Video Conferencing Best Practices

Video conferencing technology has
come a long way. It is now incredibly
easy to record and stream a video
call to thousands of participants,
join a multiparty call from your
smartphone or tablet, and see other
people in crystal-clear HD even when
they are across the globe. But like
any technology, there are still human
and environmental elements that can
affect the success of a call.

1. USE A HEADSET
They may look a bit silly, but they can work wonders when it comes
to audio quality on a video call. Not only do they virtually eliminate
distracting echoes, they can help other participants hear you more
clearly, as the microphone is closer to your mouth than a USB or
embedded webcam would be.
2. CONSIDER ADDITIONAL LIGHTING
Your overhead light may provide enough illumination for you in your
home office, but on a video call, it may not be enough. Supplemental
lighting may be needed to ensure that you appear bright and clear while
on a call. A simple desk or floor lamp pointed toward your face (from
behind the camera) can add the right amount of light to make sure you
are perfectly visible to the other participants. If it works for television
anchors, it will work for you too!
3. AVOID WINDOWS

Here are a few best practices to
ensure that your video call is as
productive as possible:

Windows are wonderful for natural light in your home office, but on a
video call, they can sometimes negatively impact the quality of light by
either washing you out (too bright) or providing too much backlight (too
dark). Whenever possible, make sure you are sitting with your back to a
wall rather than a window.
4. ELIMINATE DISTRACTIONS
Microphones on embedded or USB webcams are extremely sensitive
and can magnify distracting background noises during a call. In the
same way that you’d go to a quiet room for a phone call, make sure that
the room you use for a video call is equally quiet so you (and the other
participants) can focus on what matters most: the meeting.
5. MUTE WHEN YOU ARE NOT SPEAKING DURING LARGE
MULTIPARTY CALLS
If you are not using a headset, one best practice is to mute yourself
when you are not speaking (especially if you are on a call with more than
two participants). This will significantly reduce the chance of echoing
and audio distortion. Even the most sophisticated technology can use a
little TLC from the user to make sure the quality is the best it can be.

6. TEST YOUR AUDIO AND VIDEO
QUALITY BEFORE A CALL USING THE
“LOCAL VIDEO VIEW”
If you want to see how you will appear on a
video call, try testing it beforehand. Many
video systems offer a “local view” that you
can see when you are dialed into a call. This
is the perfect way to check your lighting and
background.
7. AND FINALLY, HERE ARE ADDITIONAL
TIPS TO CONSIDER WHEN YOU ARE IN A
MEETING ROOM WITH FAR-END
PARTICIPANTS:
Remember not to turn your back to the
screen(s) when you are talking to the rest of
the group. The “far-enders” need to feel as
close to being in the room as possible.
The micpod or phone is generally placed on
the desk, so try to refrain from pen tapping,
shuffling papers or typing, as these sounds
can be very loud for participants on the other
end.

THE HUMAN ELEMENT
Any form of communication requires
a human element in order for it to be
successful. An email would not be as
effective with typos, an audio call would
be a disaster if someone was in a noisy
communal office space, and a video call won’t
be productive if lighting and sound issues
take over. Make sure you put your best foot
forward on all video calls by following these
simple video conferencing best practices.
CONTACT US
If you would like to learn more about using
video conferencing to host successful
meetings that lead to quicker decisions and
more connected relationships, then contact
us for your personal demonstration.
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At the end of the meeting, make sure no one
on the far end has any further comments or
questions before everyone in the room gets
up to leave.
Remember to always say good-bye to the
on-screen participants as you would to
anyone else before leaving a meeting. It’s just
common courtesy!

HEADQUARTERS
Austin, Texas, USA
+1 512 347 9300
Toll Free US +1 877 543 3749
EMEA REGIONAL OFFICE
Munich, Germany
+49 89 20 70 76 0
Toll Free Europe +00 8000 999 09 799

APAC REGIONAL OFFICE
Singapore
+65 6303 8370

www.lifesize.com
E-mail: info@lifesize.com
© 2014 Lifesize, a division of Logitech. All rights reserved. Information contained in this
document is subject to change without notice. Lifesize is the registered trademark or
trademark of Logitech. All other trademarks are the property of their respective owners.
LS_Best-Practices_US_0614

