
BEFORE

DURING

Test your microphone, audio and screen sharing in a meeting by practicing 
with a colleague.

Check the connection quality in the location you will held your meeting (you 
can use https://www.speedtest.net/).

Make sure you have a headset with a microphone, they usually guarantee 
better sound quality as they isolate background noise.

Know the space where you will have your meeting to find out if there will be 
background noise and good light for your camera.

Privacy: make sure there are no files or images that you would not like to 
show on your desktop.

Disable notifications: select Do not disturb by clicking on your Teams profile, 
close Outlook and other apps that may distract you. Remember to silence 
your mobile phone too, so you won’t be disturbed during your video call!

Prepare all the content and browser windows that you
will share: open the browser and any presentations so
that everything is ready.

Close all other unnecessary applications. 
You will increase the performance of the PC and 
your connection.

Check that your guests have accepted your invitation and 
that you have responded to any requests for information.

Use the virtual background effects: if you held the meeting from a shared 
space, you will avoid distracting the other participants and increase the focus 
on you. (In case of low-quality connection, we advise you not to use this 
effect).

Join the meeting with your camera turned on and ask for confirmation that 
the other participants can see and hear you well. (In case of low-quality 
connection, they can click on the call menu and disable the incoming video 
to improve their connection).

If you share a video with audio, select 
Include audio system in the sharing 
panel. If you use headphones, you 
must unplug them and switch to PC 
audio to share the video's audio. 
Remember that there are different 
ways of screen sharing: do not share 
the whole desktop but only the 
necessary window.
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