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ONLINE VIDEO AND 
TELECONFERENCING

Zoom and Freeconferencecall.com
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We’ll begin at 1pm.
Hover over the bottom of your window to find these tools

1. Please put your name and branch in the chat window.
2. Keep your microphone muted unless you need to talk.
3. Keep your video off unless you want to share your “jammies”.

http://www.aauw-ca.org/index.cfm
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Agenda

◼ Welcome
◼ Review common connection problems
◼ Preparing and controlling your meeting
◼ Tool Review
◼ Zoom Demo
◼ Free Conference Call Demo

http://www.aauw-ca.org/index.cfm
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Common Audio Problems

Problem
◼ I don’t have a microphone.
◼ We can’t hear you. You can’t hear 

me.
◼ There’s an echo when someone 

talks.

Common Solutions
◼ Turn the microphone on.
◼ Use a headphone. Computer 

microphones are frequently not 
strong enough to pick up sound.

◼ Mute everyone who’s not talking. 
The video conferencing software 
responds to sounds. If someone 
has a lot of background noise it 
will interrupt your speaker.
When all else fails

◼ Have the person keep their video 
session going and have them dial in 
by phone.

Tip
◼ Use the chat window to 

communicate while you work 
out the problems.

◼ Give yourself a deadline for 
solving problems, then move on.

http://www.aauw-ca.org/index.cfm
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Common Video Problems

Problem

◼ I can’t see you.
◼ I can’t see what you’re displaying.

Common Solutions

◼ Turn the camera on.
◼ Confirm that you’re sharing your 

screen.
When all else fails
◼ Have the person follow along using 

materials you’ve sent out or 
posted. You’ll have to describe 
how you’re navigating more 
clearly.

http://www.aauw-ca.org/index.cfm
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Be Prepared

◼ Have an agenda.

◼ Distribute or post materials prior to the meeting to allow participants who 
are unable to join by computer can follow along.

◼ Start simple. Learn the basics of your tool first - including phone commands.

◼ Turn off all other programs on your computer such as Dropbox.

◼ Join the call early to work out connection issues and be prepared for common 
problems.

◼ Orient your participants to the screen and what you expect.

◼ Know when to give up.

◼ Relax and have fun. Participants take their cues from you.

◼ Practice, practice, practice.
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Keeping Order in the Room 

◼ Mute all participants on the call. Unmute them only when they need to 
contribute.

◼ Use the Chat. It can be your friend.
◼ Have participants identify themselves and their branch name in the chat so you know 

who attended.

◼ Use the chat to ask questions.

◼ Assign a moderator to monitor the chat if you’re presenting your screen.

◼ For large meetings
◼ Save bandwidth and turn video off. It can be distracting for a large group.

◼ Limit who can share a screen - You only. 
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Video Conference vs. Teleconference

Teleconferencing
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● Share audio only
● No computer screen sharing
● Small group 
● Limited control of participants

Video Conferencing

● Share your computer screen
● Small or large group

Most tools do both functions allowing people 
to join by computer or phone

http://www.aauw-ca.org/index.cfm
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What Tools are Available?

There are several tools you can use to hold online meetings or teleconference calls. 
We’ll focus on two today.

◼ Zoom

◼ Freevideoconferencing.com

◼ GoToMeeting.com

◼ Google Hangouts
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Tool Comparison
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Tool Free? Price

All include
Video

Screen Share
Phone dial in 

Unlimited Mtgs

Meeting Time 
limits Participants Comments

Free 
Conference Call YES Free X 1000

https://www.freeconferencecall
.com/
They ask for a donation but 
you can use without charge.
Participants can’t share their 
screen.

NO $ 12.00 /organizer 
/month X 150 https://www.gotomeeting.com/

14 day free trial

YES Other packages 
available 40 100

40 minute and 100/participant 
limit on free version
https://zoom.us/

Google 
Hangouts

YES Free X 250

http://www.aauw-ca.org/index.cfm
https://www.freeconferencecall.com/
https://www.freeconferencecall.com/
https://www.gotomeeting.com/
https://zoom.us/
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Zoom

Zoom offers a variety of short videos on how to set up and join meetings
◼ Join a Meeting
◼ Scheduling a Meeting with Zoom Website
◼ Meeting Controls

Sign up
◼ https://zoom.us/

Tutorials
◼ https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
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Zoom - Getting Started

◼ Create an account: https://zoom.us/
◼ Host a meeting - use this option to start one right now

◼ With video on/off or screen sharing only
◼ Schedule a meeting - use this option for future meetings
◼ Join a meeting - use this if you’re attending someone else’s meeting and you 

know the meeting number. 

Keep it simple
◼ Schedule
◼ Invite
◼ Hold the meeting
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Zoom - Screen Layout
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If someone joins by 
phone, 
● *6 - Toggle 

mute/unmute - 
● *9 - Raise hand

http://www.aauw-ca.org/index.cfm
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Zoom - Finding Your Settings
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Settings and meeting information can 
be found at the top right of your 
screen. Click on your name.

http://www.aauw-ca.org/index.cfm
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Zoom - Helpful Settings
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Most of the system defaults are fine. You may want to change a few.
Helpful settings to change
◼ Video settings default to off for both host and participant. Change this if you 

have a small group that you trust.
◼ Change audio to Mute participants upon entry. 
◼ Turn “Auto saving chats” to on so that you have a record of the 

conversations.
◼ Change “Who can share?” to Host only to prevent zoombombing.

http://www.aauw-ca.org/index.cfm
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Zoom - Scheduling a Meeting
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http://www.aauw-ca.org/index.cfm
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Zoom - Share Your Screen
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Free Conference Call

Free Conference Call offers a variety of short videos on how to set up and join 
meetings

◼ How to Invite
◼ How to Host
◼ How to Join

Sign up
◼ https://www.freeconferencecall.com/
Tutorials
◼ https://www.freeconferencecall.com/host-instructions 
◼ https://www.freeconferencecall.com/participant-instructions
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Free Conference Call
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Free Conference Call - Settings
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Since participants can’t share 
their screens, there are few 
options to change.

http://www.aauw-ca.org/index.cfm
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Free Conference Call - Getting Started
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Free Conference Call - Audio Only Call
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http://www.aauw-ca.org/index.cfm
http://www.youtube.com/watch?v=Ke-cQUgnazc

