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WHAT WE WILL COVER

What is a Virtual Meeting?
Virtual Meetings: Tools, Roles, Do’s & Don’ts

What does a Virtual meeting look like for AAUW ‘Land’ branches?
Webinar Tools / Technology

How to Set up Your Branch’s Freeconferencecall.com Account
How to Use Freeconferencecall.com
Host
Audio only via telephone
Webinar / Audio via Computer
Attendee
Audio only
Webinar / Audio via computer
Advanced Webinar / Audio Features
Host
Attendee
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WHAT IS A VIRTUAL MEETING?

A virtual meeting is when people are located anywhere and use
video, audio, and text to link up online.

Virtual meetings allow people to share information and data in
real-time without being physically located together.

Virtual meetings use video-teleconference software, such as
Microsoft's Skype, Adobe's Connect, Freeconferencecall.com and
Google's Hangouts, to name a few.

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS



WHY VIRTUAL MEETINGS

Ability to meet people where they
are in their life
Busy career people maximizing limited
time — can participate in a meeting and
presentation where they are
Home / The Office / Work Travel

Reaching out to Community members

Invite to participate in person OR via
teleconference

Make it easy for participation by the
community!

Include other AAUW branches in
CO AND surrounding states — our
Western Region

Share speakers and programs

Learn from other branches

Amplify the work of your branch with
other branches who may want to join inl!

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 5
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VIRTUAL MEETING TOOLS

Internet Access
Land Branch

Remote Individuals around the state with
computers for webinar

Access to telephone/land line

For remote individuals without internet
access cnd/or a computer

Laptop with Camera

For presenters and facilitators

For remote attendees

Webinar Teleconference Tool

Webinar / Teleconference tool

Laptop, with Camera would be optimum
Land line / Cell Phone

Projector

Enable land branch to easily see the
presentation

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS



VIRTUAL MEETING ROLES

Leader [Branch President]: Person who
sets the goal(s) for the meeting and
designs for interactivity

Producer [Branch Communications]:
Takes care of technical issues

Facilitator [ Branch President or
Incoming President ]: Supports the
leader in designing for interactivity,
and keeps the meeting on track and on
time

Attendees: In the room and
participation virtually in the
meeting

Presenter: Individual who will be
presenting a specific topic or
program for the virtual meeting

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS
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VIDEO CONFERENCING DO’S AND DON'TS

The 10 Do's of Video Conferencing Etiquette

Schedule a practice session
with your presenters prior to
event

Do be courteous to other
participants; ask for input by
those who haven’t had a
chance to speak

Do speak clearly

Do keep body movements
minimal

Do move and gesture slowly
and naturally

6.

Do maintain eye contact by
looking into the camera

Do dress appropriately (you
will be seenl)

Do make the session animated

Do be yourself and have fun!

. Speak your name before

asking a question

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 9



VIDEQ CONFERENCING DO'S AND DON'TS, CONT

The 7 Don'ts of Video Conferencing Etiquette

1. Don't carry on side 5. Don't shout

nversation ' i [
conversations 6. Don't make distracting

2. Don't wear "noisy" jewelry movements

3. Don't cover the microphone /. Don't interrupt other

. : ker
4. Don't make distracting sounds Spediers
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OTHER VIRTUAL MEETING TIPS!

CHECK IN! Have participants check into SLIDE COUNT: You might want to

the meeting with a very short statement double your typical slide count to keep
about what they want from the meeting the meeting moving forward

TIME: Limit the meeting time to an hour SLIDE CONTENT: Keep text on slides to
ENGAGE ATTENDEES: Consider having a a minimum;

slide of a conference table with pictures TECHNOLOGY: Use all of the virtual

of the participants in different places or technology you have available:

Map showing where attendees are MEETING OBJECTIVES: Ask all

located participants at the end if they got what
PARTICIPATION: Invite participants BY they wanted from the meeting

NAME interact throughout the meeting,
not just in ‘question time’ at the end

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 11
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PRESENTER AT LAND BRANCH

era on the Laptop allows

Fort
Collins

Remote Attendees
via their computer

access the AAUW
webinar tool

presenter to be visual to
INTERNET —— individuals accessing the

‘webinar’ via the internet

Tool to share their presentation

to REMOTE attendees Projector could be
- ) used at Land branch
‘ to present the

1

1

1

1

I .

. *  Presenter accesses the Webinar
1

1

1

1

Colorado
Springs

webinar presentation

Presenter at Land Branch Meeting

Remote Attendees
dial in to the AAUW
teleconference tool

' and listens ONLY to
_the Webinar /
Denver /
Phone only

Land Branch meeting

Pueblo
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PRESENTER REMOTE FROM LAND BRANCH

INTERNET

Fort REMOTE Attendees
Collins via their computer
access the AAUW

webinar tool

on the Laptop allows presenter |
e visual to individuals accessing the

Land Branch mee’ring webinar’ via the internet at the Land
* Facilitator accesses the Webinar Tool

Branch :
to share the presentation to REMOTE !

attendees Projector could be used at Colorado
Land branch to present Springs
the webinar presentation
and Branch Meeting Pueblo

* Presenter accesses the AAUW

Webinar Tool to share their > o
Remote Attendees dial in

to the AAUW
teleconference tool and

e listens ONLY to the
Presenter - Remote Webinar

presentation to Remote attendees and
Land Branch

* Camera on the Laptop allows
Presenter to share the presenter to the
Land branch and remote attendees

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 14



TECHNOLOGY FOR USE WEBINARS

Online breakout rooms for small _____ |- =
group discussions and brainstorming

Whiteboards for exploring ideas and
action planning

https: / /webwhiteboard.com/bo

> ard/v422a98r

SR R&SS /0D

Chat for participants to ask questions, —
make comments, and propose ideas

The Best Survey Creator Tools

Y —— m.,...ms.ma.- 1w~ A A AR
PoIIs/queshonnalres for surveying how : p—— 5
participants feel about issues and B

. > |

ideas -
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VIRTUAL MEETING TECHNOLOGY

Microsoft's Skype
Adobe's Connect
Freeconferencecall.com

Google's Hangouts
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SET UP A FREECONFERENCECALL.COM ACCOUNT

FreeConferenceCall.com provides High Definition (High
Clarity /Sound) audio conferencing, screen sharing and
video conferencing with up to 1000 participants via

AUDIO and 25 attendees via WEBINAR
FREE!

Access htips://www.freeconferencecall.com

OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO


https://www.freeconferencecall.com/

STEP 1. ACCOUNT SETUP

From the FreeConferenceCall.com home page, sign up for a free account using

your e-mail address—iNote: By default, the following is included with your account at
no er for up to 1,000 participants per meeting, international In-

country Dial-in Numbers in more than 55 countries, Online Meetings with up to 25

attendees.
WHAT YOU WILL NEED: ™ - “Conference for Free Anywhere, Anytime!
1. Internet Access B % Rsnimou bo e 9
2. A specific Branch AAUW > E.‘.&m’:?:::m -
emGiI, i.e., e Tl o g v 31 > Q;’.m'mrm::“rv
) Avaliatibe on Devand!
AAUWCOCS@gmail.com

Schedule Your Meetings
With Our New Calendar Plugins

Create an account, then visit the web Instructions for more detalls.

Sign-Up — “FreeConferenceCall.com homepage”

After your account is created you can fine-tune it and signup for more services in
“My Account’ page.


mailto:AAUWCOCS@gmail.com

STEP 2: VALIDATING YOUR ACCOUNT

Copy or Print
out this
information
and Keep in an
Safe place

[
Thank you for signing up with FreeConferenceCall!

o Meeating Credentials

I Dial-in Number (775) 360-1147
Access Code 116-114
Host PIN 3604

o Account Configuration GCooy

Create Your Password SEEEEREEES

Online Meeting ID Johnsmith

Free for 30 days

Account Confirmation

On this screen, you can view your basic account information, conference dial-in
numbers and playback numbers, your Access Code and host PIN code. This
information will also be emailed to you (see a sample of the email in

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS
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WHO TO INVITE & HOW TO INVITE

Consider inviting not only your branch
members, but extending invites to:

All branches in the state even Western Region
members

AAUW C/U affiliates

YWTF chapters

National members in the State

AAUW Western Region Branch Presidents

Community Members
Church groups
Schools
Community Centers
Electeds
City Council
State legislators
School board members
County commissioners

Use Meeting Notices in your AAUW gmail account
associated with the Virtual meeting tool to invite
attendees

Easy to remind guests with the meeting notice!l
Can keep guest list private

Easy to include instructions on how to access the virtual
meeting

Audio
Webinar
Allows you to know how many people will be attending.

If over 25 people, you will need to provide the presentation
to attendees and let people know to participate by audio if
they are not able to access the Webinar.

More about that later!
Encourage people to gather together to participate
in the virtual meeting

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 12



HOW TO INVITE FROM TOOL - ONLINE

INVITATION OR EMAIL

ﬁﬁwnmhlmcllgmr dozaibl: RBolk = 2bedsnz = ks fupoal ey

To send an online

invitation or email:

* Log in to your
FreeConferenceCall.com
account.

* Click Invite

* Complete Information
Requested

= Click either

* By email

Account Information

Ecxess coda I

inilre e ting 10 G

Hest HRAGF

Intemationel diakin nurbers i
Hayhack nunberig

& Vet iz Sectings & |miite

= Copy to clipboard

Wi il igh Irckz iz

3

. A P ST RN R T O Ty N aer
Hidr
Invite Anyane ta |ain 2 Confierents Anytime
IR F
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HOST INSTRUCTIONS: AUDIO

Options for Host to Manage

an Audio Call
1. DIGI ’rhe diql-in number. - 1 [ Manage Q&AM
2. When prompted, enter the access code, =¥ | 2} caller Count
fO”OWGd by pound (#). w* 3 |Breakout Rooms
3. Press star (*) to enter the host PIN, followed * || 4 |instructions
by pound (#). « |[ 5 | Mmute

= 6 |Self Mute

- 7 | Conference Lock

= 82 |Entry/Exit Tones

- 9 Record

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 24
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ATTENDEE INSTRUCTIONS: AUDIO

To attend an audio conference

call:

* Dial the dial-in number provided
by the host

* When prompted, enter the access

code provided by the host,
followed by pound (#).

Participant Keypad Commands

Control certain aspects of the conference from the telephone with the following commands:

* 113 Breakout Rooms
11 4 lInstructions

¥ 6 SelfMute

*3 Breakout Rooms - Leave the main conference to join a sub-conference. Press *3 followed by the number of
the sub-conference, from 1to 9, or press *3* to return to the main conference room at any time,

*4 Instructions - Hear the list of available keypad commands,

*6 Self Mute - Mute your individual line. Press *6 again to unmute the ine,

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 26
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HOW TO HOST ON-LINE WEBINARS

ﬁFreeEunferencecall.mrrr
Launch the jonnsen,melissas4@gmail.com
FreeConferenceCall.com
desktop application from
your desktop.

Audio Information Host Information Ect

CIICk HOS" qnd |Og in W”h Dial-in number: B (515) 7381015
your AAUW Host email -

FreeConferenceCall.com

P.C. B 41069

a d CI ress an d p asswor d ficcess code; BdB3LEFIN [LEﬂrgE:u;j-S”
H H (] e
(fIrST-TIme UserS). Online meeting ID: 186143158 support@freeconferancecall com
FOI" The GUdIO Porhon Of The International dialin numbers; Wiew list
online meeting:
. Call the dial-in number and nite iP,F{:_"[e-W,I]T{:1" -..=|r1[:r|I na ||-4I nL -.-:a.r';-:-:j_tlfagr|-:a:1 for seraen sharing, web
enter the access code followed corferencing product demonstrations, webinars and mare.,
by hash (#) or click Headset to Host Online Meeting

connect through VolP.

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 28



1. How to screen share:

a. Click Play on the Meeting
Dashboard.

b. Select the items you want to
share. A list of applications will
appear

c.  Click Start Sharing.

2. How to video conference:

a. Click Camera on the Meeting
Dashboard.

b. Choose to dial in over the
telephone or through VolP on
your computer.

c. Video is live once the Camere
furns green.

3. How to chat:

a. Click Chat on the Meeting
Dashboard.

b. Send a message to the group or
private message an individual
participant.

x| b Sttt Tow uy 20 % 1 - LY Streen Sharing QOFF B ) @ b x
o _ - = DiinMumber,  Actess Code: AN Orire Meating I0: 1 —
'-?':'1:"':] Lo I.':l":-“["] |I.I:l| 1[".'1 'M'."ﬁ[fEE" _=_' v 451 5] m_1u15 HE‘HH- #3431# ?“44}1“ {
mering | Ml e —— 4 ? PartsersinWome [} Intesactive
)l 190
EI Wall K - Py LI L] ok P vk LTI E
3 FreeConferenceCall.con
johnsen.melissabd@gmail.com =
dio Information Host Information Edi
Dialin number: E (515 7381015 FreeConferenceCall.com
P.0. Bow 41069
Access code; BG4 PIN Long Begch, CA B85
Tel:(B4d] B34-1312
Online meeting ID: Tiir143158 supportfreeconferenceca!Lcom
International dial-in numbers: Niew fist
nite FresConferenceCallis an onling mesting senice des gned for screen sharing, web

conferencng, product damanstrations, webirars and mare,

Host Online Meeting
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N\YFZANYIANYIANTVI ANV I ANTY I ANY S AN

Z Qﬂ%ﬂ%ﬂ%ﬂ%ﬂ\ﬂ% /
NYZANYZANYZANYZANYZANYZANTZAN
ZAN\YZANYZANVZANYZANYZANY/ZA\Y/
NYZANYZANYZANYZANYZANYZANTZ4N

JANVIANVIANVIANVIANVIANVIANYS

ATTENDEE INSTRUCTIONS | compurer/reepnone auero

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA



1.

ATTENDEE

Join the AAUW broadcast online

* Use your computer's microphone &

speakers at
* https://www.freeconferencecall.com/w

all /XXXXXX

Click the green ‘Join this
meeting’ button

Allow your computer to open the
FreeConferenceCall app

Enter your name and email as
prompted.

The next pop-up will ask you to
click on 'mic & speakers' to
connect your audio.

| EUCETER TR & FrasCimlerenceCl com By rrin
_E_’ [iHnkber  sxeslne PR (e ez g [
CRIEECLIR B =" o700 B35 A% commetwerkaau

i EEU A B

@ FrecConerencecall com

Haost Information

Budio Information

Dilin ner: B ot 71521 FreeConferenceCall.com
50 B dipzh
Access code: 5365 ong Bean, 8 30553
i fhd A 122
Qnline meating |0: OB BINCT S sppertEeecorferencessl com
[neernational diaks numbers: VEE

FrenConfererceCalis anoning meetiog senizs desoed for soresn shariog weh
COTEIRINING ProdUs deonsoia ons Wehnzrs ant mors,

Jain Onling Meeting

Chat
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B Gge e X o ereneCall com i stion x
. o o — Eu Dizhin Mumber:  Aocess Code PIAE (Onine Meeting |0:
6. NEXT, click the telephone icon that appears on the e I o == s s U coniaam
left in the grey control bar, and make sure your H ik 3 B Q ’.l*. > B e
speaker volume is on and turned up on the laptop. -
7. You can also open the list of attendees and click
the microphone in order to mute your line.
Audio Information Host Information
8. You will be able to - Diabin number. BE (541 7153580 FreeConferenceCall.com
- H P.0. B 41059
See the presen’rq’rlon, Aecess code: BE3445 Long Beath, Ca 30853
=1 [e]:(R44) 820-1322
Listen to the presen'rer, Online meeting |0: COENEDMDTk3aLy supportAfreaconfeencacall.com
: quTICIpGTe in fhe Onllne Chqt' International dialin numbers: Wiew lis

[ Inenche

FrazCaonfererceCallis an onling meeting sanice designed for soreen sharirg, vk
NOTE: If YOou do not have access to a compu’re r, you Join Online Megting canferancing, produet demonsmatians, wesinass ard mare.

can participate via teleconference: xxx-xXxx-xxxx
passcode xxxx#

e yautne st Cick neresnlogin

. . . Chat
Host can send via email the presentation to attendees

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS
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HOW TO RECORD & REPLAY AUDIO CALL: FROM
PHONE

Recording Instructions Accessing Recordings
During the free conference As the Host you can access
call, the host can start recordings of the meeting:
recorpllng at any time by Go to your Account Info page,
pressing *9 and 1 to click Profile then select History
confirm. & Recordings.

Participants will be notified
that the recording has been
started.

To stop recording,

press *9 again and 1 to
confirm.

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 35



HOW TO RECORD A WEBINAR: FROM COMPUTER

How to Record:

1. Launch the desktop application and click Record.
Or
2. Click Host and then Record on the Meeting Dashboard.

3. Select recording options (audio, screen sharing, video)
and Continve.

= AUDIO: To record audio, check the Audio box,
click Continue, choose your audio preference and follow
the instructions.

* SCREEN SHARING: To record screen sharing, check
the Screen Sharing box, select items to share and
click Start Sharing.

* VIDEO FEED: To record the active speaker video feed,
check the Video box and click Start Sharing.

* Recording will begin immediately.

* Note: Only one video feed will be recorded based on the
active speaker.

4. To stop recording, click Record.

% & Sovbwees o g 2000 M Sep i Sharing OFF _x| .
o R . ‘= OuHnkmber A . PH: Cnlina Meeing 1: l i
izreridng Cmarion[LE] - hifps usmnteac ¥ (515 T3-105 46143150 {
wermg | WEE T —p— . Fmazintomen: [ Inadee
. Ha
AL r- =
3 Wall S— - S
(3 FreeConterenceCall.com:
Johinsen.melssasaEgmai com E
Audio Infarmation Host Information o
Diakin number: 1) 015 FreeConferenceCall.com
P B 41052
Aceess code: 24534 Y Lang Beach, 26 3453
f2h: (34) 344132
Dnling meeting 10: 15143158 supaarifreecorferencecal.com
International dial-in mumbers; Wiew ist
iz FreeCenfersnceCalis an anine mestrg serv e desizned for soreen shareg, wet
oor :‘..F'.”.ll'. nezdurt demenst-at LS AR NErE ¥l e,

Host Ciline Mesting

Note: When you exit the meeting and close the Meeting Dashboard, a pop-up window will
appear with a link to your recording. Access the recording by clicking the link, copy the link to
clipboard or go to History & Recordings from your Meeting Wall.
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PLAYBACK INSTRUCTIONS FOR MEETING ATTENDEES

OPTION 1:

Participants will receive playback number and
access code from the Host

The playback number is different from the
conference dial-in number.

When participants call into the recording
playback number, they will be prompted to:

Enter the access code and

Then enter the reference number for a
specific recording.
Once confirmed, the system will play back the
recorded conference.

During playback, the user can scroll forward
or backwards through the recorded
conference using phone keypad commands.

OPTION 2:

The recording can be downloaded and
shared

or

Shared via a link that is pasted into an
email, to social media or on a website.

Host will provide attendees

AAUW COLORADO ENETWORK - AWARENESS RAISING ON THE USE OF VIRTUAL TOOLS 38



