
What is involved in an Online Meeting? 
 

You are probably wondering what is involved in an online meeting? There is a 
wealth of information and resources on the topic. A great place to look is 
Toastmasters District 60 Website and the Division E Website, but before we 
dive into that let's go over what is needed for an online meeting. 
 

1. An Electronic Device with Internet, video or telephone capability 
2. Online Venue to hold the meeting 
3. Enthusiastic Toastmasters willing to learn something new 

 
There are many outlets available out there to utilize for a virtual meeting. For 
some clubs they may have someone in their clubs that already has a Virtual 
Platform to use. For those you do not you have some options. 

• Zoom 
• Skype 
• Go To Meeting 
• Google Hangouts 
• Microsoft Teams 
• WebEx 

 
Just go to the link below for all the details. Find out what works best for your 
club. 

https://www.toastmasters60.com/covid-19/ 
 
Need some tips and tricks to optimize your online meeting experience? 
Division E Website has some great links to help you. Just go to: 
 

https://www.toastmasters60.com/division-e-2/ 
 
 
  

https://zoom.us/
https://www.skype.com/en/
https://www.gotomeeting.com/en-ca
https://gsuite.google.ca/intl/en_ca/products/meet/
https://products.office.com/en-ca/microsoft-teams/group-chat-software
https://www.webex.com/
https://www.toastmasters60.com/covid-19/
https://www.toastmasters60.com/division-e-2/


Here are some tips and tricks that fellow toastmasters have created or found 
on how to have a great Virtual Meeting experience. 

 

 
 
  



The following tips can be very beneficial for those who wish to use the free 
platform of Zoom, to have a Virtual Meeting! 
 
As the Zoom website boasts: 

• You can have unlimited amounts of meetings 
• No time limit for 1 on 1 meetings 
• 40 minute on meetings 
• HINT- your meetings are usually longer then 40 mins? Schedule a break 

and log back in using the same link for another 40 minutes! It's that easy! 
• Register for one of their training webinars 

 
 

You will find the following tips, can also be utilized in the other Virtual 
Platforms; 
 

• Getting ready before the meeting 
• Internet connection 
• Platform familiarity 
• Looking good on camera 

o Camera preparation  
▪ Sunlight 
▪ Light 
▪ Eye Contact 
▪ Camera Position 

• Roles and Responsibilities 
o how to do timer role virtually 

 
 

https://support.zoom.us/hc/en-us/articles/360029527911


  









 



 
Logging into many of these platforms for the first time? 

One Toastmaster Lee-Anne Leslie saved you the trouble by documenting how to login for 
the first time on a variety of platforms 

 
Go to Meeting 

Zoom 
Skype 

 
Step by Step Logging in to GoToMeeting for the First time. 

 
Open Email 

 

 
 

Click on the link (see red box below) 
 

 



The following screen will open (Click Open GoTo Opener) 
 

 
 

A temporary window will open showing… 
 

 
 

The following screen will show.  
 

 



 
At the same time this window will open. 

 

 
 

Please enter your name and contact information. 
 

 
 

Congratulations you have now joined the meeting! 
 
 
 
 
 
 



Step by Step Logging in to Zoom for the First time 
 

Open email 
 

 
 

and Click Link… (see red box) 
 

 
 

and the link will open below (see red box) 
 

 
 
 
 



This window may open on your screen as you are waiting for the link to open. 
 

 
 

Reminder: click the below red link… 
 

 
 

This Window will now open, somewhere else on your screen. 
 

 
 



Enter your name and press Join Meeting 
 

This window will then pop up, where you will then be able to select – Join with Video. 
 

 
 

This Window will then pop up. 
 

 
 
 
 



At the same time this window will pop up… 
 

 
 

Please Click on Join with Computer Audio 
… you are then live and active. 

 

 
 

Congratulations. 
 
 
 
 
 
 
 
 
 



Step by Step Logging in to Skype for the First time 
 

Open email 
 

 
 

and Click Link… (see red box) 
 

 
 

The following window will open.  
 

 
 



Click on Install and join with Skype Meeting App (web) (see red below) 
 

 
 

Save the File (I like to save files on my desktop, but doesn’t matter where you do.) 
 

 
 

Click on the download (see red below)… 
 

 



 
The following will open. Select “Open Skype Meetings App” 

 

 
 

The Following Window will open. Enter your name and press “Join” 
 

 
 

The following will open temporarily… 
 

 
 
 
 
 
 
 



Then you are in…  
 

 
 

Now to set Audio, if not able to hear…  
Although you can click the 3 dots on the bottom right, please don’t.  

 

 
 

Instead hit the phone button to the left of it. And click on Devices.  
 

 



If there is more than one option you will see them here… Select which one you wish to use 
then press the X. 

 

 
 

Congratulations you have now joined the meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



As mentioned earlier more information can be found on the: 
 

District 60 Website 

https://www.toastmasters60.com/covid-19/ 
  

Division E Website 
https://www.toastmasters60.com/division-e-2/ 

 
 
 
I hope that your club has the opportunity to learn and grow with the help of Virtual 
Meetings. 
 
Don't forget to routinely check Toastmasters International, District 60 Website and the 
Division E website for updates.  
 
 
 

Have Any Questions? Contact Us! 
  

Kris Nelson 
krisnelson.tm@gmail.com 

Division E Director 
 

Grace Archibald 
gracearchibald.tm@gmail.com 

Public Relations Manager Division E 
 

Gregory Hammond 
ghammond@runbox.com 

Webmaster Division E 
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