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Video Conference Best Practices

Need help? Tap the call icon in the top right or call the IVCi helpdesk (see below).

Before Your Meeting

Check for updates — check your laptop for any pending updates to your operating system and meeting
platform.

Reboot your laptop — restart before an important meeting, especially if it hasn't been rebooted in several days,
to make sure it's in its best shape.

Close unused apps — close other applications and browser tabs you don't need for the meeting to free up CPU
and avoid slowdowns or choppy video.

Join early — give yourself a few minutes to confirm audio, video, and screen sharing are working before others
arrive.

Test first — if you're using technology you haven't used before, schedule a quick test run ahead of time.

Silence your devices — silence phones, watches, and anything else that might make noise during the call.

Connecting in the Room

Use only the provided cables — use the USB and HDMI cables provided by the security desk. Personal cables
and adapters are not recommended

Give it a few seconds — after plugging in, give the system a moment to sync before starting your call.

Wake the room if needed — if the room appears to be “off” or asleep when you arrive, press the Video
Conferencing button on the touch panel to fully wake the cameras, microphones, and displays.

Mute is not automatically synced with your meeting app. Check the ceiling mic to make sure the lights are green
— if they're red, tap the microphone icon on the touch panel to unmute the room directly.

Audio Tips

Stay muted when not speaking — background noise is distracting for remote participants. Unmute only when
you need to speak.

Be aware of your surroundings — the room microphones are sensitive. Coughing, side conversations, and
rustling papers will all be picked up.

Close the room door — keeps hallway noise out and keeps your conversation private.

Keep items away from microphones — papers, phones, and laptops placed near the ceiling mics can cause
interference and noise.

Camera & Appearance Tips

Keep your camera on — video helps engagement and lets remote participants feel included in the room.
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e Watch your background — clear clutter and excess light from behind you. Close blinds if sunlight is coming in
— it will darken your face on camera.

e Don't touch the cameras — use the touch panel to adjust camera angle, pan, tilt, and zoom. Physically moving
the cameras can cause damage.

e Check your screen before sharing — close confidential documents, extra browser tabs, and personal
notifications before connecting the HDMI cable. Everything on your screen will be visible in the room.

If Something Goes Wrong

* Note the time - jot down the approximate time the issue happened and roughly how far into the meeting it was.
¢ Close unnecessary apps - close any unnecessary applications and browser tabs on your laptop.

e Replug and recheck — unplug the cables from your laptop and replug them, then check your meeting app's
settings to confirm the right mic, speakers, and camera are selected.

e Report it — scan the QR code in the room, or submit this form

Need Help?

IVCi's helpdesk is available 24/7 to assist with any issues in the room. Call 800-224-7083 opt 2 or tap the call icon in
the top right corner of this page!

IVCi Managed Video Experience
Technical support: 800-224-7083 opt 2 - MCS@IVCi.com
601 Old Willets Path - Hauppauge, NY 11788


https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=SxbMQonChUWBY6x2v59KraRY1pK6wzZLnQh_RDUDYpFUMEU5WUpSOVZFVzdJMFNGNEFBQVRITVI2OS4u

