
SHOWING VIDEO OR USING AUDIO?
Select Share sound and Optimize for video sharing in the screen-sharing options.
03  /  SIGN-IN HELP & PRACTICE
Get connected. Get confident.
Use these steps if the room computer is logged out of Zoom.
	1


Go to Zoom
Open a web browser and go to zoom.us. Make sure you are logged out of your personal or work Zoom account.
	2


Sign in to the room account
Click Sign In. Use the room's webinar address, which is posted in the room.
ROOM ACCOUNT PASSWORD
Coabe2023	Capital C
	On-site practice
Review the tech setup with COABE's PD Coordinator, Steve Schmidt, in Room 307.
SUNDAY	MONDAY THROUGH WEDNESDAY
7:30 - 8:10 am	7:00 - 7:40 am


Recording reminder: All conference breakout sessions use the webinar format by default and record automatically when the Zoom session is started.
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