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BEST PRACTICES FOR ANY

Online Meeling

KNOW YOUR TOOLS

Credibility and engagement can be built or broken during your
virtual session by how you use your tools. Know how to navigate the
software, display visuals, mute people, and look as professional and

polished as possible.

X

USE THE MUTE BUTTON

Whether you are a participant, or the host, use the mute button
when you are not speaking. Leaving participants with their
microphone on causes audio feedback, and will impact the

engagement of everyone in the meeting.

more info at www.crossroadlearning.com



