Special District Remote Meeting Checklist from Streamline

We’ve designed this sheet to help you succeed when hosting remote meetings.

Checklist Item Link to walkthrough guides
Z200Mm Q @ FreeConferenceCall.com’ @ UberConference :{4 GoloMeeting
Video Conferencing By Dialpad

[d Review Tutorial See how » See how » See how » See how »

View reference PDF »

O Host a practice meeting' See how » See how » See how » See how »

O Test talking to each other and test your video?

O Test muting/unmuting the other person? See how » See how » See how » See how »
O Test booting people from the meeting* See how » See how »
O Test sharing your screen® See how » See how » See how » See how »
O Test recording (if you plan to record)® See how » See how » See how » See how »
[ Test chat features See how » See how » See how » See how »
[ Test scheduling a closed session See how » We recommend setting up | We recommend See how »

a different account (with setting up a different

different dial-in code) for account (with different

closed sessions. dial-in number) for

closed sessions.

Bonus Tip: Designate a help person (who isn’t you) for the day of the meeting, so you’re not distracted fielding “l can’t get connected” questions
Need more help? Contact us at info@getstreamline.com or (916) 900-6619

' Everyone should use the same system or device you will be using the day of the meeting.

2 If you plan to use video. It can be helpful for the public to see your board, and it makes it easier not to interrupt each other, call on others, etc.

3 Note that in some systems once you mute someone they cannot unmute themselves. This is helpful to test with your practice meeting participant.
“In case someone joins accidentally or is behaving in a manner that is against policy. On some platforms, booted participants will not be able to rejoin.
5 Screen sharing can be handy for viewing the board packet together, or sharing it with the public as you meet.

8 If you plan to share the video recording later, add closed captioning and add a link to the recording to your minutes or post on your website.


https://www.getstreamline.com/blog/tag/crisis-communication
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://www.freeconferencecall.com/tutorials
https://www.freeconferencecall.com/pdf/FreeConferenceCall-Host-Reference-Guide.pdf
https://help.uberconference.com/hc/en-us/categories/115000337023-User-Support
https://www.gotomeeting.com/get-started
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://youtu.be/Ke-cQUgnazc?t=10
https://help.uberconference.com/hc/en-us/articles/360001307986-Start-or-Join-a-Conference
https://support.goto.com/meeting/help/how-to-schedule-a-meeting-g2m020001
https://support.zoom.us/hc/en-us/articles/201362603-What-Are-the-Host-Controls-
https://www.youtube.com/watch?time_continue=32&v=gme_3qCA1Ds&feature=emb_logo
https://help.uberconference.com/hc/en-us/articles/115001552726-Mute-Participants
https://support.goto.com/meeting/help/manage-attendees-during-sessions-web-app-g2m090006
https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting
https://help.uberconference.com/hc/article_attachments/360037685912/removeviewer.gif
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://www.freeconferencecall.com/tutorials#screen_sharing
https://help.uberconference.com/hc/en-us/articles/115001553266-Share-Your-Screen-
https://support.goto.com/meeting/help/video-screen-sharing-from-a-browser-2-52
https://support.zoom.us/hc/en-us/articles/203741855-Cloud-recording
https://www.youtube.com/watch?time_continue=41&v=gme_3qCA1Ds&feature=emb_logo
https://help.uberconference.com/hc/en-us/articles/115001553026-Record-Your-Conference
https://support.goto.com/meeting/help/video-recording-basics-3-23
https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://www.freeconferencecall.com/blog/fyi-updates-chat-function-live/
https://help.uberconference.com/hc/en-us/articles/115001505303-Start-a-Chat
https://support.goto.com/meeting/help/send-chat-messages-g2m040014
https://support.zoom.us/hc/en-us/articles/360033559832-Meeting-and-Webinar-Passwords-#h_08008f75-230f-4805-93e1-c76d836efd0e
https://support.goto.com/meeting/help/password-protect-a-meeting-g2m090084
mailto:info@getstreamline.com

