Click to Meet Best Practices
Conference setup

· Run a test session for new users prior to the conference.  This will allow them to download the client, test their connection and settings, and learn the interface.

· Get information from your participants prior to setting up the conference.  You will need their e-mail and a phone number at the conferencing location (sometimes it’s different than their desk number).

· Allow enough time for the conference.  The conference will run for the exact duration you specify.  Ensure that you leave room for administrative tasks, Q&A sessions, and post-conference discussions.
· Load materials to “My Materials” ahead of time.  This will avoid delays associated with uploading materials during the conference.  It will also allow participants to preview your materials as soon as they get the invitation e-mail.

Etiquette

· If you are the moderator, mute all participants when conference begins.  This will avoid echo problems, and problems with background noises such as keyboards and side conversations.

· If you are the moderator, do a sound check at the start of the conference by granting to microphone to one participant at a time.

· If you are not the moderator, mute yourself when you are not speaking.  You can request the microphone when you need to say something.  Click “Request Mic” in the “Moderate” menu.
· To avoid interrupting the presenter, type questions in the chat window as you think of them.  Ask the presenter to cover the questions when he or she is done presenting.  You can also carry on private discussions with other members by choosing his or her name from the chat window drop-down list.

· To present something, request presentation rights.  Click “Request Presentation” in the “Present” menu.
· When using application sharing, you can request control of the application by double-clicking on the shared application window.  The presenter regains control by clicking once on the shared application window.
