


Let’s get started!
What?

A virtual quiz is a brilliant way to share time
with friends and family and exercise those
brains!

First thing's first, you'll need to decide what
your quiz questions will be. If you're stuck
for ideas, contact our fundraising team for a
bespoke quiz pack,

You might want to theme your quiz around a
film or a TV show and ask your participants
to get creative with their fancy dress? Could
you take some inspiration from a popular TV
quiz to really challenge your participants?
There's no end to the possibilities!

Who?

Now you'll need to decide who you will
invite to your quiz. Will you gather a
group of friends or colleagues or perhaps
just keep it in the family? Just remember
they'll need to have access to whichever
platform or app you choose to use to
host your quiz.

When?

Pick a day to host your quiz. We know the
weekends are popular for lots of virtual
events at the moment, so why not
consider a weekday to try and maximise
attendance. Now is also a good time to
consider whether you will make your quiz
a regular event. If you want to do
something weekly, try and stick to the
same day each week.
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How?

You'll find all the information you'll need in
this pack but our fundraising team will be
happy to help you along the way and
provide any extra support you need.

...and how to raise funds...

Ask your guests to donate as part of their
attendance to the evening. We would
recommend a suggested donation of £5
per household or set yourself an overall
target and ask them to contribute what
they can. You can find more tips on how to
raise money during your party later in the
pack.

Where?

You'll need to decide what platform you will
use to host your quiz. Will you stream it to all
of your Facebook friends via Facebook Live,
or will you make it more intimate and host
your quiz on Zoom? You could also consider
using Instagram live, WhatsApp video calls or
House Party! We have included step-by-step
instructions on using Facebook live and
Zoom in this pack.

Why?

Your local hospice needs your support now
more than ever before. We'll be happy to give
you lots of information that you can share to
encourage more donations towards your
event.

If you have a personal reason for fundraising
for us, let people know. This connection can
be really inspiring and will engage your
guests.
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How to —quiz using Facebook
Live

Hosting your quiz on Facebook Live is a great way to reach lots of people.
There's no limit to the number of participants you can have, so your friends and
family can share the link far and wide. Hosting your quiz this way means your
participants don't need to have access to a camera to play, they can simply
watch your video to get involved. Once your quiz is finished, the video will be
saved to your Facebook account so people can still take part at a time that suits
them!

When it comes to hosting your quiz, your entrants can write down their own
answers and then self-mark. They can then post their results in the comments for
you to announce the winner! Don't forget to keep promoting the charity that
you're fundraising for!

Follow our step-by-step guide to see just how easy it is to host a quiz on
Facebook live.

1. Head to your Facebook homepage. At the top of the screen is a section to
‘create a post’. Click on the 3 dots

Create post

What's on your mind,

Ve

BA photoivideo L Tagfriends (i) Feeling/Activ...

2. Click on the button labelled ‘Live Video’

Create post x

What's on your mind,

2
BA pnotorvideo &= Tag friends
(] FeelinglAcﬁvit/ © checkin
B3 Live Video GIF
ﬂ Ask for recommendations ﬁ ‘Watch Party

@& support charity
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3. On the next page, select ‘'use camera’ to stream your quiz directly from the
device you are using. Click the ‘next’ button to move to the next screen

Live video setup
Choose how you want to start setting up your live

video.

Use Stream Key Use Camera Use Paired Encoder

4. Decide if you will go live now, or if you will schedule a time to go live on a
later date
@ Go live now

o Schedule a live video

Share to your timeline -

a. If you go live now, you will have the

option to say something about your

live video which will accompany the Live video fitle (optional)

video on your feed. This is a good

place to remind people to donate and

share a link to an online fundraising 005 e

page if you have one! Then you can

click on the ‘go live’ button and wait

for your viewers to join the stream! & Gaming v /

& Friends

4|

Say something about this live ©

Announcement post Go Live

Time of live video

|f e b. If you schedule a live video, Facebook will create
: an announcement post for your feed with a time
for the stream. Your friends and family can opt in to
receive a notification to remind them about the
stream shortly before it begins. Then, all you have
Share to your timeline * todois be ready for the scheduled time and you're
good to gol!

Schedule Live Video /

Date
@ 24 Apr 2020

WEST
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How to quiz using Zoom

Using Zoom is a more interactive way to host your quiz. With Zoom, participants
can join your meeting with a camera and a microphone so it will be more
personalised for you as the host! With a basic Zoom account, you can have up to
100 participants join your meeting at one time, however there is a meeting time
limit of 40 minutes. With this in mind, you can either host one half of the quiz
and take a 10 minute break for bathrooms and drink re-fills and re-start the
meeting, or upgrade your account — please note that this will cost you £11.99 a
month. Your participants can access the meeting directly from the website,
although Zoom do recommend downloading the app onto your device or
desktop to make it easier to join the meeting. It's also worth pointing out that
your attendees don't need to create an account to join in, they can signinas a
guest.

Follow our step-by-step guide to see just how easy it is to host a quiz on Zoom.
If you need more help — Zoom have live walkthrough videos on their website.

1. The first step to hosting your quiz via Zoom is to create an account. Visit
zoom.us and click the ‘sign up’ button on the toolbar. A basic account
should be sufficient to host your quiz and is free /

zoom SOLUTIONS - PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~ SIGN IN W
2. Once you have set up your account and logged in, your toolbar will give
you the option to host a meeting /
SCHEDULE AMEETING ~ JOINAMEETING ~ HOST AMEETING « ;

3. The next screen will allow you to schedule your meeting. From here, you
can title your quiz and provide a description, as well as setting the date,
time and duration of your meeting

My Meetings Schedule a Meeting

Schedule a Meeting

Topic ( )
Description (Optional) Enter your meeting description

!
When [ 04212020 | [ 400 v || PM ~

Duration ' 1 " | hr | ) v | min
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4. Zoom will automatically generate a meeting ID which you can share with
all of your participants. Further down the page, you will have the option to
set a meeting password for your participants to join. If you choose not to
set a password, you will have to admit each participant to the meeting
from the waiting room once the meeting has started

Time Zone | (GMT+1:00) London v

[J Recurring meeting
Meeting ID ® Generate Automatically ) Personal Meeting ID

Meeting Password Require meeting password ( 8s3V4ap

5. Once you are happy with the meeting details, scroll to the
bottom of the page and select save. You will then be | Cancel |
presented with a summary of your meeting, including the
meeting ID, password and URL which can be shared with the participants

Start this Meeting

My Meetings Manage "My Meeting"

Topic My Meeting
Time Apr 21, 2020 04:00 PM London

Add to Google Calendar [ EE Qutlook Calendar (.ics) ] [ e Yahoo Calendar J
Meeting ID 797-9445-5943

Meeting Password

Show /

Join URL: https:/fusOdweb.zoom.us/j/ 797944559637 pwd=cVGZUowY0FROCt5R1AzcO5JRTIXZz09 & Copy the invitation
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6. On the day of your quiz, log into your zoom profile and head to ‘'meetings’.
You should be able to see your scheduled meeting, with an option to
‘start’. Your participants will not be entered into the meeting until you have
started the meeting

PERSONAL Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training

Profile

m e

Webinars
Start Time = Topic * Meeting ID
Recordings

Today My Meeting 797-9445-5943 [“start | Delete |
Settings 04:00 PM

7. From here, you will be taken to the main page of the meeting, where you
can start your video streaming, mute/unmute audio, manage your
participants amongst other things

o X

.k
Meeting Topic: My Meeting
Host: Abby Benson
Password: 8FyStR
Numeric Password: 446574
(Telephone/Room Systems)
Invitation URL: https://usO4web.zoom.us/j/777831835907pwd=WEF4QXBa..
Copy URL
Participant ID: 100009
s —
n eee I
'
Join Audio Share Screen Invite Others
Computer Audio Connected
.\:.‘
udi
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Other Zoom features

Zoom does also have a few features that can make it a great platform for hosting
an interactive quiz.

Breakout rooms

Zoom has the ability to add your participants into their own ‘Breakout Rooms’
which is great if you have players who want to enter a team for your quiz but
aren’t in the same house! As the host, you can ask the question and then send
your teams into the breakout rooms to discuss their answer.

We've put together a handy guide on enabling and using Breakout rooms.

1. Firstly, you will need to update the meeting settings to ensure breakout
rooms are enabled before the quiz is due to start. Head to settings and
then scroll down to the ‘In Meeting (Advanced)’ settings. From here, check
the box to enable breakout rooms in your meeting /

PERSONAL Breakout room ()

Allow host to split meeting participants into separate,
smaller rooms

Profile

Meetings
f : | Allow host to assign participants to breakout rooms

when scheduling

Recordings /

Webinars

2. When you start your meeting, you should see the breakout room option
on the control panel at the bottom of the screen

S ~ W -~ % 2 - . @ =" &

[
ko

cti

Ri

Mute Stop Video Security Manage Participants Chat Share Screen Record Breakout Rogms artione
= Breakout Rooms
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3. Once you click on the ‘breakout room’ © Breakout Rooms - Not Stated X
button, a ‘create breakout room’ pop-up + Breakout Room 1 3

will appear where you can assign your Aimy Frencombe
participants into their own room. Once et
you've asked your questions, click ‘open all

rooms’ to send your teams off to discuss

their answers
) Create Breakout Rooms e

Assign 3 participants into IZI Rooms:

© automatically () Manually

3 participants per room
Recreate Options ~ Add a Room Open All Rooms

4. Each participant will see the following message and will need to click join

to go to their room
) Breakout Rooms b4

0 The host is inviting you to join Breakout Room:
Breakout Room 1

5. Asthe host, you can send e o come back pleaset
your teams a message by
using the ‘broadcast’

Sally Bere

button, giving them a /
time update, or asking
them to return to the - .  —_—

main meeting. The
message will appear at the top of
their screen like this

From Amy Francombe to everyone: Time!
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6. Participants can return to the main meeting in one of two ways

a. They can click the ‘leave breakout room’ button
which should be in the bottom right hand corner

of the screen. This will () Lesve Breskout Room x
prompt a pop-up
Conf"‘m'ng that they want Do you want to leave this Breakout Room and return to

the main session?

to leave the breakout room

« Leave Meeting Return to Main Session [Jie o0y ]

b. The host can close the breakout rooms which gives the participants
1 minute to leave their rooms before they shut and automatically

return everyone to the main meeting Close All Rooms

Screen Sharing

Zoom allows its hosts to share their screen which provides a really easy way to
include picture or anagram rounds into your quiz.

Simply have a document available on your device for the round in question and
select the ‘Share Screen’ button from the meeting control panel.

% a’ -

Security Manage Participants Chat Share Screen

This will give you the option to share your whole screen, or one specific
document. Once you select share, your participants will see the document you
are sharing with them, and their videos will move to the right hand side of the
screen.

Ll

Whiteboard iPhone/iPad

(") share computer sound () Optimize Screen Sharing for Video Clip
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Shared answer sheets

We know most virtual quizzes are run with teams recording their own answers
on paper, but we wanted to give you an alternative option which allows your
teams joining from different households to contribute online. This method also
allows the quizmaster to keep an eye on each team'’s scores and answers.

Google Sheets

1. Head to www.google.co.uk/sheets/about/. From the website, click on ‘go
to Google Sheets’. This will take you to a page to log in or set up an
account for Google

Google E Docs Sheets B Slides a Forms For Business  Help

Personal Business

G Suite mBemo

With Google Sheets, you can create, edit, and The Google Sheets you love with added security
collaborate wherever you are. For free. and control for teams.

SefeeeEEReEs

2. This will bring you to the main homepage where you can start a new

spreadsheet
Sheets Q  search
Start a new spreadsheet Template gallery J :
Blank To-do list Annual budget Monthly budget 2020 Calendar

Recent spreadsheets Ownedbyanyone +  Llastopenedbyme  HH AZ [0

No spreadsheets yet

Click + to create a new spreadsheet.
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3. In a brand new sheet, you can build your answer sheet exactly how you
would like it. As an example we have allowed a space for a team name
(orange arrow) and details of the round subject (green arrow). We have
also added a feature to automatically calculate the team'’s scores by using
the sum button (blue arrow)

Untitled spreadsheet ¥ @
File Edit View Insert Format Data Tools Add-ons Help Allchanges saved in Drive /
~ e~ @\ T O00% v § % 0 .00 123 Default (Ari.. v 10 vB:%i  H - E-Li-|»-%- oo B[ Y -3Z-
ABKC|DKE|FG|H|.|J|K|
Team Name |Score I 3|
: Round 1 General Knowledge
1 Answera 1
2 Answer b 1
3 Answerc 0
4 Answerd 1
5 :I
6
7
8
9
10

4. Once you're happy with your answer sheet, all you need to do is share it
with your teams. You will need to make sure you have one answer
sheet per team participating in your quiz. Simply click the

green ‘share button’ which will be in the top right hand
corner of your screen. This will bring up the below window
where you can enter an email address for your team and

email the document across, or you can click the ‘get sharable link’ button
which will produce a link which you share directly withy teams

Share with others Get shareable link (&

People

Enter names or email addresses... / -

=x o

5. On the day of your quiz, multiple members of a team can open the
document and contribute answers to make it a shared experience!
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Fundraising

We want to help you raise as much money as possible during your quiz night,
which is why we've put together some handy tips on how to fundraise. When
doing this virtually, we would recommend setting up an online donation page for
your supporters to use. You can use this to set a target for yourself and keep an
eye on how much has been raised on the night!

e The most obvious way to raise money through your quiz is by asking your
participants to donate an entry fee. We would suggest £5 per team, but
you can chose an amount, or just ask your supporters to donate what they
can

e Remind your supporters throughout the quiz that you are raising money
for Prospect Hospice and encourage them to donate if they haven’t done
so already

¢ Include a link to your donation page or the Prospect Hospice website with
your quiz invitation and make sure it's easily accessible during the quiz -
either with your post on Facebook or in the chat box in Zoom

e You could even add some “extras” into your quiz to help your teams score
and raise money. Why not try a “get out of jail free” card where
participants can get extra points in a round that they're struggling with, or
receive some clues for a picture round? Or you could give each team a
Joker card to double their points on one round of their choice, but they
can only use it if they donate again? The choice is yours — get creative and
have fun!

Online fundraising pages

We would recommend setting up an online fundraising page for your quiz, so
your participants have a direct link to donate to and you can keep a running tab
on how much you have raised. This is a great idea if you are planning on hosting
regular quizzes — you would be surprised how much you can raise over a few
weeks! Using a fundraising page also allows you to personalise your message to
your supporters and let them know why you have chosen to raise money for
Prospect Hospice.

Alternatively, you can ask people to donate directly via the Prospect Hospice
website, but please make sure you ask them to include a note that they are
donating because of your quiz so we can give you a grand total for your
donations!
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We have included instructions on setting up a fundraising page via our platform
Enthuse.

1. Follow the following link to the Charity Checkout Virtual Quiz page.
https://prospecthospice.enthuse.com/cf/virtual-quizzes-in-aid-of-
prospect

Prospect RS EXREIETNG) (S [SEsasEm  oowero =

Become the
first donor!

+ Donate now

Get involved!

Why not start your own fundraiser?
It's so easy to get involved...

Virtual quizzes in aid of Prospect

2. Click the "fundraise for us” button from the main toolbar

3. You will then be prompted to sign up which you can do using your email
address or Facebook account

Sign up

Used Charity Checkout before? Sign In

f Facebook

@ We will never post anything without your permission.

or

Your e-mail address
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4. Once you have created an account, you can pick the
type of fundraiser you would like to start. Make sure you select “take part
in an existing event” and click “continue”

)

Set a Fundraiser Type

Let’s start your fundraising journey

What kind of fundraiser would you like to start?

Taking part in an existing event v ]

5. The next page will confirm the vent you are creating a page for. Make sure
this says “virtual quizzes in aid of Prospect” and click “continue”

I'm taking part
in an existing event.

Select existing event:

[ Virtual quizzes in aid of Prospect v ]
{ Back

6. Set yourself a fundraising target and you're almost good to go!

)

Confirm your target

Prospect Hospice suggests raising at least £ 1 to help their cause.

Your target

‘ £ 100] ‘

| agree te do everything | can to raise as much meney for Prospect Hospice as possible.

< Back
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7. The next few pages will ask you to upload a profile photo and a cover
image to personalise your fundraising page. You also have the opportunity
to write your story and tell people why you are fundraising for Prospect
Hospice. We would recommend that you do try to personalise your page
as much as possible so your supporters know it's yours and why the cause
means so much to you. You can also personalise your URL to make it
easier for your supporters to find your page

8. Once you've personalised your page, you will be asked to complete your
Prospect Hospice marketing preferences and then you're done! You
should now see the below page with the link for your page which you can
share via email, or you can follow the links to share via social media. If you
click the “finish” button you will be taken to your fundraising page where
you can keep an eye on your fundraising total!

\im g
i

All done!

You're ready to start fundraising!
Why not share your page with your friends and family?

ar
Share your fundraising page URL

https://prospecthospice.charitycheckout.co.uk/pffabby-benson m

< Back
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