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Prepare your 
environment &  
yourself



P R E PA R E  YO U R
P H Y S I C A L 
E N V I R O N M E N T

Internet Connection and Cell Signal 
Make sure your internet connection and cell 
service are strong to avoid call disruption, 
with a minimum 7 Mbps upload and download 
speed for voice and video calls.  If you cannot 
immediately improve a weak connection, be 
aware from testing how to best work around 
the problem (e.g. use cell phone for calls 
instead of poor WiFi) rather than disrupting 
calls due to your poor connection.

Workstation Furniture 
Make sure you have a comfortable desk setup. 
This includes your chair, desk and lighting. 

Location   
Find a quiet, distraction-free place in your home to work.  Ideally your 
workplace is not shared with kids, partners or regularly barking dogs, 
but you may have to get creative if everyone is at home.  Depending 
on the situation you may need to temporarily adapt a bedroom, 
garage or even your car for distraction-free calls or work. 
 
Working in a public place isn’t ideal if you need to have calls. However, 
if you must use a public place, prioritize minimizing background noise 
when on calls; coffee shops generate some of the most annoying 
background noise on conference calls.  Remember that public 
locations present increased security risk both physically to your 
laptop and belongings (don’t leave them out of sight) and digitally as 
far as less secure WiFi being shared with unknown individuals. 

A foundation for remote work is establishing 

the proper working environment.



P R E PA R E  YO U R
P H Y S I C A L  TO O L S

Earbuds/headset 
You likely have a working set of earbuds for your phone, 
though you might need a set of earbuds or a headset 
for use with your laptop if you can’t always use the mic 
and speakers on the laptop.  It may be possible to use 
your phone headset or earbuds with your laptop, but 
as always, test your solution and also get feedback 
from others on how you sound as an input to your 
consideration.

Keyboard and mouse
If you need to work remotely for an extended period of 
time, wireless keyboards are inexpensive and enable 
you to set your laptop screen at a more ergonomically 
correct height by using a laptop riser (or reams of 
paper, books or a box).  You’ll need a mouse to use with 
the external keyboard or raised monitor.  Personal 
preference comes significantly into play with keyboards 
and mice. 

External monitor
If you need to work remotely for an extended period 
of time, 24” monitors are high value and relatively 
inexpensive today.  A primary decision is glossy vs. anti-
glare. If you are going to be spending a lot of regular 
time in your home workspace and need a lot of desktop 
real estate, you might consider a larger and higher 
resolution monitor to increase your productivity.  

Camera
Your built-in laptop webcam is perfect for personally 
engaging in video conferencing from your remote 
workspace.  Be aware of what is in the background 
(Teams has a blur feature!) and of the lighting on your 
face. If you are including an external monitor in your 
setup and cannot look directly at the laptop webcam 
during the meeting, you might benefit from an external 
webcam to enable you to look directly at the camera 
when speaking.

Connect and test your audio and camera with others (get feedback!) after 

setting up your workspace and before each meeting.



Dressed for success
It’s tempting to simply roll out of bed, sit down in front of the computer 
and start working. Fight that temptation and take the time to get yourself 
ready like you normally would. Consider the meetings that you have in a 
given day and how you want to appear on camera given other participants. 
Your mindset will align with your appearance.

Keep the Routine
Continue with the same routine that you have always had both in the 
morning as well as the evening. Did you go for a morning run? Did you bike 
to work? Did you listen to NPR and read the news? Keep the habits going 
as they are important parts of your mental preparation routine. Enjoy the 
fact that you can do these things without simultaneously having to endure 
a commute.  

Set work/life boundaries
Sitting down at your home office desk should signify that you are 
committing to your work duties. Treat the space and time with a 
professional focus. Likewise, when you leave your work, truly leave it 
behind. Don’t feel urged to go back and check email or reply to an instant 
message. Turn off the computer or, at a minimum, turn off the monitor 
and silence notifications. Draw both physical and mental boundaries and 
adhere to them.

Take breaks
There are likely fewer distractions in your home office and fewer reasons 
to move around. Make sure to take regular breaks during the day. Get up 
and stretch. Look out the window. Look at something green. It’s OK to pet 
the dog and empty the dishes…just don’t get too distracted.

Set norms
Just like you would with your team, let others in the home know that when 
you are at work, you are not available to help with chores or other non-work 
duties. Remote work, unless your company’s policy states so, does not 
equate flex work time. Honor the work hours and be available and present 
for yourself and your team.

Take time
Working from home will take adjustments. Tasks will initially take longer. 
Technology will take time to learn. Give yourself and others space to learn 
new ways of working.

Working remotely 

for long periods 

of time require 

a mindset shift. 

Take time to adjust 

to a new way of 

working .

PREPARE 
YOURSELF



Teaming
virtually



S E T  T E A M 
N O R M S
Create a working contract with all of your 

team members.

Set standards with your team as to communications turnaround. 
What is the team standard with regards to timely chat and email 
response? 

Get everyone to handshake (fist bump, wink, Vulcan handshake) on 
using the same set of tools. The whole model breaks down if one 
person sticks in email while everyone else is working in Teams or 
Slack conversations.  

Expect a varied learning curve and give people time to adapt to the 
new tools. 

If someone is struggling, follow up with them to get them more help. 
Ask ahead of time if someone needs help with the technology. 

Understand ahead of time when meetings are going to require simple 
audio or whether participants will need to engage with 
shared content. 

Shared content can be a document, virtual whiteboard, team site, 
poll, etc.

Set expectations around work hours. 

Working from home does not equate to flex work hours unless the 
team agrees on that. 

Respect limits. Help set boundaries as to when someone is expected 
to respond to a virtual tap on the shoulder. 

Give everyone boundaries and respect the home. Working from home 
blurs a lot of lines and many will feel anxious about having their work 
in such close proximity.

Be mindful of others possibly listening to the team conversations. 
Sometimes topics are private and clearly mentioning who is around is 
important...and it can be fun and engaging at times too...”hi so-and-
so”...but remember the boundaries above.



C R E AT I N G  &  S H A R I N G 
C O N T E N T
Store documents 
Store documents in a secured cloud repository. 
Use a company approved repository to ensure 
that it is secure...especially if you are storing 
client content 

Don’t give in to the temptation to store 
something on your desktop or local “C” drive.
You’ve put your document in the sharing jail. If 
you want to keep it to yourself, use OneDrive 
since that is your own repository. Nobody can 
get to it unless you share. But it is backed up 
and accessible from ANYWHERE!

Work off the same document with others and let 
the system handle version control: 

Don’t put dates, initials and other identifiers like 
status in the document title. Call the document 
what it is...simple as that. 

You can turn on track changes if you absolutely 
need to know that you can compare versions 
later.

Share documents 
Share documents via links instead of sending email 
attachments: 

Links allow everyone to see the latest and greatest 
changes. 

Everyone can work in the document simultaneously        .

Consider whether to allow editing or read-only when 
sharing.

Use the comments feature in the document to leave ideas 
and provide input if you don’t want to actually change the 
document. 

You can open up historical versions of a document and 
compare them (in Word) to see what has changed over time 
or to retrieve an accidentally deleted clause.

Work off the same document as others 



Use folders sparingly 
Use folders sparingly unless they are clearly understood not only by 
those on the team now, but by those who could join the team later. 

One exception is the “Archive” folder. Use it when documents need 
to be retained but are no longer directly relevant to the team. 

Other appropriate instances for folders include easily understood 
hierarchies such as date/time, location or function. 

       If you are using Microsoft Teams or SharePoint, utilize views and 
metadata if working on a large number of documents at once.

Trust the system to find your content
Rely on search to find your content. Give it a try – you’ll be amazed 
at how effective it can be when you don’t have a bunch of outdated 
versions cluttering up your repository .

If you do browse, most repositories sort by last modified date – the 
most relevant documents are almost always on top. 

You can see your most recently edited documents (both those 
created by you as well as by others) in the corresponding 
application (Word, Excel, PowerPoint) .

Also you can see ‘Shared with me’ documents in corresponding 
application (Work, Excel, PowerPoint), if you know someone 
.recently shared with you a Word document for example. 

QUICK TIPS
Avoid creating and storing documents in a location that is not 
accessible by others. Doing so results in you needing to share 
documents via email which results in version control issues 
and inefficient feedback from team-members. 



T E A M  
B R A I N STO R M I N G
Need to get the team together to virtually 

gather and discuss varied ideas?  Here are 

two approaches:

Scenario #1: whiteboard session 
This scenario has you needing to brainstorm ideas with others in a 
visual and engaging way, with multiple team members contributing 
simultaneously: 

• Use a virtual whiteboarding tool like 
Mural.co – https://mural.co/  

• Team members can work on different parts of the whiteboard 
at once, not just the part that is being displayed in a meeting.  

• Have some pre-formatted sticky notes with the right sized 
font available before you start the meeting. 

• Remember that you have a virtually unlimited canvas so give 
yourself lots of space . 

• There are keyboard and mouse shortcuts that make adding 
items to the board much easier and faster . 

• Add enough time to the meeting so that everyone 
can practice.  

• Mural has many templates that make it easy to get started 
(LUMA Human Centered Design Templates for example) .



Scenario #2: simple note taking 

This scenario applies when there is a single person taking notes during a meeting and others are 
contributing ideas. This applies to both brainstorming questions as well as simple meeting notes. 

• Use OneNote to keep the notes.  

• Every Microsoft Team comes with a OneNote and can be added to a tab in any channel for easy access . 

• Use tags to quickly and easily identify important items and action items for follow up . 

• Remember to transfer your action items into a centralized task tracker...don’t just leave them in 
OneNote, you’ll forget about them .



QUICK INDIVIDUAL 
CHATS
Sometimes you simply want to tap someone on the 
shoulder and ask them a question or share an idea. 
In those cases, there is no need to set up a formal 
meeting. 

Make sure you are logged in
Make sure you are logged into chat tools when you start work in the morning.

Make sure your status is accurate
Most tools link to your Outlook calendar and change availability automatically...make sure yours is 
working. 

Use “do not disturb” 
Set your status to do not disturb if you need quiet moments.  But use this feature wisely!  And if you 
do turn it on, remember to turn it off.

Follow chat etiquette 
Chats typically have an expectation of almost immediate turn-around. If you get a chat and can’t 
talk, let that person know and they could then send an email...do the same if you are asked to check 
in later.

Best Practices

Simply use a chat session in  a program like Teams or 
Skype to touch base with them. Turn a text chat into a 
video call if it takes more than 5-10 exchanges to close 
out the topic. 

1
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M A N A G I N G  T E A M 
TAS K S
Schedule daily standups

If the team is using Microsoft Project, JIRA, Planner, 
SmartSheet, Trello, etc.., suggest having daily reviews of 
the contents to help the Team stay focused for the day.   

If the team is not using a tool, implementing a tool will be 
critical for a remote team to know what the other team 
members are working on that day.    

 
If the team is using Microsoft Teams, a planner comes 
with each Team.  Click the ‘+’ tab on any channel and select 
Planner.



Virtual
meetings



M E E T I N G 
R E A D I N E S S
Many of the virtual meeting guidelines also apply to in-
person or mixed attendance meetings. They are, however, 
all the more important to consider when you are leading or 
participating in a virtual meeting.

Define roles
Facilitator
Designs and facilitates the meetings.

Note taker
Takes action notes/takeaways and emails them to everyone 
right after meeting.

Technical support
Helps with technical troubleshooting.

Action item taker
Documents action items.

Time-keeper
Keeps time/parking lot items.

Moderator
Appoint a “Yoda” to add some levity and increase human 
connection. A Yoda is the person who mentions the elephant 
in the room or calls it out when meeting norms are not being 
followed and adds the fun.

Meeting structure readiness
• Do you have a clear agenda?
• Do you have the right attendees?
• Have you prepared participants for their parts in the 

meeting?

These tried and true meeting hygiene elements are all the 
more important in virtual meetings because you cannot risk 
losing the audience to distractions.

M E E T I N G  R E A D I N E S S



Tools
Select tools to assist with the meeting objectives.  
For example if is a brainstorming meeting, you might 
select a virtual whiteboard.

Centralize meeting content
Meetings inevitably require pre-reads or follow up 
content distribution.

If available, make sure that this happens in a 
centralized location, NOT via email. Leverage a 
Teams site, OneDrive for Business, SharePoint, 
Box or whatever your cloud-based sharing tool 
set allows. Having this central repository allows 
for easier sharing, version control should content 
change after the meeting and participation in 
content editing by others. Having online repositories 
allows teams to be much more effective in their 
collaboration outside of the meeting and establishes 
great practices that carry into all aspects of their 
work.

Presentation Considerations 
Create a splash slide to have up at the 
beginning while people join the meeting. 
The page can contain a question that people 
answer in chat or people can come off mute 
and answer. Non-work related topics usually 
work best. Consider it a virtual ice breaker.

Tee up questions in case of silence
Think ahead and talk to people that you could 
call out if you needed to get the conversation 
moving with non-presenters.
       
If people need thinking time during the 
meeting, you can play soft music while allowing 
them to think or jot down on paper (or virtual 
whiteboard), then come back and share out 
(pictures can be taken of paper and then 
uploaded).
 

M E E T I N G  R E A D I N E S S



Coordinate flow
If there is more than one presenter, discuss ahead of 
time how you will coordinate presenting. 

Who will share what screens and when?

Create show flow document so each presenter 
knows the timing and what will be shared in that time 
(PowerPoint, Intranet pages, polls, etc...).

The least disruptive approach is to switch presenters 
not screen sharing. Ideally one person has the 
presentation on their computer and transfers control 
to other presenters as needed.
 

It’s okay if some meetings have folks out for a
walk listening in.  It’s not okay if you are sharing
data and other information that requires 
them to see a screen.

Commmunicate join expectations
Depending on the size of the meeting, consider auto 
defaulting participants to be muted when joining. This 
prevents a lot of background noise as the meeting 
participants come together. You must also consider 
whether participants can self-unmute or whether that 
is controlled by a central administrator.

Also make sure that meetings have a dial-in component 
if you want participants to join that way.

Be crystal clear up front if you want people to be in a 
place to see content. 

M E E T I N G  R E A D I N E S S



Content & sharing readiness
If you are going to be sharing content, do you have it 
ready for virtual consumption?

Do you know how to share your screen? Many apps give 
you the option of sharing just an application or sharing 
your whole screen? Which are you going to use? Make 
sure you have all of the presentations and content to 
be shared open and ready.

Make sure you have other apps CLOSED - especially 
spreadsheets with the latest payroll numbers.

If you are using multiple monitors, know how to 
either mirror or extend your presentation. There’s 
nothing worse than talking about a presentation and 
others cannot see it because it is only visible on your 
secondary monitor.

Also note that when you enter a PowerPoint in 
presentation mode, multiple monitors will likely only 
show the presentation on one and the other monitor 
will show the presenter’s prep screen. Make sure you 
are sharing the right one!

Think about your content’s structure. Text-heavy 
content is not easy to share virtually…and most of the 
time not good for in-person meetings either. Screen 
sizes will vary among participants and screen sharing 
will often make content even smaller.

It is also a good practice to not go off script during a 
meeting in which you are sharing content. There is too 
much risk that participants will see information on your 
laptop that you do not wish to share. If you absolutely 
must move to another piece of content, stop sharing, 
open the content and then reshare your desktop…
this is good practice whether you are virtual or in an 
in-person meeting.

Plan break out sessions
Use break-out sessions to get more engagement but make 
sure you have logistics set up for those meetings. The invite 
should have links to break-out meetings so that people can 
easily join on the fly. 

If you know ahead of time, who will be in each breakout, you 
can always send a separate meeting invite for that timeslot 
of the meeting.  Ensure you have a lead or moderator in each 
group to help keep the breakout on subject and time. 

M E E T I N G  R E A D I N E S S



P A R T I C I P A N T
R E A D I N E S S
Tech ready
Make sure that you have identified and tested 
your technology setup prior to the meeting.

Get everyone on a central, modern tool for 
meetings – Teams, WebEx, Goto Meeting and 
Zoom are all great options.

Is the actual application loaded, not just a 
browser extension?

Do you have a good signal in the room that you 
will be taking the call from? There’s nothing 
worse than finding out right when you are dialing 
in that the WiFi signal in the basement room is 
not sufficient to carry your video call.

A clean re-boot is always recommended so that 
everything is working smoothly.

Do you have the latest versions of all the 
applications that will be used?

Do you have logins for all the cloud-based tools 
that will be used?

Eliminate multi-tasking distractions
You are in front of a computer and it is way too easy to 
start checking email during the call. Don’t!

Listen, engage and pretend you are in a room where 
everyone can see you.

Turn off notifications on your laptop and set your 
status to ’Do Not Disturb’. Most operating systems have 
a do not disturb mode - turn it on. You don’t want those 
dings and pop-up messages about picking up dry-
cleaning popping up while you are screen sharing.

Use video  

       The most important element! While it will be 

difficult for all attendees in large meetings to 

have their cameras on, the presenters MUST have 

their faces seen!

Individual laptops may suffice but if there is going to 
be a group in a central location, then consider using a 
professional company to live-stream the video.



V I R T U A L  M E E T I N G 
E T I Q U E T T E

Introduce facilitators & moderators
Introduce all the presenters of the day.  When you are in a classroom, 
they can be easily seen, but virtually they can be voices in the cloud, 
so pictures help and have them introduce themselves also so they 
can be seen on a video by all the attendees. 

Let the attendees know who is filling which roles on the call. 

Annouce guidelines
Announce the guidelines at the beginning of the meeting. 
For example:
• Ask people to be on mute when not talking.
• Ask them to turn on video when they are talking.
• Remind them of minimizing distractions and not multi-tasking.
• Explain how to ask questions by using Chat.

You MUST let participants know that you are 

going to record the meeting.

A  W O R D  F R O M  O U R  C U L T U R E  O D ’ S

“You are on mute!”

Explain to participants how to do it ahead of time – 
seriously!

And the inverse is true too. Ask people to mute themselves 
if they are not talking. Car noise, crowd noise, paper rustling 
noise, typing noise (depending on how good your laptop is) 
can all be so distracting.

As presenter, you have the absolute right to pause and 
ask someone to mute their line.

Most apps highlight where noises are coming from so 
you can identify the offending party. You also have the 
right to mute the participant directly if needed.

Remind participants about the “mute” button. Talking in a muted state is a constant issue and often due to participants 
being distracted in another app, then being called on and forgetting how to navigate back to the meetings app and 
turning off the mute button.



L E A D I N G  V I R T U A L  M E E T I N G S : 
E N G A G E  O T H E R S

Know and acknowledge your participants
All apps show a list of who has joined the meeting. 

Know how to view the participant list and welcome as many people as possible. 
Don’t ask whether someone is there…you should be able to figure that out 
yourself.

Make sure that you identify any and all phone numbers that have joined the call. 
These are either people who have joined without video/presentation viewing 
capabilities or participants who are supplementing their video with better 
audio. Tell participants up front whether you need them to rejoin via a screen if 
you plan on presenting critical information.

Feel free to call on participants
Feel free to call on participants during the meeting. You would if you were 
in the room with them…don’t let a virtual meeting keep you from doing what 
you normally would do to engage participants. It’ll force participants to pay 
attention too if they know you may call on them. There are other ways too – polls 
and up-front icebreakers come to mind. If the meeting is one-sided where the 
presenter is doing all the talking, feel free to learn from that and adjust next 
time around. Don’t force awkward silence if participants are still feeling their 
way around a virtual meeting.

Engage during breaks
Remember the entire audience during breaks, especially if you are in a room 
with others and you have virtual participants. There is nothing that will 
disengage participants more and make them feel like they are missing out if 
the room is having a break, rustling papers, laughing, and talking and the other 
participants cannot join in.

Excuse the room from the meeting and rejoin in a bit. If you choose this option, 
encourage participants to use the chat or private meeting to talk with someone 
over lunch…don’t just let remote workers sit on their own!

Have slides with pre-designed questions to encourage people to chat, post 
pictures or meme/gifs.  

Simply acknowledge virtual participants and have them join in the conversation.



U S E
W H I T E B O A R D S 
Be prepared for how you will white-board ad-hoc contribu-
tions to the meeting. It is inevitable that someone will want to 
get up and draw something or collect information via sticky 
notes. The ultimate beauty of using virtual whiteboards is 
that you do not need to take pictures at the end of the meet-
ing and email them around…it’s already digital!
 
 

Virtual whiteboards
Be ready for that with a tool like Mural or Microsoft 
Whiteboard so that EVERYONE can see what is being drawn 
or shared.

Physical whiteboards
If someone insists on using a physical whiteboard, make 
sure that your camera can be panned and zoomed in on that 
whiteboard so that everyone can see what is being done. 
If needed, have someone point their laptop camera at the 
whiteboard and pin that video feed as the main feed in the 
meeting.
 

Quick ad hoc whiteboards
If you do not have this software at the ready, there is a simple 
work-around. Open up a document on a central share like 
OneDrive for Business, SharePoint Online or Google Docs, 
share the document with the participants, and have them 
edit the document directly. Everyone will see each other’s 
content pop right up on the screen – voila, virtual whiteboard 
with tools you already have!

  

QUICK TIPS
It’s not recommended to use whiteboards 
if you are facilitating a meeting with a 
large number (20+) of attendees.



Use chat to engage everyone
 
One of the toughest parts in meetings is that the presenter will be unable to easily see the audience 
and pick up on when someone has a question or additional input. Use the meeting’s chat features to 
engage everyone. Participants can use an emoji “hands up” or a simple “…” ellipsis to indicate that 
they have something to say.

Make sure that there is a person dedicated (Moderator) to monitoring the chat channel and interrupt 
the presenter as needed – have this cadence set up ahead of time.

The presenter should pause on a regular basis so that the chat moderator can intervene. This is one 
of the hardest things to crack in virtual meetings – the wall between meeting participants. It would 
be good to seed a few people in the meeting with questions and have them chat every now and again 
to make people comfortable with doing so.

One other option is to use multiple monitors so that you share the presentation on one monitor and 
have the meeting notes and chat window on another…not all apps give you this option though. Once 
someone, does raise a point, have them speak in the meeting…don’t just have them chat. Engage 
them! Welcome them! Thank them!

Allow people to be creative and share: Draw on paper their thoughts or ideas, take photo and 
upload/import to let people see what they are envisioning



A F T E R  T H E  M E E T I N G

Record important virtual meetings. It is simple and a great 
way to get the relevant info to those who couldn’t attend.

Give people time to watch videos...don’t just expect them 
to do it on their own time.

Consider having someone cut the video into parts…
especially if the agenda was long. That way everyone 
can jump to the parts they find most important…or then 
can simply break down the viewing time into digestible 
chunks.

If recording seems to onerous, then have someone take 
good notes and post them immediately after the meeting.
 
Ideally you have an online repository where you can post 
the recording, notes and meeting collateral all in one 
place. You can even continue to engage participants via 
chat after the meeting.

Don’t forget to centralize all content after the meeting and 
communicate with all the attendees where the materials 
were placed for future reference.  If action items were 
created, placing in a tool for tracking is more useful (aka 
Microsoft Planner).

Keep track of action items during the meeting and 
follow-up afterwards to be sure everyone is clear on their 
responsibilities.

RECORD 
the meeting

TAKE NOTES
if needed

ASSIGN ACTION ITEMS 
to be sure everyone is clear



    Get there.


