
 
General tips for Virtual Meetings: 
 

 Practice using the camera on your computer, phone or laptop. You can do this at any time prior 
to the meeting 

 Familiarize yourself with the meeting software and its features 
 Plan your lighting so that your face is well lit.  Avoid sitting with your back to a window or other 

source of light and be aware that some overhead lighting can also make it difficult to see you 
clearly 

 Position yourself so that your upper body is visible, not just your face. This will allow you to be 
more expressive when speaking 

 If you are using a phone or tablet, ensure that it is placed on a stable surface 
 Ideally, position the camera so that it is at eye level when you are looking forward. This makes 

for better “eye contact” with the viewers. If you are using a laptop, consider putting it on top of 
some books or other platform so it brings the webcam up to eye level. 

 When speaking, make “eye contact” by looking directly at the camera lens.  This can feel 
uncomfortable at first and takes practice, but it makes a significant difference to the 
effectiveness of your online communication 

 Wear a headset if possible, it cuts down on external noise and audio and mics are easier to 
hear and have a better sound quality then having someone call in on their phone. 

 Have at least several cups of water handy, room temperature is recommended as it aides 
speaking voice and your throat does tend to get drier if speaking for long periods. 

 Turn off any program or device that will compete for your bandwidth. This includes things like 
Google Drive and Dropbox that automatically update. 

 Virtual backgrounds are fun but also suck up bandwidth, consider having some sort of backdrop 
especially if the room you are in is “busy”, Even a bed sheet hung up works well. 

 Make sure any popups, ie. antivirus reminders are not going to pop up during your session 
 When screen sharing be aware that everything can be seen (if using the share all function), 

including bottom taskbars and if you are using the internet, bookmarks as well as open tabs on 
a browser.  

 If you wear glasses, be aware of reflections and glare that may be distracting.  You may be able 
to eliminate this by adjusting your seating position, the angle of the camera, the angle of your 
glasses or making the source or light more diffuse 

 Join the meeting early so that you can make sure that your video and audio are working 
properly 

 Remember to use the “mute” feature when you are not speaking to eliminate background 
sounds, and be aware of where it is at all times in case you have an unexpected 
distraction/interruption. 

 Mute/silent mode landlines and cell phones to eliminate distractions and interruptions. 
 Wear muted and solid colors, patterns/stripes/busy patterns are very distracting. No hats, 

suggested jewelry is small and not shiny (shiny jewelry reflects computer light and can be 
distracting if it flashes when you move) 

 Be cognizant of your facial expressions on camera, touching your hair and face is common but 
can also be a distraction to the viewer. If you use hand movements while you talk to describe 
something, be aware that your gestures need to be seen in the frame of the camera. 

 A presenter doing a workshop and sharing their powerpoint in Zoom will tend to lose the video 
bar and all other options 

 Bring up any documents or browsers in advance so its set 
 
 
 



Additional Notes for running meetings: 
 

1. When having a Zoom meeting for the first time. I always send people the meeting link plus 
 

If you have never used Zoom before and have questions,  I encourage you to check out: 
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting 
Additional questions and help pages can be found at https://support.zoom.us/hc/en-
us/categories/201137166 
If you would like to test your video and speakers prior to the call please visit: 

https://zoom.us/test  
 
2. I always make sure I get a phone number as well as occasionally some people can’t get 
the audio working, so you can then stay on Zoom for screen sharing and video but they can call 
in by phone. 
 
3. Some people do not feel comfortable being on video, I always make sure I let people know that 
video does not have to be enabled if someone doesn’t feel comfortable with it on their end.   I try to at 
least let people see me and say hello on my end, putting a face to the voice seems to put people at 
ease. I find I don’t have a problem if the viewer stays with video off, I will keep it on on my end, but that 
takes a certain comfort level that not everyone is going to feel comfortable with. 
 
4. If someone in initial correspondence seems like they may be very untech savvy in advance, I 
call them first and walk them through the zoom setup just in case they run into any hiccups and then 
transfer over to zoom. 
 
5. When I first get on with someone for the first time, I walk them through how to screen share and 
also how to use the chat feature as well as how to mute on their end, you will run into ringing phones, 
barking dogs etc, and while you can mute them, teach them how to do it so they can control their own 
actions. 
 
6. First time users tend to lose the video box sometimes. It minimizes itself or hides behind other 
documents or browsers that are open. With both PCs and Macs, tell the viewer to go down to the 
toolbar at the bottom of their browser and look for the blue box with the white video camera icon. They 
always seem to get back to it from there. 
 
7. If you are showing something how to do something, mention you can record it for them, but 
make sure they know you are recording, especially if they have video enabled. Or if someone is talking 
or giving an education speech or talk and wants it record, they do have the option (if it is enabled in the 
back end of the setup of Zoom) to self record. If there are others on the call make sure they know its 
being recorded and if they don’t want their faces in the recording, they can go off video. 
 
8. If someone joins a meeting after files or chat in the chat box is shared, they will not be be able 
to see that or any links or files already shared 
 
9. Enabling file sharing for a zoom call 



 
 

 
+++++make sure this is slid to Blue to enable file sharing.  If this is a meeting where you know 
everyone on it. If you do NOT know attendees please make sure this setting is OFF 
 
Important!:  Zoom safety is paramount. If you are running a meeting, Zoom has put together best 
practices for meetings. Please follow them, ESPECIALLY making sure attendees do not have the ability 
to share their screen without the meeting hosts permission. And do not share your meeting links on 
forums or websites, email only is the best way to protect yourself. 
https://blog.zoom.us/wordpress/2020/03/20/keep-the-party-crashers-from-crashing-your-zoom-event/ 
 
Additional Zoom information  
https://www.youtube.com/playlist?list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe 
 
Hot keys/keyboard short cuts for Zoom 
https://support.zoom.us/hc/en-us/articles/205683899-Hot-Keys-and-Keyboard-Shortcuts-for-Zoom 
 
For webinars: I had done this session for a couple of conferences some additional notes as a handout 
https://drive.google.com/file/d/13sTzBEDoYz7LtZVeyJ61aqwlipWmfzlZ/view?usp=sharing  
 

Thank you and Stay Safe Everyone! 
 
Cheers All!~Heather Turner, SCORE Certified Business Counselor, Owner Forfeng Designs 


