
Guidelines for CMS Webinar Attendees

Thank you for your interest in CMS Webinars.  The following guidelines will assist in attending and 
enjoying CMS Webinars.

Prior to the Webinar

CMS uses a web conferencing system provided by Zoom.US.  The system makes it easy to join a 
webinar via your computer, to listen to presenters, and to take part in discussion.  You will receive 
from The College Music Society an email note with instructions for attending the Webinar.

Preparing for the Webinar

You do not have to set up an account on Zoom.US to participate in CMS Webinars.  However, if 
you do set up an account, you can insure that everything is functioning properly on your computer 
prior to the webinar.  To set up an account, visit this url:

  https://cms.zoom.us/signup

Enter the requested information to establish an account.  Zoom.US will then provide instructions 
for checking the audio and video on your computer.

You will also be able to use the many free features of Zoom.US for your own video conferences.

Joining the Webinar

Simply click on the link provided in the email note to join the webinar.  If possible, please join the 
Webinar a few minutes before the appointed hour.  CMS Webinar Host, Tom Cook, will begin the 
Webinar on time.

During the Webinar

So that the Webinar will be most rewarding for you, kindly note the following guidelines.

Mute your Microphone and Turn Off your Video

Your microphone will be on and represented by a grey icon.  Everything you say will be 
heard by all attendees.  Please click the icon to mute the microphone.  The icon will 
then have a red slash through it.  



Your video will be on and represented by a grey icon.  Everything you do can be seen by 
all attendees.  Please click the icon to mute the video.  The icon will then have a red slash 
through it.  

With the above settings in place - camera and microphone off - you should be able to enjoy the 
opening portion of the Webinar.

Taking Part in Discussion During the Webinar

Following the presentations, Host Tom Cook will open the Webinar to online participants 
for questions and discussion.  You may listen to the discussion without making changes to 
your computer system.  

To ask a question or take part in discussion, please do the following:

Click the muted microphone icon to unmute it.  The red slash should disappear.

Click the video icon.  You should reappear in the video screen and will now be seen by all 
attendees.   

By turning on your microphone and video, you are signaling to Host Tom Cook that you 
wish to ask a question.  Please speak clearly and a little slower than you usually do.

Please toggle off the microphone and video when you have finished taking part in the 
discussion.

Thank you!

Thank you for reviewing these guidelines.  We look forward to your attendance and 
participation!


