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.

YOUR PROFESSIONAL

VIRTUAL OFFICE

North Gwinnett Advanced Toastmasters
Michetle Hanchey, DTM

We've all gone virtual including Toastmasters. To build trust and rapport more quickly, it pays to strategize
about how to look professional during your online meetings.

As a Toastmaster you can help create a professional virtual brand for your members and your club. Start by
helping your fellow members become digitally-sawwy, current, and make sure they have the tools 1o look their

personal/professional best

A Professional Remote Office:

Like spinach in your teeth or your zipper undone, a
bad video-call is something only your best friend will
call to your attention. Even if you have the best virtu-
al presentation there is a good chance that your light-
ing, your backdrop, your connection or even your un-
conscious habits are making you look less profes-
sional than you would like.

Choose your setting:

Create a professional setting with a quiet calm office.
Carpet with soft fumishings tend to create the best
audio during virtual meetings. If your room doesn't
have carpeting, an area rug on the floor and some
floor pillows can reduce reverberation and create a
warmer sound.

Background:

We don't want to see your dirty laundry piled on top
of your unmade bed. In fact, we don't want to see
your bed at all. It is distracting. Any distraction can
take away from your message, be it a wall of posters,
kitchen cabinets or nick-knacks. The safest ap-
proach is to simply have a neutral wall color in the
background. Shades of grey or cream work well vs.
white. *Many of today’s virtual meeting rooms (i.e.
Zoom) give you the option of adding a background,
but be careful that it is neutral and professional.

Use laptop, not phone or I-pad:
While in your virtual office use your laptop or desktop
computer.

Smartphones tend to be very convenient, but they
can be hard to balance especially taking speaker
evaluation notes. Plus, there is imited screen space.
Even your |-pad has limitations on being able to see
all meeting members on screen.

Raise you webcam to eye-level:

Our first virtual meeting we had a number of people
who had their phone/l-pad/computer on their desk. As
they looked down ... we looked up their nostrils. Put
your computer on a sturdy stack of books or a box.
Adjust it so your eyes are eye-level to your camera.

Adjust your framing:

Position yourself about arm’s length from your screen.
Make sure you have a bit of space between the top of
your hair and the top of the screen.

Audio:

Distance yourself from any background noise, but if
you can't escape the brouhaha plug in your head-
phones with a built in microphone. Your voice should
cut through the noise more clearly.

Good Lighting:

Lighting is one of the most critical aspects of creating a
professional remote office. Ensure your desk has a
strong but soft light that can illuminate your face during
your virtual meetings. (Tip: purchase an inexpensive
10" LED ring light with tripod for under $25). Bright and
balanced is best. Not sure about your lighting ... ask a
fellow Toastmaster.

Typical lighting mistakes include:
« An overhead light gives you a halo and produces
racoon eyes that also make you look tired.

Lights within camera view located anywhere be-
hind you is like shining a flashlight in someone’s
eyes.

Experiment with your lighting so that you don't look
like a lurking shadow with no eyes or half your face
is covered in shadows.




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
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» Before the meeting:
» Dress code: busine ysual
» lechnical;
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« Microphone

« Light

« Background - what will be visible
» Make sure that your computer/other de tand sti
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» During the meeting:
» Loain with yvour name and sumainnmy
» Checl
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« Microphone
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if you want 1o speak = RAISE hand

» Enjoy the meeting ©




Get ready with ZOOM

Information Kit for attendees

» Start with internet (computer, tablet, mobile):

» Press the link » Or go to: https://zoom.us/join and
example enter the code,
https//zoom.us/) 1234567890 example

1234567890
[—) Join a Meeting
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» Or simply call:

1) Dial number (it's FREE and different for each of the country);

_—T %

X IMIPIE

+370 5214 1488 Lithuania
[ — Entet the Meeting Code/1D

Xxample

1234567890 AND press #

> Press ok, ok, install, ok, ok, and then:

= e Loain with your name and sumame
» Check
o Camea,
o Microphone
- . j‘wu'nlb only when Toastmaster of the evening gave you the
permission

» Enjoy ©
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» When you are in:

Gallery view - see all the participants

Speaker view - see the one who s speaking

Microphone settings

_amera settings

» Enjoy ©

Get ready with ZOOM

Information Kit for attendees
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View mode

Full screen
To exit >ESC

Share your screen

turn on whiteboard/file

Press Participants

see participants
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Camera Preparation

How to look good on camera

Information Kit for attendees

» Sunlight

]

Sunlight front Sunlight from back Sunlight from side Controlled Sunliaht

Room hght Room hght Room light No room light Room light
+phone light in +hght from sextra lightin
front back front
» Eye contact » Camera position
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» Online Speech Contest Exception:
» Short: https//bitly/2TT2)3

» Original: https/Awww toastmasters.org/ fmedia 19698 | 29 7M6 73800079 26bec866.asha

Get ready for Online Contest

Information Kit for Timer

» Get ready as usual Timer:
» Prepare with all the timings;
» Prepare a stopwatch, phone;
» Listen carefully to each participant and signal them accordingly

» Download the images with colors here:

» Short: https//bitly/3abAVLx N—
. o ‘ -




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

[l ™ | = | NewTab

€ C (y & mailgoogle.com/ma

GoTo Meeting Invite

Please join my meeting from your computer, tablet or smartphone.

n instantly.

‘oMeeting? Get the app now and be ready when your first meeting starts: htt




The following screen will open (Click Open GoTo Opener)

X {) @& globalgotomeeting.com/join/209621 aQ

TOASTMASTERS |
Open GoTo Opener?

sk GoToMeeting oo

A temporary window will open showing...

G Connecting to GoToMeeting...

Starting GoToMeeting...

The following screen will show.

@ Start a few minutes before or after the hour to join quicker Get more tips

sk GoToMeetingZwo

K
Have a great meeting.
Try again | Re-install App

New to GoloMeeting?

Start your free trial and join the millions who trust GoTo.

/ Host crystal-clear meetings with up to 250 attendees.
/ Take your meetings on the go with industry-leading mobile apps.
+/ Calendar plugins mean you can schedule & join a meeting in seconds.

v/ Productivity...boosted with unlimited cloud recording & meeting transcription.




At the same time this window will open.

Toastmasters Meeting - LDTM

This is a recurring meeting

)

T] -7 y b
The meeting is starting...

€ your tame and ersd address 5 you woukd ke them to
' the meeting organcers ctandes .

Tokitunsters e

Organizer: Lee-Anne Leslie | Presente ,,/

[l one Paton Suthersnd]

Emal | dpaton-suth@hotmal.com

Audio: Use your microphone and speakers (VolP!

[JRemember name and emal
Canada: +1 (647) 497-9391
Access Code: 209-621-061 > Attendees: 2 of 251 (max)
Audio PIN- 18

> Chat
e g0 with industry-leading mobile apps. | @

Meeting ID: 209-621-061
bu can schedule & join a meeting in second.

th unlimited cloud recording & meeting transcription.

Congratulations you have now joined the meeting!




Step by Step Logging in to Zoom for the First time

& Mai x

Open email
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Apps @ AddtoBabylist PE] Google Calendar-.. (@) Google+ T0 DO Vermeulens Education - School Adoption Banking
— — -
Outlook 2 Search s} =3
—— ]
= i Delete = Archive & Junk »~ < Sweep 51 Moveto ~ < Categorize ™
) Inbox ¥ Filter ~ Please join Zoom meeting in progress
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= s Please join Zoom meeting .. 458 PM hitps://zoom.us/j/4002544547
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This window may open on your screen as you are waiting for the link to open.

0 Launch Meeting - Zoom x + - g &4
C & zoom.us/j/400254454?pwd=bHFaTXlleXpPQOZoWm 1wVkdjY3cvdz09  © R o @ = @ H
S Apps @ Add to Babylist Google Calendar-... (@ Google+ T0 0O Vermeulens Education - School Adoption Banking » Other bookmarks
zoom Support English =
nload should start automatically in a few seconds.
Click Zoom ... .exe.
If not, download here. @ Help

Reminder: click the below red link...
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Show Ml x

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

) Zoom ®

Enter your name

Your Mame
“Ieslie ]

Remember my name for future meetings

==




Enter your name and press Join Meeting

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

) Video Preview X

Always show video preview dialog when joining a video meeting

SLTRTLGRUGC- | Join without Video |

This Window will then pop up.
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Join Audio  Stop Video




At the same time this window will pop up...

Join with Computer Audio

Test Speaker and Micrephone

Automatically join audio by computer when joining a meeting

1 - AL W AT O LN N o

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

La

|
-
Lee-Anne Leslie %

T

uill Grace Archibald

Congratulations.




Step by Step Logging in to Skype for the First time

Open email

Gl ™ | & | NewTab %]

€ C (0 @ mailgoogle.com/mail/u/0/?tab=rm&ogbi¥inbox/FMfcgxwHMZLFrisXBHXKZCLVTWIZIIS

32 Apps TOASTMASTERS

Skype Meeting

Snoozed

Sent

Join Skype Meetin

ye®Veoel ES

Trouble Joining? Try Skype Web App

and Click Link... (see red box)

™M ™M New Tab

C ) & mailgoogle.com/mail/u/0/?tab=rm&ogbl#inbox/FMfcgxwHMZL

i Apps TOASTMASTERS

|— Compose

Skype Meeting

Snoozed
Sent
Drafts

Trash =
Join Skype Meeting

Categories
Trouble Joining? T

The following window will open.

@ Skype for Business

How would you like to join your meeting?




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

(¢]

@ Skype for Business

How would you like to join your meeting?

+* « Toastmasters » Online Meetings v O Search Online Meetings el

QOrganize ~ New folder
[ This PC

J 3D Objects
I Desktop

No items match your search.

|| Documents
& Downloads
D Music

&= Pictures
B videos r
s Acer (C)

¥ Network

v

File name:

Save as type: | Windows Installer Package

~ Hide Folders Save Cancel

Click on the download (see red below)...

We're downloading the app installer.

Click here If the download doesn't start automatically

After you have Installed the app, click here to join the meeting

Wait until the Skype Meetings App installer 1s downloaded, and
then open it to install the app




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

Open Skype Meetings App?

Open Skype Meetings App m

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

=

Welcome

| ] o

Sign in if you have an Office 365 account

Use my Skype for Business desklop app instead

The following will open temporarily...

: Have a good meeting. We're connecting you...




Then you are in...

33 ) 2 Participants

Diane
Lee-Anne Leslie GUEST

Lee-Anne Leslie

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

Meeting Entry Information...
Meeting Options...

Change Audio Connection
Exit Meeting

Lee-Anne Leslie Switch to Audio only

Lee-Anne Leslie Help

Report an Issue
About

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

noQ

Hold Devices

(1)) —

>




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

Switch your device

‘o

Speakers (High Defi...

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

[ 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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