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Tips and Tricks

+ Use a headset with microphone for optimal audio quality

< Mute yourself
o Muting yourself when not speaking prevents background noise around you from

distracting othersin the meeting

o You can mute your microphone when you are not speaking  Mute ~

o Unmute your microphone whenyou wish to speak ~ # Unmute

+ Look outfor camera
o Reduce clutter and double check for personalitems you didn't intend to share
in your background
o Think about where your webcamis positioned and keep it at eye height for the
most natural look
o Be aware whenthe camerais on; people willsee you and what you are doing
whenyou have turnedit on

o Turn off camera ' Stopvideo -

o Turn on camera " Startvideo ~

% Are you hosting a meeting?
o Mute all the attendees when presenting to av oid background noise
o Lockyour meeting once all the attendees have arrived to prevent unwanted

guest.

1. During the meeTing,goToMore‘,ond thenselectLock meeting. You'll
see the lockicon at the top right of your screen to notify you that the
meeting is locked.
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2. Tounlockthemeeting, goto More., and turn off Lock meeting

< Refrain from multitasking while in the meeting
+ Close email and any instant messaging applications if you are sharing your desktop

< Arrive early to your virtual meeting!

Meeting Controls

Some icons that you may see during the meeting session are as follows, you can turn on and
off the controls by clicking on the icons:

Connected » - O ¥

[0 Startvideo ~  [*] Share (® Record

5 Unmute ~
( § mute - pute my microphone

I unmute ~  Unmute my microphone

£ Participants () Chat

© Record  Record

e View meeting aftendees/participants
@ View or chat with attendees/participants

. IMore options

° Leave/end meeting

¥ startwideo ~  Turn on my camerg

0 stopvideo ~  Turn off my camerd

M share  Share content



