
 

 
1  

 

 

Zoom Webinar scheduling   



 

 
2  

INTRODUCTION 

There are multiple roles available for a webinar: host, co-host, panellist, and attendees. The role 

that you have in the webinar will be designated by the host. 

The host of the webinar is the user who the webinar is scheduled under. They have full 

permissions to manage the webinar, panellists, and attendees. There can only be one host of a 

webinar. The host can do things like stop and start the webinar, mute panellists, stop panellists’ 

video, remove attendees from the webinar. 

Co-hosts share many of the controls that hosts have, allowing the co-host to manage the 

administrative side of the webinar, such as managing attendees, Q&A etc. The host must assign a 

co-host. Co-hosts cannot start a webinar. If a host needs someone else to be able to start the 

webinar, they can assign an alternative host. 

Panellists are full participants in a webinar. They can view and send video, screen share, 

annotate, etc. You must be assigned panellist permissions by the webinar host. The host can also 

disable some features for panellists, including starting video, sharing your screen, and recording. 

Learn how to add and invite panellists as a webinar host. 

Attendees are view-only participants who can be unmuted if the host chooses. Their view of the 

webinar is controlled by the host. They can interact with the host and the panellists through the 

Q&A and the chat. Learn about joining a webinar as an attendee. 

 

TO SCHEDULE A WEBINAR 

1. Sign in to the Zoom web portal and Click Webinars.  

2. Select Schedule A Webinar. 

 

3. Choose the desired webinar settings. 

 

 

 Topic: Choose a topic/name for your webinar. 

 Description: Enter an optional webinar description-- this will be displayed on your 

registration page. 

 When: Select a date and time for your webinar. 

 Duration: Choose the approximate duration of the webinar. Note that this is only for 

scheduling purposes. The webinar will not end after this length of time. 

 Host Video: Choose if you would like the host video on or off when joining the 

webinar. Even if you choose off, the host will have the option to start their video. 

 Panellist Video: Choose if you would like the participants' videos on or off when 

joining the webinar. If you choose off, panellists will not be able to turn their video on 

unless you change this setting in the webinar. 

 Q&A: Check this if you would like to use a question and answer panel in your webinar.  

4. Click Schedule. 

https://zoom.us/webinar/list
https://support.zoom.us/hc/article_attachments/115018050943/Screen_Shot_2017-12-02_at_10.54.48_PM.png
https://support.zoom.us/hc/article_attachments/115018050943/Screen_Shot_2017-12-02_at_10.54.48_PM.png
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5. Your webinar is now scheduled. Under Invite Attendees, you can copy the join link or the 

invitation to share with your attendees. 

 

6. To add Panellists to your webinar, open the scheduled webinar, scroll to the panellist 

section and click Edit. You can then enter the names and email addresses of your panellists 

who will receive a joining link specifically for their use.  

 

  

 


