Digital Enablement
Equipment requirements
At the meeting
1. Laptop computer that has connectivity to the internet
2. Internet service
3. Omni-directional Speaker to connect to the computer (USB connection)
Jabra Speakerphone – Speak 510 has been satisfactorily used at club level.

4. Camera to connect to the computer (USB connection)
Logitech C920 on a small tripod has been satisfactorily used at club level.

5. Video display unit to connect to the lap top computer and enable attendees to look at the
remote attendees. Some venues have a wall mounted display unit that can be connected to.
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Remote location
Laptop computer with inbuilt camera, microphone and speaker
Or
Smart phone or tablet / iPad.

Setting up a meeting
The zone has purchased a subscription to Zoom, a service that enables simplified video conferencing
using a range of devices including laptop computers, iPads, iPhones, tablets, smart phones etc.
The zone webmaster will set the meeting, including recurring meetings.

Connecting to Zoom
The invitees will receive an email containing a URL link. The attendee clicks on this link, follows the
instructions and is then connected in as an attendee.

Tips for consideration
Use the time before the start of the meeting to check your technology, lighting, and appearance on
camera.





Position the camera and your face to nearly fill the height of the camera image. On most
devices, that means your face will be uncomfortably close to the camera.
Try to ensure your whole face is lit, but not brightly enough to cause any flaring (you’ll know
that when you see it). Diffuse even light is helpful. If part of your face is in dark shadow, your
expressions will be hard to read.
Avoid lights, bright reflections or other distractions appearing behind you but within the
camera frame.

Your computer camera feed can be set to 4:3 or 16:9 ratio. 4:3 is preferable. Phones and tablets may
support portrait orientation, which is ideal for a talking portrait. However, you need to place the
camera in a fixed position, not wobble it around in your hand.
Before you speak on camera, minimise all video images on the screen, especially your own.
Video heads are distracting and offer no practical benefit while you are speaking.
While you are speaking on camera, try to maintain eye contact with your camera, which means not
looking at the audience on the screen. As your face is filling a smallish window, head movements and
gestures can easily have unintended effects. On the other hand, face expressions may be hard to
make out, so you need to concentrate on your voice skills to give the whole message.

Your camera will be active only when both you and the coordinator allow it to be on. Turn off your
video if you are moving away from the screen.
Microphones seem to work reasonably well without careful positioning, once they are set up.
You can mute you microphone while you are not speaking, which is a good idea if you might make
noises or get into side conversations. You will have to turn your microphone on to be heard after
joining the meeting.
Showing PowerPoint: It may be safer to start the slide show in full screen, and then share your full
screen. That is different from sharing just your PowerPoint window. One presenter had problems
controlling the slide show after sharing just the PowerPoint window. Meeting controls may float in
front of the screen you are trying to share. You can reduce them in size and move them out of the
way. Other people in the meeting won’t see your controls. They are only an annoyance for you as
presenter.
You can send a Chat message (instant text) at any time. The other party may not notice it, depending
on how they have configured their Zoom screen.
The coordinator sets a timer for each speech on their system. However, that is usually a single
sound, not a warning plus time up, and you may hear it clearly if you are speaking at the same time.
To be clear about how much time you have left, use your own timer outside of Zoom (e.g.
smartphone / stopwatch).
Technology setup
The device must have an Internet connection, speakers and microphone. A headset can replace the
speakers and microphone. The detailed experience on-screen varies between platforms. In all cases
it is best to set up and test well before the meeting start time. Use the System Check offered by
Zoom.
Join via zoom.com in your web browser or click the link in the meeting agenda email. This will install
Zoom software. You may need to give explicit permission for the installation, which takes only a few
seconds. You will see the Zoom in a window separate from your web browser. You can change the
view after that.
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