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How-To Guide for Moderating a Youtube Chat 
 

What you will need: 
 
1) Email address and password to the host Gmail account of the webcast. You will need to login 
into this account prior to the webcast, so that you can post in the YouTube chat from that 
account. This information will be provided to you ahead of the webcast. 
 
2) Your own personal email address. This is used to access the shared Google folder where the 
documents for the Webcast will be stored and shared between the hosts. You will need an email 
account to create Google Docs, and update them during the webcast 
 
Before the Live Webcast: 
 
1. Once a Google Folder for the Webcast has been created and shared with your own personal 
email address, you can access the folder (by clicking on the link provided in the email), and 
within you will need to create two Google Docs 
 
[NOTE: For this specific event, the 2040 Film Discussion, Faria will share with you the two 
documents below, so you do not have to create them. However, for any other Eco-Fair Webcast 
that you are the YouTube chat moderator for, this will be your role]. 
 

a. Audience Questions webcast document (This is the document where the questions 
from the YouTube chat will be pasted into).  These questions will be coming from the audience 
watching the youtube live stream. 

 
i. Once you’ve entered the Google Folder, click the “New” button in the top 

left corner of your screen. From the drop-down menu, click “Google 
Docs”. From the pop-up window, click create and share 

ii. A new tab will open and the document will be called “Untitled Document” 
in the top left corner of your screen. Click on that title and change the title 
to an appropriate name such as Audience Questions.. 

iii. From there, you treat the Google Doc., like a Word or Pages document. 
You will have a General Section, then beneath that section, enter the 
names of the speakers of the Webcast on separate lines in the order that 
they will be speaking in the program for the event. 

iv. Once you’ve finished creating the Google Doc., click the blue Share 
button in the top right corner of your screen and in the search field, enter 
in the email addresses of the Question Moderator,  the MC / Host of the 
event, and anyone else that will need to see the questions being asked 
from the audience. They will need edit access to this document  during 
the Webcast. 
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b. Link Sharing Document (This is the document where you will copy and paste the 
links to websites, social media pages, contact email ids,  or URLs to actions that 
you want your audience to know about during the live Webcast).  This information 
will be coming from the MC/Host of the event, presenters, speakers, and 
panelists, well in advance of the webcast date, at least several days before the 
webcast, so that the Youtube chat moderator has time to review and prepare 
them for sending out via the chat.  

i. Once you’ve entered the Google Folder, click the “New” button in the top 
left corner of your screen. From the drop-down menu, click “Google 
Docs”. From the pop-up window, click create and share. 

ii. A new tab will open and the document will be called “Untitled Document” 
in the top left corner of your screen. Click on that title and change the title 
to an appropriate name such as Shared Links document.  

iii. From there, you treat the Google Doc., like a Word or Pages document. 
You  will have a General Section, then beneath that section, enter the 
names of the speakers of the Webcast on separate lines, in the order that 
they will be speaking in the program for the event. 

iv. Once you’ve finished creating the Google Doc., click the blue Share 
button in the top right corner of your screen and in the search field enter 
in the email addresses of the Program Sponsor,  the MC/Host of the 
event, and anyone else who may be providing the information to be 
shared with the audience.  Also, any tech team members who may be 
helping during the webcast. It is always good to have a backup! 
 

2. Request Shared Links from all of the speakers/presenters/panelists,   hosting / 
co-hosting organizations, MC. 

a. The Shared Links document is designed to house all of the links / messages that 
you as the YouTube chat moderator will be copying and pasting into the live 
YouTube chat as the speakers mention them so that this information is 
communicated to the audience. You, the Program Sponsor, or outreach people 
should request these links/messages  in advance of the event from the 
speakers/presenters/panelists via email. When they are received, they should be 
copied/pasted  beneath the appropriate speaker’s name, with a message, such 
as ‘To learn more about Speaker X, please visit: URL”.  Note: the YouTube chat 
only allows messages that are 200 characters or less. Ensure that your 
messages / links are less than 200.  If they are more than 200, you can break 
them up into multiple messages with a (1 of 2) or (2 of 3), for example, at the end 
of each message, so the audience knows how many messages  will be 
forthcoming and that they are related. 

 
During the Webcast: 
 

1. You, as the YouTube chat moderator, have three main roles. These roles can also be 
split up depending on how many volunteers are working as  YouTube chat moderators: 
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a. Moderate the YouTube chat for “trolls” and engage with the audience. You have 
to maintain an appropriate discussion window. If there are any racist, sexist, 
transphobic, etc. comments that are made, you have the power to delete these 
messages. On the other hand, if you have an engaged audience, who are 
sending in questions or commenting on the speakers, you can type to them in the 
chat box (remember the 200 character limit) and thank them for their questions, 
or reply to them any way you see fit.  

b. Sharing links and other messages from the Shared Links document. All of your 
pre-written messages, including welcomes, goodbyes and prompts for questions 
should be taken from here, and pasted to the chat in line with the speaker’s 
verbal instructions. When a certain speaker brings up their website, or article 
they’ve written, you want to share that link with the audience, so they can look 
into it further. 

c. Collecting questions from the audience. As you prompt audience questions 
throughout the evening, you “literally” copy and paste those questions into your 
Audience Questions document. If it’s a general question, or addressed to  all the 
speakers, it can go beneath the General Section title. If it is for a specific 
speaker, you paste it beneath the speaker's name in the document. 

i. From our experience, the capacity of the YouTube chat moderator may 
max out - if the questions come in fast and in large quantities, you will not 
have time to check them for content, wording, or relevance. This is where 
the Program Sponsor may need a Question Moderator . This role will be 
assigned to someone who is not the YouTube chat moderator. The 
Question Moderator can reword a question to make it sound better, group 
questions together if they are similar, or move questions to the top of a 
section, if they really want the question to be  answered. (They will have 
the document open at the same time as you, the YouTube chat 
moderator). 

ii. Thirdly, the MC/panel moderator, who is on screen, will read the 
questions from the top of each section to the speakers to get their 
responses. 

iii. Once the question has been asked by the MC/panel moderator, you, as 
the YouTube chat moderator, either use strikethrough text, highlight the 
text red or use both and move the question to the bottom of the section, to 
ensure that everyone looking at the document, most importantly, the 
MC/panel moderator, knows that this question has been asked, so it 
doesn’t confuse them. It keeps  the document clean, and makes more 
visible how many questions are left, and they can determine how many 
more can be asked with the time remaining. 

iv. Additionally, if questions are not coming in from the audience, then the 
Youtube chat moderator can ask the tech lead to ask the MC/panel 
moderator to solicit more questions from the audience.  Similarly, the 
Youtube chat moderator can also do this via the Youtube chat 
themselves. 
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Finally, during the event, you will have three main tabs open. All of the documents will be in the 
Google Drive folder that you will have access to ahead of time. 
1) The YouTube Live Stream link of the Webcast.  
2) The Audience Questions  Google Document 
3) The Shared Links Google Document 
 
There will be a lot of clicking back and forth, and between tabs, and you’ll have to:  

1. Listen closely to all the speakers to time the pasting of your links/messages from the 
Shared Links document into the Youtube chat for the audience to see. 

2. Watch for questions from the audience and paste them into the Audience Questions 
document for the MC/panel moderator to see. 

3. Monitor the live chat for trolls and delete their chat when appropriate.  
4. Engage positively with the audience. 
5. You’ll also want to have an open line of communication with the people on your team - 

the Question Moderator and the MC, most importantly. Make sure you have their cell 
numbers in case of emergencies.  These should be in the Contacts Sheet for the 
webcast.  Alternatively,you can type directly in the shared Audience Questions 
document, but be absolutely sure to do it at the very top of the document, and sign your 
name (make it personal), so they know why it’s there. Once answered, delete 
immediately to de-clutter the area.  
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