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ore Resources

Check out remote.dc.gov
virtual meeting best practices
and other tools.

TIPS FOR MEETING REMOTE

OCTO supports Cisco WebEx and Microsoft Teams Meeting tools. The
following instructions will teach you how to schedule meetings, as well as
sign up for a conference line if needed.

Virtual Meeting Best Practices:

Let people know in advance when setting up HOW TO

an online meeting so everyone allots the one-click conference call
appropriate amount of time to log-in to the
screen-sharing system and become familiar
with its functionality.

When possible use the VOIP, or call-

through-computer option to alleviate
service carrier capacity limitations.

DIAL-IN # 2COMMAS CONF CODE POUND

Schedule virtual screen-sharing practice S—
sessions for novice users 15 minutes prior to a 844-697-7277,,55555#
scheduled call.

Monitor the group chat during the virtual
meeting.

Remember to dial-in remote teammates when
meeting face-to-face with other attendees.

Use the phone mute button to eliminate
disrupting background noise.

Consider Video:

Video makes all the difference to working together on a project and maintaining that face-
to-face feeling. Sharing ideas can still happen in an instant, and meeting with external
stakeholders happens with the click of a button

Record:

Record meetings for people who can't attend or for those who want to refer-back to what
was discussed. Your recordings can either be saved to the cloud or your computer as a
local recording

Transeripts:

You can choose to transcribe automatically the audio of all Cisco Webex and Teams
meetings and events sessions that you record. The transcript displays when you play the
recording. You can search for text in the transcript and verify what was said when.
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http://remote.dc.gov/

How to Start, Join, and Schedule a
meeting

Go to decnet.webex.com
Login

Choose schedule or start a meeting

B w s

Multiple tools to share webex room
details.

 Download the app
« Add on the Productivity Tools
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Choose Your View

You can only control
your own view.

Increase or
decrease the
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Active Speaker---:

Video View

| bass Grid View

Active Sbeaker and
Thumbnail View
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Communicate without talking with chat
and polls

Select the chat icon on your toolbar @ to open the chat box and talk
with everyone or choose a participant in the meeting.

v Participants

To chat privately with someone, hover over their name in
the Participants panel and select ( beside their name.

F ) Allison Cassid
o3 !

GE {} Giacomo Edwards iy 9] o

Save your chats! go to File > Save > Chat.

“| You can use a poll to

Time elapsed: 006 Time imic. 500 get feedback from

1. For the new product, what is your favourite colour? youraﬂendeeSdUﬁng
o a meeting.
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Participant Audio

Joining by Computer

« Controls muting
through the computer

app
« If sound quality is poor,

consider switching to
phone.

PN

v Participants

F > Alison Cassidy (M

-
. [ Dean Roberts

Joining by Phone

« Control muting with *6
(or phones muting
function)

e Is notified over audio if
put on mute and given
instructions to Unmute
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Sharing content

1. Share your screen or a
single application.

2. To savetime, open any
applications you want to
share before the meeting
starts.

3. For a maximum amount of
bandwidth, close any
applications that you do not
need or that use bandwidth.

4. Anyone can share but only
one person can share
content at a time, and the
host can revoke privilege at
anytime.

Hello

Share Content

Use the whiteboard to
sketch out ideas!

Optimize for text and images v ©

Screen

@

i

Microsoft PowerPoin

t

Microsoft Teams

Cisco Webex Meeting

Acrobat Pro DC

Microsoft Excel

Microsoft Word

Microsoft Outlook

S
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The Power of Mute
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Mute

- IClaUd Ll Meeting Window

Mute Me 0 8M
o co W

I Mute All 08U .

3 Mute on Entry

v Entry and Exit Tone

Invite and Remind... -V
Copy Meeting Link

v/ Anyone Can Share
Assign Privileges... 3K

Change Role To >

» To mute everyone at once, from the Participant menu,
select Mute All or Unmute All.

» To configure your meeting to mute each participant as
they join the meeting, from the Participant menu,

select Mute on Entry.



The Power of Mute

Mute Background Noise Mute or unmute specific people
Watch the alert next to your profile in the Go to the Participants panel, find their name, and
Participant window. select Mute or Unmute
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We're detecting background
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noise from your microphone. 2
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Disable noise detection
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