Welcome to the ‘easy-speak’ scheduling software

You will have been emailed your user name and a password for the system. The first time you log onto
the easy-speak system it is a good idea to change your password to something you will remember. To do
this, click on the ‘Profile’ button in the top right hand of your screen. From here you can put in your
details, as much or as little as you want. You get to decide who sees what.
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The top red bar contains a number of buttons that are useful. Click on each of them to see what they do.

On the left hand of your screen are some quick links to the various functions in the system.
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To sign up for meetings click on the ‘sign up for meeting’ in the top red bar under ‘My Participation’.
The following screen appears.

= Toastmasters - easy-Speak - Burnt Toast :: - Windows Internet Explorer

G = | b feasy-spead orgfrignup php
Cile Edit Wew Fagootes Took  pelp
& corvort ~ [cict

WO |8 Tanstmastors - aasy-Speak - Burmt Toast i

easy-Speak - Burnt Toast

Chals

@ Sign Up for Meetings [Bumnt Toast]

Rate 11 Oct 11 18 OcL 11 25 Ot 11
Centirm Attendance v @y Ouln v By O3 XOv@u0

Sergaant at Arms ¥ b

e

ey o 11 Ot

rErebpe 't\C:l;

SBI | @Il BEnE

& Irermat 100% -

The screen shows a range of dates along the top. Immediately below the dates is a row titled Confirm
Attendance. Click either yes or no to indicate if you will be attending the meeting date directly above.
Please do not choose the ‘?’ button. The VP of Education (VPE) will change it to no for the purposes of
scheduling, the system interprets a ‘?’ as attending when it uses the automated scheduler, so if your not

sure, it is better to say no for scheduling purposes. You can always change you mind about attending
later, even at the last minute.

To request a speech you can either click the ‘request a speech’ button &' ez s in the left hand

raqueast
column, or you can click on the @ under the ‘sign up for meetings’ page.
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Speech title tab — If you don’t know the speech title, just enter TBD. You can always come back later and
enter the title.

Workbook and speech tab — From the drop down list choose the Competent Communicator Manual. A
list of 10 speeches will appear choose the speech you wish to present. Usually speeches are done in
order from 1-10. Once you have completed your CC manual, there are several advanced manuals you
can choose from.

Preferred Dates — Choose your preferred date from the list of available dates. Remember this is first—
come-first-serve so it is a good idea to reserve your spot ahead of time.
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Now you are ready to be scheduled. Once a month the VPE will send out notification to the group via
the Google group email (burnt-toast@googlegroups.com) for everyone to enter their availability into the

easy-speak system. The group is given several days to a week to enter their availability. If you do not
enter your availability into the system you will not be scheduled for any roles that month. You can
always go into easy-speak at any time and add your availability as dates are usually in the system a
couple of months ahead of time. Once the VPE has completed the schedule they will let you know the
schedule is done for the month. To review the schedule and accept roles assigned to you, click on the

‘View Meeting’ in the left hand column. The following screen appears.
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To accept your assigned role click on the ‘green thumbs up’ and to reject your assigned role click on the
‘red thumbs down’ beside your name (under the accept row) on the right hand side of the screen (role
assignment information) and press the ‘save’ button.

You can also update your availability from this screen either at the top of the screen
+" | AM attending this meeting 23 or under the Confirm Attendance in the middle of the

screen.
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Quick Tips for Using Easy-Speak when Chairing a Meeting

If you have been assigned the chairman’s role for a particular meeting, when you click on it you will see
that the screen looks slightly different. You are now considered the manager for the meeting and the
screen will look like the following one. As the manager of the meeting you are responsible for making

any last minute changes to schedule.
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You now have the ability to assign or change roles. This is done under Sign Up for Roles section. Once
you have changed the schedule you will need to send email to participants by clicking on ‘Third e-mail’
button just above the Attendance information and Role Assignment Information.

1 assignment e-mails pending. Send 'Third e-mail' when you have finished assigning roles

You can also accept a role on behalf of someone by placing a check mark W X in the box beside the
person’s name. By doing this you eliminate the @ on the printed agenda. This is not a must, it just
cleans things up.
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To make adjustments to the agenda click on the edit agenda button !in the upper left hand

side of the screen. The following screen appears.

/= Toastmasters - easy-Speak - Burnt Toast :: Edit agenda - Tuesday 11th October 2011 - Windows Internet Explorer

G T A b ey spe org fedil_agenda phpft=24691 w R P
Cile Edit Wew Fagootes Took  pelp

& comvert =« [ERSeiect

WG |08 Taastmastors - aasy-Spoak - Burmt Toast 1 . B oo @ P e O Took - e

Edit agenda - Tuesday 11th October 2011 D detall [} agenda
s ot gairs i gube o M

1 Howr, 2 Mins
Meeting Theme:

Ll

Wonds )
pve

Duration Event ol Green - Amber - Hed  Print Oelete

b

&y | Ef I.i.-k—-l?\\l'_‘lf

M

Hy
il
&
7]
e
e
")
&

€% X M X X X X X X X

@ Interrat

g
F

To add the theme for the meeting type it into the text box just below ‘Meeting Theme’ and then click on
the ‘change’ button to save.

To change times for the various roles click on the @ icon for the role you wish to update.

To print the agenda you can do this from either the ‘view meeting screen’ or by clicking on

the@ button on the top right hand of the screen. Do not print from the ‘print from the
details’ button as this agenda contains extra details not needed. You can also print from the ‘edit

agenda screen’ by clicking on the @ button.

If you have questions, or you wish to add, delete or change order of agenda items please contact the
VPE or President of the club by email at:

e \PE — Danielle Vlemmiks - Danielle.Vlemmiks@justice.gc.ca or

e President — Lisa Krueckl - lkrueckl@cw.bc.ca or

e burnt-toast@googlegroups.com
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