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Introduction

Tweetingis the soundbaby birds make. But look outlittle birds! Qvilized human

beingsare joining inon the tweetingg | YR &AA Y OS ¢ ¢ himashiva o6 A NI K
tweeted their updatedemotions, activities, thoughts, interestsgws bits,etc. millions

of times per day.

LG sl ayQd G22 t2y3 |32 GKIF G dandnonsén8adNE | YR a
words. Now they are twocommon toolsin an everexpandingcommunicationarsenal

Beyond Twitter and blogs, this arsematludes more and more technological tools that

allow people to communicate in different ways for a variety of different reas@wmne

of those newtechnologicaltools have the capability obringing people together in

meetings withoutphysicallybringing them facdo-face (f2f).

And it is those nonf2f meetingtools thatL Q@S &4 S 2 dai Wesdt ZentidlS 4 S| NOK
Initiative (WCI) But | mug stress from the start that2f meetings remain a desired

meeting type for many reasongich non-verbal cues, more personalonnections,

conveying emotionobtaining consenss, etc.), andin no wayis the goal of this project

to find ways to replacd2f meetings Rather, non-f2f meetingsmay enhance and

complement f2f meetingsadd to the options availabjeand offer the opportunity for

Y2NBE LI NOAOALIN GA2Y @ C2NJ SEFYLX S Ylye GAYS
able to make it to a meeting due tane and/or distance constraints. By having a non

f2f meeting option, those ablenay meet f2f andthose unable tophysically attend at

the meeting locationrmay joinand participateA y | & @A NI dzi through$h& G Ay 3 NP
assistance of technology-or anoher example, a simple conference call may be beefed

up with some added visuals (PowerPoint slidiesage of presenter, or even a video

FTNRY (KS LINB & Sgdingaldmponars espdciafly appreciated by visual

learners.

Beyond thebenefits previously mentioned, non-f2f meetings may beadvantageougo

WCI for severabther reasons. Agreat deal of time and money is spent on meetings
AL Yy Ay 3 -county &ea(ovgrZ§08 square milgsnd beyond Adding up the
costs spent on one meeting may €b eyeopening (see
hitp://effectivemeetings.com/diversions/meetingcost.adpr a meeting cost calculator
AT @2dz2QR tA1S G2 SadGAYlFG9S SoMéneengcéodsio 2F |y
consider include: paid travel time, gasoline, wear and tear on vehicles, and carbon
emissions, to name just a few. For meetings at \W&isiderthe time and energyspent
setting up andresetting conference roomswear and tear on the facilitytime and
money for ordering foodand congestion when more than one meeting occurs at one
time. For some committeeshat meet on a regular basist may be acceptableto
alternate between f2f and noffi2f meetings, and in doing s considerald amount of

time and money caibe saved.
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Conducting the research

When approached with the opportunity to research bringing people together without

I Oldzr tft&@ ONARY3IAYy3I GKSY LKeaAoOrfte (23SGKSNE
exactly sure how to proceed, was excited about diving in to a new project with

research and outcomes that could potentially save time, energy, and money for WCI and
othersinterested.

So this is how | ended up proceeding:

e Meet periodically withWClI stafto get direction and feedbak

e Survey WCI staff to get a general idea of the meetings they attend, the
G§SOKy2t 238 GKSeQ@S dzaSR3 -fyebhnologyGee LIS NO S LJi
surveyand survey responses Appendix)

e Check out websites of several nff2f optionsand note uniquecharacteristics of
each(websites are linked iGrid A in the Appendix; othewebsitesfor general
information are listed in the Appendix as well)

e Fill inGrid Bto organize information from websitgsee Appendix)

e (Check out demos and free triate1 the websites

e Track progresand give updatesn my blog(seeProject Connect West Central
Initiative or http://www.wcif.org/members/blog_view.asp?id=474833

e Cmtact others to 3 G KSNJ Ay F2N¥IFGAZ2Y 2y gKI 0Q&
recommendations from other organizatiofsee Appendix)

e 9ELISNA Sy OS 4 tyidpstafimreéalimédingszid Sk part irmock
meetings (see ppendix)

e Make recommendationgsee Appendix)

o Develop critique form and participant feedback questiondor trials (see
Appendix)

e Assist with &ff trials of services(Adobe Acrobat Connect Pro, Dimdim,
GoToWebinar/Meeting, ReadylkaWeb Meetings, and WebEx)hosen from
recommendationgor further review {n progress)

(@]

Realizations from research

What hasbecome obviousto me very quicklyis that there is an overwhaling amount
of solutions available for bringing people together with the aid of technolégyl new
options pop up practically overnight!

At first to help me assign some order to it all, | categorizedrtheerousoptionsunder
two main grous, the meetings that arene-time occurrencesand those meetings that
have recurring or ongoinginteractions. In many cases, a ortfane meeting may be
continued using an ogoing tool. | further expandedwithin the two categories For the
most part, the least complex are listed first in each list.
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Onetime:

e Conversational¢ straightforward options like onhe chats or telephone
conferencecalls

e Onesided presentation ¢ either simple informational presentati@trainings,
or demonstratiors

e Interactive presentatioac i KSaS LINBaSyidlrdAiz2zya R2yQi
sit and listen; these may include pglkurveys, or sharing of presentation duties

e Collaboratiors ¢ especially useful the meeting purpose is to gain input and/or if
creating or updating a document such

Ongoing:

e BlogscYl @ OKSO1 2dzi G 2ySQa f SAadzNB

e Social networkg ¢ may take on a mre personal fee{fFacebook)

¢ Online communities; often have message boards, calendars, and profile info
that allows for participation all at once and/or when convenigitt/Clhas several
groups/online communities already set up!)

e elearning; a more complexnix of any of the above listed

Of course the above two lists are not-aitlusive There are manyother types of
important and usefukervicessuch as central document sharitigat may complement a
non-f2f meeting option Also, | musinention that ema communication, whether it be
emailingindividuals or distribution lists, should not be overlookedbringing people
together. In many instances the purpose of a meeting may be most efficiently served by
simple emaicommunication

Using the above tw categories is just one way | was able to assign some order to the
everexpanding listof options, but there are as many ways to categorize the many
services as there are services. As time went on, | also thought about the many services
in terms of thepurpose of the meeting. The three main categories | came up with
include: collaboration (working together to produce something), simple presentation
(primarily a onesided presentation with simple visuals likowerPoint slides), or
advanced presentatiofeither a presentation with advanced features or a presentation

to a large group of people a webinar).

LQ@S |t a2 the Sptiond/ & Rachlskluition change praelly overnight In
reading articles and speaking with organizations that hgmee through the processf
choosing anon-f2f meeting servicewithin the last year everything has changedlt

g | & ynfil lather recently thatmonth-to-month rates with no contracts existedAnd
the rates have gone down considerabiyhich mayin part bedue to the many free
servicegopulatingthe market. Andhlie competitionisfierce, so when onservice adds
an option é.g. audio conference bridge the others must quickly follow suit to remain
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competitive. Needless to sayt is difficut to keep at@ the changes, and it is a good idea
even after selecting a service to keep abreast of what is happening within the market.

' Yy20KSNI AYLRNIIY(d (KAYyAALOBSEt SIWVNEZSRIF ¥a& aGKI
current nonf2f meeting needs and to think abbfuture needs Obviously it is difficult

G2 YIFGOK dzLJ I & SNIA O Slead hat Tha defnand iK $0e & YI Yy R A T
needs are definedinformal or formal, live or recorded, etc.jhere may be several

services able to fill those needsAnd it just may be the minor details that set one

service apart and may ultimately make it a better fit for the future. For examfee

over Internet Protocol\{olP may not be necessary f@an organizatiorright now, but

there may be meeting participantbat expect it to be an option down the line.

CAYyLlffes L MmgnS2frhebtingdlar® Rimilatd fRf imeeting in many ways
Regardless if a complete f2f meeting or a f2f meeting with an added2faomponent,

it is essential to be welprepared and to have a skilled facilitator.A good meeting
shouldhave a purpose(meeting for the sake of meetnis not a good use of timean
agenda with a timeframea weltthought out plan of what needs to be accomplished
and how it will be donea way to elgage different learning styles, and interactivity to
ensure alhave a chance tparticipate.

Criteria and considerations

In this research project, a major intehias beento discover and learn about nefi2f

meeting tools that may be considered for ilementaton at WCI. With the diverse

array of options fornofFH ¥ AYUSNI OlA2y>S LQ@OS F20dzaSR Y2,
conferencing(often with phone conferencing and collaborative compongntBecause

video conferencing adds another level of complexi have taken that out of the

equation but have tried to note the services that seem to be on the cutting edge when it

comes to incorporating it into their offerirsg

L Qi#én guided by some basic criteria given from WCI staffieasure how suitable
the options are for the needs of WCI. ellbasicevaluationcriteriainclude:
e Cost ¢ There are many options that seem affordable, especially when

considering tlat the cost of the software may be recovered gily with the
reduction intravel costs. In adition, there are many services that are free
somefor a few peoplesome for up to 20 meeting participards LQ@S y20SR
free serviceshat | came across iGrid B (found in the Appendix)f aparticular
ASNIAOS R2SayQi Klcascesltare that & wilChave Btl&st a2 T T S NA
FNBES GNAIFE olFfGK2dzZaAK a2YS NBIJjdzANSE || ONBRA
that service, be sure to cancel before your credit card is charged!). Whatever
service a person chooses, itnecessaryd determne if one license would be

! After trial periods expired for a couple of services | received emails with special rates lower than the
published rategrom the respedtve websites.
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sufficient or if several will be neededIt is also important to uncoveany
Faad2O0Al (SR (in ki RS &hd muBtSh&vé read thpsecaution at
least atwenty timed). 9 EI YLX Sa 2F a scparafe Suyfio feob S& | NB
recording hosting feg It iscrucialto read the fine print (if you can find it!).
e WCI system compatibility | know that WCI has some addelstacles in dealing
with Citrix. | have not ruled any services out basedcompatibility, a L QY
unsurewhat will pose problems5 dzS§ (2 &SNIWISNJ aGNF FFAOE O2
better to work outside of Citrix when using online conferencing anyway.
e Ease of operation for host and participam@S here are definitely some services
that seem easier to use. Bome casesall it takes isa cleaner, less cluttered
virtual meeting roomto make it easier to maneuver aroundFor the ultimate
testin ease of usd conductedd ¢ K S a 2 YMy in@rihélged in the process
by participating in mock meetings as we tried out some of there highly
recommenad servicedogether, and shewas able to find her way around the
virtual meeting rooms just firneRegardba & 2F KA OK &ASNIAOS& | N
2LISNF GA2y¢e gAft 0SS a2YSoKI (i ersGeifeyeRSYy i 2y
Ad Sy2daAK GAYS (2 FSSt 2ySQa gl & | NRdzyR
to use the features. Even the most highly recommended-i2dnmeeting
ASNIAOSa I NB g2NIKESaa AF (KSewtind YRk 2N
e Ability to engage different learning stylesNo one wants to be bored at a
meeting, so any way to add interaction and still remain ok iasa positive step
in the right drection. Each service hags own ways to add in interaction to a
meeting. Using the features for interaction may require some creativity. For
example,a WCI staff member used a whiteboard simple illustrationgluring a
meeting in which all the participants were to give short reporfss long as the
illustrations wererelevant (not necessarilydgreat arg€), I@ bet more people
remained engged. And as was discussed at a WCI staff meeting, social
interaction is important without the personal connections from the beginning,
some may not be able to give full attention for the rest of the meeti@pnsidr
having a few minutes afocial conversation before starting a mesgi (I still
trying to figure out how a virtual hug could be implementediding photos,
slideshows, audio, polls, presenter switches, etc. all help to Keegttention of
meeting participants.
e Recommendations by past usegsJust about every website claims to be the
best, sobesides trying out services onesalfis extremely important to gefirst-
hand accounts Those with a strong, stableclient base are bound to be
competitive catenders. Buit is also importanto considerservices that are@
as commonly used; every service had to start someaehe

In addition to the criteria previously listed, a couple of other key criteria came up from

WCl staffy SSGAyYy 3 Ay H6KAOK SIOK adlr¥F YSYoSN ¢l a
online meetings
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1) It must work!! This meas that the software must be capable of doing what it
Of FAYa IYyR 06S FTNBS 2F ao0dzaades beonell | f &2
familiarizedwith the featuresin orderto guide attendeesn accomplising the
meeting goal(s). In addition,it must woNJ FNBY AYyAaARS | yR 2dzi;
offices. Sone things that couldhinder this are poor bandwidth and
presentations overloaded with rich media (animations, videos, etc.ust J
0SOldzaS AlG ¢2NjJa ¢Sttt FNRBY GgAOGKAY 2/ LQA
work well for those outside And frewalls may act as roadblocis well.

2) Audio, especially muting audio, is very important to staff at WCI in web
meetings. Rightly so, as audio is a huge part of the communication that takes
placeint ye YSSGAy3Io alye 2F (GKS aSNBAOSa 27
or at least a feature to mute attendees if background noise, etc. becomes a
problem. And it is important to note thajust about any audio service may be
paired with anotherweb service(if recording,audio and web portionsnay not
be integratednowever).

Making recommendations

After weeks ofresearchingaround 100 options for web meetingtesting them out, ad
using the previously mentioned evaluatiamiteria, | gave WCI staff astliof fifteen
services that seemed promisifgy current needs They are:

e *Adobe Acrobat Connect Pro
e *Dimdim

e Fuze Meeting
*GoToMeeting/Webinar
*ReadyTalkVeb Meetings
Showdocument

VIA3

Vyew

*WebEXx

Yugma

Connex Presents

eBLVD

Elluminate

iLinc

PresenterNet

In addition to tre abovelist, | came up withfifteen more servtes that haveunique
characteristicsl thought were worth mentioning and watching for in the futureThe
recommended services along with details about each, may be found in the Appendix.
After WCI staff reviewedhe recommended serviceand their capabilitiesfive were
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chosen forfurther trialsand are identified with a star in the list abavé grid(Grid B)
comparing the details of théTop FiveContenders is also found in the Appendix.

ThosedTop Five Contendst are now in the process of beiritest drivere by WCI staff

in actual meetings.In the process, it is hoped that discoveries will be mattethey live
up to what they say they areThe goal is to find the most reliable and polished service
that fits the previously mentioned criteria.

lhad highhopgd 2F FAYRAY3I a2YSGKAyYy3a (GKIFG O2dz R aR2
GKSNBE Aa lyeé 2yS 2LIA2y (GKI{G 62dzZ R LISNFSOGT «
2LI0A2ya KIFI@S GKSANI R2gyaiRSao . dzi S@Sy AT

foNE GKSNB FNB FFF¥F2NRIFI6fS ¢gFea (2 aGLI NIYSNE

A final recommendation note:

After my UMConnect (Acrobat Connect Pro) trial, | began to wonder if other Initiative
Funds would benefit from adopting and ugithe same SaaS (Software as a Service).
Contracting together could potentially provide some reduction in fees and having more
people with the knowledge base for a particular service would also be beneficial to all.
On the converse, it may not be a badea fao WCI staff members to use different
services. Although if all use the same, that larger knowledge base is raadilgble

not all services will be appropriate for all people.

Although implementing a service seems like an end it is noantinte to evaluate
software, keeping abreast dghdustry changesand promising newcomers D2 y B4
afraid to put a little SaaS (Service as a Software) in your communication arStred
to find the appropriate mixture of f2f and nef2f meetings that worksfor the
organization

¢ 2 R | eclthdlogyallows meetingsto be less about location and more about bringing

LIS2LX S FyR ARSIaAa (23SGKSNO t Ste-fafeSo R2 y Qi
communicate (even in medicinec telemedicine¢ 0 dzi K2 LISTFdzZ f & (GKS &dz
tweeting during surgery)the ways in which weommunicate have come a long way.

Fromgrunts of cave people, smoke signalsd The Pony Expre¥n2 4 ¢ SQNB (6SSUGAyY
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Meeting Survey Invitation

Meeting Survey

Rena needs your help!

I amn doing some research into different kinds of meetings, It is true that there are instances in which a
face-to-face reeting just cannot be replaced by anything else. On the other hand, there are instances

in wehich it is beneficial to use technology to gather people together without physically coming
together,

I'm beginning rmy research by collecting sorme basic data in this survey. Please take a few minutes to
answer the following ten questions,

Your Information (Required)

First Marne: [

Last Mame! |

E-mail Address: |

Phore Murnber:
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Meeting Survey

1. Besides face-to-face, in what other types of meetings have you been a
participant?

" Teleconferencing/conference calls
™ Video conferencing

I webinars

I other

Please explain here.

2_In general, what is the most time you feel should be spent driving one way to a
productive meeting that will last one hour?

" Less than 1 hour

© 1-2 hours

¢ 2-3 hours

" Three or more hours

3. In general, what is the most time you feel should be spent driving one way to a
productive meeting that will last two to three hours?

" Less than 2 hours

¢ 2-3 hours

© 34 hours

" 4 or more hours

4. In general, what is the most time you feel should be spent driving one way to a
productive meeting that will last three hours to a full day?

" Less than 2 hours
" 2-3 hours
" 34 hours

4 or more hours

5. Would you benefit from nonface-to-face meetings?
" Yes

© No

6. What do you feel are the advantages of non-face-to-face meetings? (Choose all

that apply.)

™ They have the abiity to connect peaple from throughout a large geographic region.
They help in cutting costs.

They use participants’ time efficiently.

They allow people to disseminate important information.

They give me time to multitask without anyone knowing it.

They provide a good option for certain groups to meet.

I A I T B

They use technology wisely.
™ Other

Please explain here.

7. What do you feel are disadvantages of non-face-to-face meetings? (Choose all

that apply.)

™ They are not productive.

™ They are intimidating.

™ They require too much technolagy for me.
[™ They are difficult to faciitate or moderate.
™ Other

Please explain here.

8. Have you been a presenter in a non-face-to-face meeting?
' Yes
 No

9. Please list people and groups of people you regularly meet with for work
purposes. Feel free to include additional info. I'll get you started.

Staff -- face-to-face at weekly staff meetings

10. Please provide any other comments on meetings that you would like to share:

Thank you for your participation!
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Meeting Survey Responses

Question:
1. Besides face-to-face, in what other types of meetings have you been a participant?

12 11 Tt
A. Teleconferencing/conference calls (11 out of 11) 9
B. Video conferencing (6 out of 11) &
C. Webinars (11 out of 11) & y
D. Other (1 out of 11)
3
1
0 (R
a B C D

Question:
Please explain here.

View Fill-in-the-Blank Responses
(11 responses submitted)

Question:
2. In general, what is the most time you feel should be spent driving one way to a productive
meeting that will last one hour?

10
8

8 —
A. Less than 1 hour (2 out of 11) &
B. 1-2 hours (8 out of 11)
C. 2-3 hours (1 out of 11) 4
D. Three or more hours (0 out of 11) >

2 |rm—

1
L E Yo -
A B ¥ D

Question:

3. In general, what is the most time you feel should be spent driving one way to a productive
meeting that will last two to three hours?

10
8
A. Less than 2 hours (3 out of 11) & 5
B. 2-3 hours (5 out of 11) ]
C. 3-4 hours (3 out of 11) 4 3 3
D. 4 or more hours (0 out of 11)
2
0
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Question:

4. In general, what is the most time you feel should be spent driving one way to a productive
meeting that will last three hours to a full day?

10
8
A. Less than 2 hours (2 out of 11) 6 5
B. 2-3 hours (2 out of 11)
C. 3-4 hours (5 out of 11) 4
D. 4 or more hours (2 out of 11) 2 2 2
2 .
il B | 1
a B C D
Question:
5. Would you benefit from non-face-to-face meetings?
15
12 1t
g I
A. Yes (11 out of 11) ‘
B. No (0 out of 11) & ‘
3
| :
0
A B

Question:
6. What do you feel are the advantages of non-face-to-face meetings? (Choose all that
apply.)

A. They have the ability to connect people from throughout a 15
large geographic region. (11 out of 11)

B. They help in cutting costs. (10 out of 11) 12
C. They use participants’ time efficiently. (9 out of 11)

D. They allow people to disseminate important information. 9
(8 out of 11)

E. They give me time to multitask without anyone knowing it. &
(6 out of 11)

F. They provide a good option for certain groups to meet. 3
(10 out of 11)

G. They use technology wisely. (8 out of 11) 0

H. Other (0 out of 11)

Question:
Please explain here.

View Fill-in-the-Blank Responses
(11 responses submitted)
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Question:
7. What do you feel are disadvantages of non-face-to-face meetings? (Choose all that apply.)

10
&t

A. They are not productive. (2 out of 11) 6
B. They are intimidating. (0 out of 11)
C. They require too much technology for me. (1 out of 11)

3
" 4
D. They are difficult to facilitate or moderate. (6 out of 11)
E. Other (4 out of 11) s =i
1
JL o
A B C D E

Question:
Please explain here.

View Fill-in-the-Blank Responses
(11 responses submitted)
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