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Introduction

Most Toastmasters clubs in the UK and Ireland use the Toastmaster automation system easySPEAK
to manage meetings, track member progress and schedule speeches and roles.

The system is accessed online at http://toastmasterclub.org/

Knowing how to use your club easySPEAK website will enable you to take ownership of your
Toastmasters journey and carry out the following actions:

v" Confirm attendance to meetings weeks in advance

v’ Sign up for available roles directly on each meeting page
v" Request speeches several weeks in advance

v Track your Competent Leadership progress

After reading this reference guide please log in to easySPEAK and spend some time familiarizing
yourself with the system.

With easySPEAK your Toastmasters meetings become really easy!


http://toastmasterclub.org/

Registration

On joining Croydon Communicators one of the club’s easySPEAK administrators will set you up on
the system.

You will receive a username and password in an email with the subject Welcome to the
Toastmasters Toastmaster automation site similar to the example below:

€ Reply|v M Delete Junk|¥  see X

Welcome to the Toastmasters Toastmaster automation site

Fri 13/11/2015, 18:56
You ¥

@ Do not reply (Croydon Communicators) <do_not_reply@d71.org> € Reply |V

ASEEM KAPOOR - Welcome to Toastmasters Toastmaster Automation site
Gina Rocque Drayton, a club administrator from Croydon Communicators has created a user-id for you on this site.

You may book in to the next Club meeting by clicking on this link
You may change your username, password, e-mail address and other details by clicking on ‘profile’ at the top of any screen.

Please keep this email for your records. Your account information is as follows:

Username: aseemk
Password: 350e8512

Pleaze do not forgat your password as it has been encrypted in our database and we cannot retrieve it for you. However, should you forget your password you can request a

new one which will be activated in the same way as this account.
Thank you for your interest in Toastmasters.

-- Holly Toastmaster Automation Robot

If your ISP filters incoming email, please add the following domain to your list of approved senders: @toastmasterclub.org

Your username will typically contain part of your name and initials but you can modify this and the
password later if you wish.

The links in the email will take you directly to the meeting or profile page where you will see a
section to enter your login details.



URL and Logging in to easySPEAK

The easySPEAK site for all UK and Ireland clubs is accessed via the following link (please save as a
favourite or bookmark in your browser):

http://toastmasterclub.org/

You can enter your account details into the box located towards the top left of the screen or click
the ‘Log in’ link on the menu to be directed to a separate log in page.

Toastmasters - UK and Ireland

P¥ casySPEAK

TOASTMASTERS AUTOMATION

Welcome >~ Press Room~™ Goto...~™ Help Options~ Register Login . -

Username:
aseemi] »*
Password:

Site Home
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Once you have logged in you will now see the club’s very own sub-site within easySPEAK:

Toastmasters - Croydon Communicators elcome biock facem Kepor [eseerk]
.
T@ﬁﬁé@ﬁps ’ e ySPEAK
TOASTMASTERS AUTOMATION

Home ~ Meetings~ My Participation ~ My Communication~™ ThisClub~ Goto...~ Help Options~ Profile ~ . -

Public url for this Club
T Home [t | || =]+
About Our Club Club Affiliations
The Toastmasters Mission Croydon
" . . ‘Communicators
CovioncommunlcatoniBitheliomelofchamplonss A statement of shared values Club Number 840230
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Welcome aseemk . v 9 N We provide a supportive and positive learning experience in which K
http://www.CroydonCommunicators.org 't 5 §
members are empowered to develop communication and leadership Toastmasters Int'l

skills, resulting in greater selfconfidence and personal growth.
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Through this mission, each Toastmaster gains a clear understanding of Why Not Join Us!
the club’s purpose, and the organization as a whole benefits from a When do we meet?

shared set of values and goals. 2nd, 4th & 5th Thursdays.
|All meetings start at 18:45
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http://toastmasterclub.org/

Updating Your User Profile

Having logged in, hover over the ‘Profile’ option on the menu bar and click on the first link to
access your user profile:

My User Profile
Reset

Registration Personal Preferences Communication Images Attachments Toastmasters Watching

Registration Information - aseemk

Ttems marked with a * are required unless stated otherwise.

Username * | | aseemk

E-mail address * |aseemkapoor@hotmail.com

Current password *
You must confirm your current password if you wish to
change it or alter your e-mail address

New password *
You only nead to supply a password if you want to change
it

Confirm password *
ou only need to confirm your password if you changed it
above

The various tabs in the profile section will allow you to do several things:

Registration: change your email address or password (it is recommended you change the
password you were provided to something memorable)

Personal: contains your contact details (name, phone numbers, address and occupation) and
privacy options that lets you control whether you make these visible to other members or public.

Preferences: Language and timezone settings and notification of private messages can be
modified here.

Communication: links to your social media such as a personal website, LinkedIn, Skype, Facebook,
and Twitter can be added here.

Images: if you want to add a picture to your profile this is the place!

Toastmasters: a list of the clubs you are connected with and your recent and scheduled speeches



Meeting Agenda & Confirming Your Attendance

From any page on easySpeak there will be a navigation box on the left hand side containing a
Croydon Communicators link that will direct you to details of the next club meeting:

Home ~ Meetings = My Participation ¥ My Communication~ ThisClub~> Goto...~

Public url for this Club H
http://croydoncommunicators.toastmasterclub.org ome

Welcome aseemk About Our Club
-1 Croydon Communicators is the home of Champions.
Croydon Communicators

e Do come and visit to find out why, at Croydon Communicators, we

build Champions...

You can also use the menu bar at the top of the page and selecting the appropriate link from the
Meetings option to view the calendar, previous meeting and next meeting.

The first page you will reach upon clicking ‘Croydon Communicators’ under links will look

something like the following image and will contain the date/time and venue of the meeting and
the agenda:

< Previous Next
= Thursday 28th September 2017 at 19:00 (== Joadges)
Watch this meeting for changes ) . : = :
E-mail mesting to a friend Toastmaster Meeting - 1 Hour, 58 Mins @ detail )@ agenda )

@ | WILL / WILL NOT attend this meeting
Venue Mind in Croydon Fairfield House, 10 Altyre Road, Croydon, ENG CRO 5LA (Click here for a map)

Last on-line changes in 26 Days
Word of the Day Mot Yet Chosen

You may accept a vacant role
Meeting Theme

H - i .
Confirm Attendance Sign Up for Roles f Ecpqﬁug:ﬁ:ﬁ@
Member ( 2/27) Role CL Presenter Accept
1st Speaker -
() Aseem Kapoor @DOvOnDs > --- Unassigned ---
(2 Afia Nicholas @ unknown 2nd Speaker --- Unassigned ---
[ul) Alicia Nocon @ Unknown 3rd Speaker  Urassioned
[ Amit Arora @ unknown g
[ Anne Saunders @ unknown General Evaluator I;W]
@Anne Sandrasegara @ Unki
] nknown 1st Evaluator ':W]
[u) Anushka Rajapakse @ Unknown ISR
[al|Chris Palmer @ unknown 2nd Evaluator [%— yes |

The ‘Previous’ and ‘Next’ links at the top will allow you to navigate to other past or future
scheduled meetings.



If you are planning on attending the meeting please click the @ green thumbs-up button to
confirm.

If you are unable to attend the meeting please click the red thumbs-down button.

If you are unsure whether you will or will not be able to make a meeting you can mark yourself as
tentative by clicking the ‘?” option next to your name (and then confirming when you are certain):

Confirm Attendance

Member ( 2/27)

[al) Aseem Kapoor @OvOn@E -

It is very important that members log in to easySPEAK and register that they will or will not attend
each meeting (whether or not they are speaking or performing a role) so that the Toastmaster of
the day and VP Education can plan accordingly and record attendance.

Occasionally you may also receive automated reminder emails from our Vice President Education
that will contain links enabling you to inform us if you will be able to attend the meeting or not:

© Reply |V M Delete Junk|Y  sss X

Croydon Communicators - Thursday 10th December 2015

Meon 30/11/2075, 23:40

° Toastmasters (Croydon Communicators) <do_not_reply@d71.org= € Reply |V

Getting too much email from Toastmasters (Croydon Communicators) <do_not_reply@d71.org>7 You can unsubscribe

Croydon Communicators
Thursday 10th December 2015 - Starting at 19:00
Venue: Mind in Croydon

This is a reminder of our Croydon Communicators meeting of Thursday 10th December 2015

Please use the website or click on one of the following links before 19:00 on Saturday 5th December
2015 to tell me if you will be at the meeting.

I WILL be at the Thursday 10th December 2015 meeting

I will NOT be at the Thursday 10th December 2015 meeting

Sent by Michael Majuru on behalf of Croydon Communicators from an e-mail account that is NOT MONITORED.

Please reply to Michael Majuru using the 'Reply to' address shown on the message.

If vou do not wish o receive mesting information from Croydon Communicators in future then cdick this link to unsubscribe.

Please note that this will also remove your membership of the Croyden Communicators .

If your ISP filters incoming email, please add the following domain to your list of approved senders: @toastmasterclub.org




Signing Up For Roles

The Vice President Education will occasionally you a meeting role as a speaker, evaluator or
functionary.

Similar to registering your attendance please review the agenda and use the thumbs-up and
thumbs-down button next to the role you have been assigned to confirm if you wish to accept or
reject the role.

Giving plenty of notice allows roles to be re-allocated so kindly bear that in mind.

It is possible to sign up for roles several weeks in advance v My Participation

without the VP Education volunteering you! &b Sign Up for Mectings...

4 Regquest a Speech...
Click on the ‘Sign Up for Meetings...” link under the ‘My
Participation’ tab in the navigation bar on the left hand side

of the page:

-a View my Speech Progress

(=
‘d Complete Member Survey

» Meeting on 14 Sep

You will see upcoming scheduled meetings and if there is a vacant role you wish to sign up for just
click the corresponding @ thumbs-up button next to it.

%ﬂ"“ Sign Up for Meetings [Croydon Communica] Date Range: |28 Sep 17 - 09 Nov 17[w] (48 Sian up sheet
Role 28 Sep 17 12 Oct 17 26 Oct 17 09 Nov 17
Confirm Attendance @0+0O @0OvOn 0> @0vOn 0> @0OvOn0>
)
1 1 1 1
Speaker 2 2 2 2
3 3 3 3
General Evaluator @h yes @‘h yes @‘h yes
1 @‘hyas 1 é‘hyes 1 @‘hyes 1
Evaluator 2 @‘h yes 2 éﬁ yes 2 @‘h yes g
3 @‘hyas 3 é‘hyes 3 @‘hyes
Topic Evaluator i @h yes a él" res i @h es ;
2 @‘hyas 2 @‘E‘yes 2 @hyes
Club Business
Warm up @‘LI yes @‘h yes @‘h yes
Toastmaster Paul Rhys-Taylor, CC
Grammarian L | yes 2 yes Za yes
Sergeant at Arms @h yes @‘h yes @‘h yes
Table Topic Master @L. yes @‘h yes @‘h yes
Timekeeper 22 | yes Za yes x| yes

Click on a name to see Contact Detazils or on a role to go to the Knowledgebase article.
Click on a meating data to go to that meating. Mouse-over the masting date for the meating thame.

Be aware that signing up for a role at a meeting automatically confirms attendance so if you are
subsequently unable to attend the meeting please notify as soon as you can by changing your
attendance on the system.



Requesting Speeches

Requesting speeches works is a similar way to role requests — just click on the ‘Request a Speech...
link in the ‘My Participation” menu:

* My Participation

@ Sign Up for Meetings...
L Request a Speach...
)—. Wiew my Speech Progress

-
| Complete Member Survey

A new window will open allowing you to add you speech title (if known):

+ Request a Speech Save

[Aseem Kapoor at Croydon Communicators)

Title
Workbook Competent Communication Manual
Requested: 1st Pref: Missing | 2nd Pref: Missing | 2rd Pref: Missing

Speech Title %X Workbook / Speech %X Preferred Dates X

(Regquired)

Title

<>

Speech introduction (for Toastmaster):

Select the ‘Workbook / Speech’ tab to link to a project in the competent communicator manual:

Title
Workbook Competent Communication Manual #5 - Your Body Speaks
Reguested: 1st Pref: Missing | 2nd Pref: Missing | 3rd Pref: Missing
Speech Title % Workbook / Speech Preferred Dates %
| | (Required)
i?)lflf;oaok I—— Start a new workbook... — ﬂ
Workbook Started s';f:e m'-::md ;‘3:‘5
Competent Communication Manual 14 Jul 16 13 Jul 17 30 Jul 17
Assignment Timing Status
#1 - The Ice Breaker H] 4-6 min & comp 14 Jul 16
#2 - Organise Your Speech 5] 5-7 min o Comp 13 Apr 17
#3 - Get to the Point EI 5-7 min Comp 13 Jul 17
#4 - How to Say It F 57 min Sch 31 Aug 17
(®  #5 - Your Body Speaks 8] 5-7 min
) #6 - Vocal Variety H] 5-7 min
#7 - Research Your Topic 8] 5-7 min
#8 - Get Comfortable With Visual Aids 8] 5-7 min
#9 - Persuade With Power E] 5-7 min

#10 - Inspire Your Audience [E] &-10 min



Now select the ‘Preferred Dates’ tab to express your first, second and third preferred dates.
Whenever possible we will endeavor to accommodate your first preference.

Speech Title X Workbook / Speech + Preferred Dates v/
| | {Required)
Date Meeting Theme S‘:'hf;::d "";':;'i:;'f,;f?:d
14 Sep 17 §Hil:§:r:$ speech and Table Topics Club Contest ® ER ST (W
28 Sep 17 3 Speakers 15t O 2nd O 3rd O
12 Oct 17 3 Speakers 1st ® 2nd () 3rd
26 Oct 17 3 Speakers 1st ' 2nd ®) 3rd
09 Mov 17 3 Speakers 1st O 2nd O 3rd O
23 Nov 17 3 Speakers st 2nd  3rd @
30 Nov 17 3 Speakers 1st O 2nd O 3rd O
14 Dec 17 Meeting Not Yet Scheduled 1st O 2nd Ozrd O
28 Dec 17 Meeting Not Yet Scheduled 1st O ond Oard O
11 Jan 18 Meeting Not Yet Scheduled 1st O 2nd Ozrd O

Then click the save button at the top of the screen so that the Vice President Education is notified
by email of your request and can schedule your speech accordingly.



