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Why a meeting?

How long?

Xe

Who to invite?







Decision-making '

' |

Create/Collaborate

Company-Wide

Proposal/Agreement

Information Share

Status Updates

Brainstorm(?)







0OLS OF THE DESIGN JOURNEY

-_—

until 112
for one or both of the other
e 30 min I'll be king on a

1/2 time v x<ing on one client K, time editing
another client’s book

Trial Balanc
return prep




To

: " (Direct M

ype

o Everyone

I'm only able to join this session until 11:30am but
hoping to be back for one or both of the other
Focus90's today! For those 30 min I'll be working on a
campaign email

1/2 time working on one client's book, 1/2 time editing
another client’s book

Finish Meeting Power-Ups template and LTA
presentation

to Everyone

Trial Balance tie out for corp client, first step toward tax
return prep

Oll-s

Otter.ai

- yoodli




Calendar

Event settings

Default duration
45 minutes

[C) speedy meetings
End 30 minute meetings 5 minutes early and longer meetings 10 minutes early

Default guest permissions
Add guest permissions

Automatically add invitations ®
Outlook Options ’ Yes, but don't send event notifications unless | ha...

Notifications

Off

General

El Change the settings for calendars, meetings, and time zones.

Mail

Work time
Play notification sounds

Z Tue
Search
Sunday =
Language =
= Starts on Jan 1
Ease of Access
Calendar options
Advanced
2 = : b fault duration for new appointm
Customize Ribbon j Ectault dura o
[¥] End appointments and m eetings early
Quick Access Toolbar
Lessthan one hour: | 3 minutes
Add-ins FoR i o
One hour or longer: | 10 minutes

Trust Center [] Default reminders
/ Tentative ~

Free/Busy Opticns...




NO MEETINGS
5 - 8am

NO MEETINGS
5 - 8:30pm




% Marcey Rader - RaderCo












Processes & SOPs -~

P i= List Board client onboarding 4 - + View () Automate (0) v -
Q Search by task name or custom rT = Filter & Group by: Status %, Subtasks &2 Me - & © Sho
'Z:E‘:i' 78 TASKS ASSIGNEE DUE DATE PRIORITY CATEGORY
® Reviewing the Conference Calendar - How-To = “ﬂ (=] = -
® Using Dashlane - How-To = ”ﬂ = E -
® Invoicing - How-To = ”ﬂ = =
® Make Handout Copies - How-To = ”ﬂ = E
® Team Specialist Introduction Emails - How-To = ”ﬂ e = Team S...
® Send thank you cards - How-To = ”ﬂ = E
» @ Booktravel 7,3 = o = =
® Ship print books - How-To & = ”ﬂ = =
® Bookkeeping maintenance - How-To = ”ﬂ e =
® Client gifts Focus90 - How-To & = “ﬂ (=] =
®  Acuity Scheduling for Focus90 - How-To & = ”ﬂ e =
» @ Focus 90 Customer Sign-Up Process - How-To 9,3 & = “ﬂ (=] = Focus 90
® Email Campaign writing - How-To = ”ﬂ e =



- what how-to videos '
could you create?
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~ create engagement by:

Use the chat and say names.
Move back and forth between

slides and you.

Add polling.
Include breakout rooms.



LEZAYYe

Had a meetin
Actually saw a N Joked about e . ' "9
X Can you hear Said "lol" and interrupted by a
co-worker in

i how long your ) ) .
me? N i meant it pet or family
person commute" is

member

Spotted a pet in

Wore pajama the background

bottoms to a

Did household Took a quick

Drank a glass of
; chores on your 9 stroll to stretch
of a video water

video meeting lunch break your legs

meeting

Sent a giftoa Took a coffee Did eye strain "Sorry, I was on
co-worker break... or three relief exercises mute.”

| Recreation Challenge (Make a Copy to Create Your Own) #nailedit #teambuilding

v Data Tools Help

Set u:O::;rkmg Used an emoji Installed a blue Worked from a

» X . light blocker on
see my screen? . in an email
#worklifebalance your computer

I srucions
Fie chck

"Can everyone
coffee shop

Saw someone
Tried the other than a Took a typing Created a
Pomodoro Did chair yoga family member speed fest... for workday playlist
technique or roommate in fun
person
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Mo Break

Meeting 2 Meeting 3 Meeting 4

Meeting 1 Meeting 2 Meeting 3 Meeting 4

Source: WTI Pulse Report | lllustration by Ben Wiseman



© Recording

| 0:08 / 22:11 Zoom Audience Simulation 1920x1080 - Zoom Recording Version ﬂ-}) ffm ™



jane doh

Unmiute

e

L[]
Stop Video

oy

L
-

Irneite

at’

Manage Participants

chris castaneda

John Doe

i
Palling

Shara Screan

e

i

il SpeakerView |




“ut. T *._

Mute My Audio
Stop Video

Pin video on first screen
Rename

Edit Profile Picture

Hide Self View

Marcey Rader

& - W G 2:- ® @ h O - g

viute Stop Video Security Participants Chat Share Screen Polling Reactions More







raderco recap

m Compellmg reason i m Standing/walking' -
| m S, e m How-To videos
7 , Meeting roles m Lighting | '
m Chat monltor/recordmg | m ViewS—seIfand speakerl
m Meeting timing m Lighting
) ~
mz Timer: o | @z Stand while presenting



what is your commitment to
‘power up your meetings and
presentations?



hanger.

amazoncom

e

L
5

Lboard Film
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‘marcey rader

Connect with me on LinkedIn
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