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Tipsfor effective online meeting and working from
home

Using video chat tools like Zoom and Microsoft Teams to maintain daily meetingsis very common right now,
but it can also fed abit intrusive to allow co-workers to see our home. continued.

Use the following tips to make the most of online meetings.

Choose theright location

When it comes to online meetings, remember this one rule: light is your best friend. Choose alocation with
plenty of natural light, whether it's near awindow or outside. The more natural light you have, the less fatigue
will become. Also, thiswill help improve the 'background' section posted behind you. No one really wantsto see

your messy house, or have a quirky portrait of you. Try and find a position where there islittle distraction behind
your back.

Check your Internet connection


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/chat-text-call/
https://tipsmake.com/tips-for-effective-online-meeting-and-working-from-home

140160/’,
180
2SIVl

INTERNET SPEED MB/S

R

Having afast Internet connection isimportant for everyday video calls. If you're on acall in an indoor location
it'stoo slow to maintain a solid connection. That will lead to blurred video and flicker sound. Test your Internet
connection with websites like Speedtest. Do this to make sure you can find the best location for maintaining a
stable Internet connection. Y ou may even need to temporarily move your router to another room to receive a

strong signal.

Make sureyour cameraand mircro areworking

For many employees, thisistheir first time using home video calling software. As a Windows user, the camera
and microphone don't have to be turned on. To get set up, click Windows + | to open Settings. Go to Privacy .
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Make sure the switch is On under Allow appsto access your camera.

Y ou do the same with the tab Microphone >> turn On in the Allow appsto acces your microphone.

Mute your self when you don't speak



When you're in avideo meeting, it's helpful and effective to have only one person talking at atime. The best rule
of thumb isto only turn on the microphone when it is your turn to talk, ask or answer questions. Thiswill keep
your coworkers from getting annoyed with noises around you (fan noise, construction noise, children, .).
Reducing background noise can be crucial to ensure calls start and end on time. Mute yourself while you're not
talking also saves you from having to rush to find the mute button in case someone accidentally enters the room
and destroys the group's conference space.

Be careful with the chat list

Y ou wouldn't want to accidentally write a message to people during your video conference call. Apps like
Microsoft Teams have their own chat stream for each message but also have a generic chat box in video / audio
calls. Accidentally making a mistake in the box will easily lead to embarrassment, apology, or worse. Always be
alert and differentiate between these game areas.

Find out what software you are using

One final tip when working from home isto get hold of the technology you're using. Google Hangouts, Zoom,
and Microsoft Teams all have their own unique software layouts. Try and get acquainted with these software
first. Find out where the screen sharing function is and the call recording function islocated. Get familiar with
the location of the mute button so you can quickly mute it after talking. In the case of Microsoft Teams, the
meeting chairperson needs to know how to add participants. It isimportant to become familiar with these tools to
ensure smooth video calls.



Video meeting applications have been around for along time, and during the time of Covid 19 trandlation this
method became more prominent than ever. It is also possible that this convenient method will be popularly
applied in the future. Therefore, you need to early equip yourself with online meeting skills to make your work
smoother.

Y ou finished reading the article "Tips for effective online meeting and working from home" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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