How to organise and host an online meeting.
Guidance for Community Group leaders.

Introduction

Muintir na Tíre has compiled this document to help our Community Group
leaders to hold their local meetings online. The world of online meetings is
very new to many of our members and we hope this will help your group to get
started.
If your group has a member who uses online meeting software such as Zoom
or Teams for work or education, you will find it easiest to ask them to schedule
meetings and send out invitations.
But, if your group doesn’t have a member who can help with the online
meeting software, we hope this will provide the guidance you need.
This guide takes you through, step by step, how to register Zoom or Teams,
how to schedule your meeting and how to send invitations to the meetings.
We can also provide assistance for WebEx, if needed.
We have also included some guidance on how to run your meeting
successfully.
Finally, there is a section giving some additional supports and resources that
can help you and your group.
Good luck with your online meetings and if there is more we can do to help
your Community Group to get online, please let us know.

Niall Garvey
CEO Muintir na Tíre
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Step 1 – Register with an online meeting provider
Go to the website of the online meeting software you want to use; we recommend Zoom or Teams.
Every software package has pros and cons. For example:
Zoom
•
•

Only allows 40-minute meetings on their free plan
People seem to find it a little easier to use, lots of families have already been using it to have
family get togethers.

Teams
•
•

No time limit for meetings
Fewer people have it installed already

To host meetings, you will have to register with one of these services.
You can register with Zoom here: https://zoom.us/pricing
You can register with Teams here: https://www.microsoft.com/en-ie/microsoft-365/microsoftteams/group-chat-software

Step 2 – Schedule a meeting and send the invitation
It takes practice to get good at anything!
Practice scheduling a meeting and sending the invitation to it with a colleague, friend or family
member. Do this several times so you become confident.
•
•

In either Zoom or Teams, you need to find the ‘Meetings’ button.
When you’ve clicked that, you need to find the ‘Schedule a Meeting’ button.

Organising a Meeting in Zoom
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When you’ve clicked on ‘Schedule a Meeting’, a form will open up for you to fill in.
You will be asked for the meeting title or subject, the date, the start time and duration, and the time
zone.

There are several other options lower down on the page – it’s easiest to leave these at their default
settings, i.e. don’t change them.
You will have to scroll down the page past these additional settings until you find the ‘Save’ button,
click it.
This screen will open:
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Click on ‘Copy Invitation’
This screen will open:

Click ‘Copy Meeting Invitation’ button.

You will see that all the text in the meeting invitation is now highlighted in blue. This means that it
has been copied onto your clipboard and you can ‘paste’ it into an email to the people you want to
invite.
Open a new email and ‘paste’ the invitation into the body of the email.

The following is what this invitation looks like when it is pasted into your email:
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Mary is inviting you to a scheduled Zoom meeting.

Topic: Ballykissangel Community Alert Meeting
Time: Jan 27, 2021 19:30 Dublin

Join Zoom Meeting
https://us02web.zoom.us/j/86168475552?pwd=TXB2MEdROERHeVZ2YlVQbUd3VEN3dz09

Meeting ID: 861 6847 5552
Passcode: 433010
One tap mobile
+35312408941,,86168475552#,,,,,,0#,,433010# Ireland
+35315369320,,86168475552#,,,,,,0#,,433010# Ireland

Dial by your location
+353 1 240 8941 Ireland
+353 1 536 9320 Ireland
+353 1 653 3895 Ireland
+353 1 653 3897 Ireland
+353 1 653 3898 Ireland
+353 6 163 9031 Ireland
Meeting ID: 861 6847 5552
Passcode: 433010
Find your local number: https://us02web.zoom.us/u/kngraKNVY
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Organising a Meeting in Teams

When you’ve clicked on ‘Schedule a Meeting’, a form will open up for you to fill in.
You will be asked for the meeting title or subject, the start time and the finish time, and the date.
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After you fill in the form, you click ‘Schedule’ and you will see a new screen:

Click on ‘Copy meeting invitation’.
Your meeting invitation is now copied onto your ‘clipboard’ and you can ‘paste’ it into an email to
the people you want to invite.
Open a new email and ‘paste’ the invitation into the body of the email.
The following is what this invitation looks like when it is pasted into your email:
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You're invited to join a Microsoft Teams meeting
Title: Ballykissangel Community Alert Meeting
Join on your computer or mobile app
Click here to join the meeting
Manage privacy settings in Meeting options
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Step 3 - Asking participants to download meeting software before the
meeting
After you have sent the invitation to your meeting, it is a good idea to follow up with an email
encouraging people to download Zoom or Teams onto their computer or laptop in advance of the
meeting. Depending on the speed of their internet connection, it may take several minutes to
download the meeting software.
Send them the relevant link, e.g.:
Zoom - https://zoom.us/download
Teams - https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

If they plan to join the meeting from their mobile phone, they will need to download the relevant
app from their app store (links may change):
Zoom for Android phones:
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=en_IE&gl=US
Zoom for iPhones: https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307

Teams for Android phones:
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_IE
Teams for iPhones: https://apps.apple.com/us/app/microsoft-teams/id1113153706
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Step 4 – The day of the meeting
Send a reminder with the link to the meeting
•

It is worth sending the link to the meeting again near the time of the meeting. This means
people who want to attend don’t have to find the original invitation in an email sent several
days, or a week, earlier. It also reminds people that the meeting is going to take place later
that day.

Open the meeting ‘room’ early
•

In the reminder email it is also a good idea to let people know that you will be in the video
‘room’ for half an hour before the official start time of the meeting so that people can log in
early and make sure they can join the meeting. If they are having difficulties joining you may
be able to help them out by phone.

Minimising broadband problems
•

Many people in rural areas have low speed broadband. People attending the meeting will
be less likely to freeze if they ask other people in the house to stay off the internet while
they are attending the meeting.

Step 5 - Hosting/leading the meeting
Getting participants into the meeting
•

Log into the meeting half an hour early.

•

When people you have invited log into the meeting, you may see a notice saying they have
entered the ‘Waiting Room’ (Zoom defaults to using a Waiting Room) – you can click on
‘Admit’ and that will let them into the meeting.

•

Check that you can hear them and that they can hear you. The most common problem with
sound is that either your microphone, or their microphone is muted. You can unmute your
microphone by clicking on the microphone symbol on the tool bar.

•

If someone is freezing a lot, it can help if they turn off their video – they will still be able to
hear the meeting and speak at it. They can turn off their video by clicking on the video
camera symbol on the tool bar.

•

Zoom invitations list telephone numbers that people can use to join the meeting by phone –
this may be a good option for people who really can’t get used to the software, or whose
broadband is just too weak for online meeting software.
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Leading the meeting
•

In many ways leading an online meeting is the same as leading a meeting where everyone is
in the same room. For example, if it is a fairly small meeting, you will probably want to ask
each participant to introduce themselves.

•

If it is a large meeting it is a good idea to mute everyone – background noise coming from a
lot of participants can be distracting. You can mute all participants by clicking on
Participants on the tool bar.

•

A side panel will open showing all the participants who have joined the meeting – find the
button or menu item that says ‘Mute All’ – on Zoom it is here

•

You will probably want to give people the option to unmute themselves when they want
to speak, but if it’s a very large group, you may want to control people’s microphones
yourself.

•

TIP! Ask participants to use the ‘Chat’ function when they want to ask questions or
make a point. Then people don’t need to unmute their microphones. The ‘Chat’
function is here it opens a side panel with a chat box at the bottom. (Like the one here )

•

TIP! If you are hosting a large meeting, it can be very useful to have a co-host who can
help by letting people into the meeting from the waiting room, assist participants with
technical problems and troubleshoot while you focus on delivering the content of the
meeting.
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Sharing a presentation or document
•

To share a presentation or document on the screen, you need to click on the Share
Screen button on the toolbar. On Zoom it is here

•

You then have to select the file on your computer that you want to share – often a Word
document containing the meeting agenda, or a PowerPoint presentation. The file you
want to share must be open on your computer in order to share it.

•

TIP! It will be easier to find and share the file you need if it is the only file open. Close all
other files, your internet browser, or other programmes before you start the meeting.

•

Virtual meetings work best with short presentations. It can provide variety to ask guest
speakers to provide presentations also. If you do this, as host you may need to allow
other participants to screen share. This can be done with the Share Screen button – click
the arrow, chose “Advanced Sharing Options” and from “Who can share?” select “All
Participants”.
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Additional Resources
Where to find support if you, or members of your group are having difficulties with
online meeting software.

Check with your Public Participation Network (PPN)
Some PPNs have run online training for community groups who want to start running their meetings
online.
You can find your PPN here – https://www.gov.ie/en/service/c7c11a-public-participation-networkshow-to-contact/ Contact them to see whether they are offering any training on hosting video
meetings.

Check with your Local Development Company
Every area has a Local Development Company that can help community groups and link them to
training and supports. You can find your Local Development Company here:
https://ildn.ie/directory/

Carmichael offer an extensive programme of courses and eLearning modules designed to address
the needs of people working in non-profits across Ireland. They are offering Best practice using
Zoom to host and run meetings on the 21st of January. You can find this course and others here:
https://www.carmichaelireland.ie/courses/

Age Actions’ Getting Started KIT supports older people to keep in touch with their loved ones during
the Covid-19 pandemic. We all are feeling the effects of social distancing, and older people are
particularly impacted being asked to cocoon at home. Now it is more important than ever
to keep in touch with family and friends, so Age Action drew on our Getting Started programme
which offered face to face digital skills classes, to create easy How To Guides.
The Getting Started KIT is made up of seven How To guides that will support older people to learn,
use, and be confident using smartphones and applications.
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RTÉ broadcast the video tutorials which are presented by Mary Kennedy on RTÉ One on the Today
with Maura and Dáithí programme in April 2020. The video tutorials are available to view on
their YouTube Channel.

Keep your eye on these community training providers too! They have offered
training on hosting online meetings and events in the past.

https://www.wheel.ie/training

https://www.volunteer.ie/services/training-for-vios/training-calendar/

And don’t forget, both Zoom and Teams have their own tutorials to help you
out:

https://zoom.us/resources

https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-43518084-b1089f0d21d7
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