
Configuring the Beginning of a Webinar 

Webinars, unlike classes, are usually for larger numbers of participants, the participants are typically not 

part of your Vanderbilt (so they likely do not have Skype for Business installed on their machine), and 

you probably want them to participate muted. At the end, if you like, you may unmute the audience. 

Some of your participants may even join over a standard phone.  Unless they also come in on the 

computer to see your screen, they will only be able to hear you. If you have phone only participants, be 

sure to read any screens you have including any Powerpoint screens. 

After testing your audio with a colleague to make sure they can see and hear you, you will want to mute 

your own audio so early arriving attendees will not be privy to your planning discussions in the room. To 

mute your own mic, find the mic icon and left click it. You will see a diagonal line through the icon that 

shows that you are muted. 

 

You are probably also going to want to make sure your participants come in muted. Click the Participant 

actions rectangular button. 



 

That will generate a popup. To mute the audience, click it. If you do not want to allow IM messaging click 

that. You may also want to click “No Attendee Video” and make “Everyone an Attendee”. By making 

everyone else an attendee, you eliminate the possibility of someone who has SfB installed from altering 

some of the parameters of your meeting. You will have to do each click individually and you will see a 

yellow notation as to what you just did. 



 

If you are going to allow IM, click the IM bubble to see them, however, as they come in you will be 

notified with a yellow bar and a “Read” button to indicate someone has typed something in. As a best 

practice, you may wish to reserve questions during the session to the IM environment. A co-presenter 

can watch for those and jump in to read and answer them where appropriate. 



 

After you click the IM bubble, it truncates the participant’s list window and places the IM below it.  



 

To collapse the IM window and go back to the full participant window, click the x to the left of the word 

Conversation. 



 

If you want to collapse the participant list, click the x to the right of “Participants”. 



 

If you want either the participant or IM windows back, click one of these two buttons. 



 

Keep in mind that the participant list window AND the IM window share the same space on the left of 

your screen. 
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