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GETTING STARTED WITH

VIRTUAL MEETINGS

Introduction

This guide is designed to walk business professionals through virtual meetings, making
virtual meetings as productive as possible when physical meetings are not feasible.
Whether you're preparing for a virtual board, client, internal team, or vendor meeting
or simply looking to boost your virtual meeting skills, this guide serves as a resource.
The overall goal is to help teams navigate the world of virtual meetings with ease and
confidence.
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Choosing the Right Platform

There are a variety of virtual meeting platforms available in the market. Some of the

most popular ones include:
TF (st

Zoom Video Microsoft Teams Google Meet

Communications

Each platform offers different features and pricing plans, so it's important to select the
one that best fits your needs.

When choosing a platform, consider factors such as ease of use, security features,
and audio/video quality. It's also worth checking if the platform offers virtual
backgrounds and screen sharing options, which can be useful for presentations during
meetings.

7 If the platform you're using requires any downloads or installations, it's
important to communicate this in advance of the meeting.

7 Itis recommended to use platforms that do not require downloading any
applications, as this can often cause a barrier to entry and potentially lead to
technical difficulties or delays.

Stick to user-friendly, web-based platforms that allow participants to join
meetings with a simple click on the link. This allows for a more convenient and
hassle-free experience for all involved.

Set an Agenda and Objectives

To make your virtual meeting more effective, it is critical to define the meeting agenda
and objectives beforehand.

7 Outline what topics you plan to cover during the meeting and setting your
primary goals.

A clear agenda helps guide the conversation and keeps everyone focused on
the task at hand.

The objectives, on the other hand, provide a purpose and a measure of success
for the meeting.

One of the best practices is to send the agenda along with the meeting invitation. This
gives participants an opportunity to prepare for the meeting, ensuring a more
productive discussion. This can also help you avoid any off-topic detours during the
meeting and make the most out of everyone's time.
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https://zoom.us/
https://zoom.us/
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://meet.google.com/

Agenda and Objectives - Referral Partner Meetings

When conducting virtual meetings, additional preparation is critical because these
meetings require a more strategic approach to stay productive and on track.

During the meeting, it's crucial to take comprehensive notes to capture important
details, follow-up actions, and agreements.

Utilizing Al notetaking, such as Fireflies.ai, Zoom Al Companion, and Rewatch, can
streamline the process,efficiently recording, and organizing information as well as
provide as a resource is anyone who needs the information is unable to attend.

o .

=/ NOTE: You should always obtain the prospect's permission before doing
- l so to ensure their comfort and uphold their privacy rights.

.................................................................................................................................................................

Remember, your goal is to conduct a productive virtual meeting that moves the
organization or relationship further depending on the foster a mutually beneficial
relationship with your audience. Come prepared, stay focused on the agenda, and
ensure a two-way conversation.

Send a Calendar Invite

When planning a virtual meeting with someone, it's crucial to send a calendar invite to
ensure the appointment is scheduled accurately in both your and the prospect's
calendars.

o .

.................................................................................................................................................................

This process not only formalizes the meeting but also reduces the chances of
miscommunication or scheduling conflicts.

Coordinate Via Email

One of the best practices is to coordinate a time via email, rather than using a
scheduling link, as that puts the burden on the prospect. If you go back and forth more
than two times, you can use a calendar link to speed up the process.
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https://fireflies.ai/
https://www.zoom.com/en/ai-assistant/
https://rewatch.com/sem/ai-meeting-notes/

Sending the Invite

To send a calendar invite,

01} Create a new meeting in your preferred calendar application.

02} Fill in the necessary details such as the meeting title, date, time
(consider time zones if different than your own), and duration.

03> Remember to include the link to the virtual meeting platform in the
location or description field.

04} Always add a dial in number when available.

Customize the Invite

Before sending the invite, it's recommended to include a personalized message.

This could detail the purpose of the meeting, the agenda, and any preparation
required.

/] Be sure to ask if anyone else should be included in the meeting.
These details provide clarity to the prospect and show that you respect their

time.

Remember, a well-crafted calendar invite can set the tone for a successful virtual
meeting, making it essential to prioritize this step in your virtual meeting setup.

Preparing for Your Virtual Meeting
Test Your Audio/Video

Before the start of your virtual meeting, it's crucial to test your audio and video
settings. This will help ensure that you are clearly audible and visible during the
meeting. Most platforms offer a "test audio/video" feature that you can use to check
your settings.

Practice Sharing Your Screen

If you're going to present during your meeting, make sure you know how to share your
screen seamlessly. Different platforms have different methods, so it's worthwhile to
familiarize yourself with the process on the platform you're using.
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Add a Virtual Background

A virtual background can add a professional touch to your meeting and help
minimize distractions.

Keep it simple. There are a variety of options in most platforms and software that
easily lets you customize a background.

¥
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Ensure a Well-lit Space

Lighting is a key factor that can influence video quality. Make sure your space is well-lit
so that you are clearly visible during the meeting. Consider adding a ring light, or
camera with a light attached for the best quality.

Consider Co-hosting

If the meeting requires, consider making someone a co-host. This can be particularly
useful if you need assistance in managing participants or the chat during the meeting.

Record the Meeting

If necessary, make sure you know how to record your meeting. Different platforms
offer different recording options, such as saving the recording on your local computer
or to the Cloud. Be clear on where your recording will be stored for future accessibility
and review.

© Sales Xceleration. All Rights Reserved.



Best Practices

Adhering to a set of best practices can significantly enhance the effectiveness of your
virtual meetings.

(/] Start by ensuring punctuality. Arriving on time for a virtual meeting creates a
positive first impression and demonstrates respect for others' time.

(7] It's also advisable to keep your camera on during the meeting. This aids in

building relationships by providing an experience that closely mirrors in-person
interactions.

o Avoid using other devices such as phones or tablets during the meeting. To
ensure a productive meeting, it's important for all participants to be fully
engaged and attentive.

(vf Dressing professionally, even in a virtual setting, conveys your commitment to
the meeting and your role.

 It's crucial to take and maintain control of the meeting.

] Determine the next steps, whether it's a list of outcomes, an action item list, or
scheduling another meeting.

Post-Meeting Follow-Up

Just like in-person meetings, it's important to follow up after a virtual meeting. This can
include sending out minutes of the meeting, action items, or a simple thank-you
email to all participants.

Following up further illustrates your professionalism and ensures everyone is on the
same page and that action items are clearly communicated and completed in a timely
manner. It's also a great way to maintain communication and build relationships.

For example:

Hi [First Name],

Following our productive meeting, I've added you to my newsletter list. You can
look forward to receiving monthly insights and updates on sales trends in your
inbox. | hope these insights prove valuable for your business growth.

Sincerely,

[Your Name or Email Signature]
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Conclusion

Virtual meetings have become an essential tool for businesses to stay connected and
increase efficiency. By following these tips, you'll be able to conduct successful virtual
meetings and make the most out of this powerful tool. Now go forth and hold
productive virtual meetings with confidence!
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