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Technical Considerations as You Prepare 
 

• Close background applications on the device you will use. The fewer open, the 

better. Shut down other devices nearby. 

• Decide whether you should turn off your phone’s Wi-Fi.  

• Turn off VPN unless you have been instructed otherwise. 

• As much as possible, reduce simultaneous streaming if you are at your house.  

• Consider hardwiring your workstation. This is an option if you are experiencing 

“video freeze.” 

• Is video the proper medium? It might be a phone call, or Teams audio. 

• Check connectivity in the room where you work. Do this by searching online for 

“download speeds.” 

• Find out whether smart speakers in your house could eavesdrop on client 

conversations.  

 
 
Specific Software Knowledge 
 

• Zoom can stream live to YouTube. WebEx can stream live to Facetime.  

• Know who the call manager/host will be. 

• Should you use any “lock meeting” security features?  

• Audio delay is always possible, so be aware it may impede a smooth call. 

• Know where your mute button is located. 

• Know where your raised hand icon is located. This minimises talking over one 

another. 

• Learn your chat function.  

• Know how to adjust views of participants. 

 



Lights 
 

• Test lights in a rehearsal by looking at yourself on your screen. 

• If you need extra lights, source those and experiment with the lighting. 

 
 
Camera 

 
• A separate webcam placed behind your monitor can make you look even more 

professional. Place it at or above your eye level.  

• Adjust the lighting in the room. Again, watch yourself on video to adjust. Do not 

sit with your back to a window—your face will be too dark. 

• Experiment with a headset—they do not always improve sound.  

• You may want to buy a stand for your laptop, which will elevate it to eye height. 

However, most people use a stack of thick books or a box. 

• Upgrade your microphone beyond your laptop’s built-in mic to yield better sound.  

• You may want to use a tripod (such as SLIK models) for a separate camera. If 

you use an iPad, a tripod helps adjust for the best position. Be aware, though, 

that iPads have the camera located on the short side, making eye contact 

trickier. 

 
 
Action! 
 

• Examine your background. Would a green screen be better? 

• Dress appropriately for the meeting. Solid clothing often looks best. 

• What is your desired professional look?  

• Do not read: talk to people by looking at your camera so you make virtual eye 

contact. 

• Gesture naturally as you speak, from a comfortable sitting or standing position.  

• Sit still, do not fidget. (Gesturing is not fidgeting.) 

• Adjust your screen so your head is high in the visual field. Your head should not 

be merely halfway up, or too low. You should see your head and shoulders.  



• Make a video of yourself online to check for lighting, your appearance, and 

background clutter. Watch this video. 

• Wait an extra beat between points to account for audio delay and questions. 

• Have water for drinking. When you are thirsty, drink, do not suffer. 

 
 
For Courtroom Lawyers: 
 

• Use fewer exhibits. 

• Use tangible exhibits. 

• Use charts and timelines that are easy to absorb. Avoid saying, “I know you can’t 

read this, but….” 

• Cooperate with opponents for smooth sessions. 

• Rehearse with your client and colleagues on the platform. 

• Help everyone by saying things such as, “Please turn to page…Are we on the 

same page?” 

• Have your phone on mute, nearby, so you can receive texts from tech people or 

others who may need to send you messages. 

 
 
Final Notes 
 

• Speak with energy and emphasis.  
• Virtual meetings are not the place to allow your energy to sag.  
• This will help avoid the fatigue of being online.  
• Speak as if you were in person.  
• Put final consonants on your words. 

 
 
And… 
 

• If you can, take a day each week to refrain from attending online meetings.  
• Or take turns hosting a time-limited Gripe Session, allowing your team to blow off 

steam. What happens in the Gripe Session, stays there.  
• Walk away from stress and angst. 


