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1. Login and navigation
1.1.Access to easy-Speak
easy Speak site: http://tsukuba.easy-speak.org

Easy-speak is one of official TMI (Toastmasters International) sites other than TMI.

When you can't access to the site, please let Tsukuba TMC's Webmaster know.

easy-Speak - Toastmaster Automation!

Home Meetings My Communication Goto... Help Options

Username:

Welcome

Password:

The easy-Speak software allows Toastmaster clubs to automate their
meeting planning and to track and support members' development. It
provides full data managment system, automating the agenda and
freeing the VPE's time to do what is important - support and
encouraae the memhers

() Remember me

Security: Each member's full name is hidden from outside and secured by encryption. Member's

E-mail address is concealed to other members except for officers.

1.2.Change your username and password
(strongly recommended)
Once you login, please change your username and password.

Menu bar -> 'Profile’

gE—
Home Meetings My Participation My Communication This Club Go to ... Help Optiong Profile Log out

1.3.Useful icons

@m Accept / Reject @ Edit any
assignment

l/ uest Request a speech ‘ E-mail
;i)%e%?\@ : P | email |

Member -> VPE

W Volunteer a role [Q — l Printable program
= yes ) Member > VPE, TOD | ‘= 29098 J | (10p)

Assign a speech Printable sign up

VPE -> member &3 sign up sheet | | gsheet (VPE)
Communication i Edit agenda (VPE, IT
progress | # agenda | support)
= Leadership progress i Edit meeting (VPE)
i [ # meeting |
@J Flag
,1*@.' add user ) Add user (VPM)
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1.4 .Navigation: Left side menu

Look at Left side menu

When you click links shown in the figure, either one of two side menus will appeal.

Cover page Participation & Meeting

easy-Speak - Tsi

easy-Speak - Tst

T(EA_STRASTEFS

ERNATION

Xt/

Click
and change

Welcome

LINKS.
Tsukuba Toastmasters @

Public url for this Club
ttp://tsukuba.easy-speak.org

cs Welcome|

©¥ Toastmaster Automation!

@ Home Links:
Home Tsukuba Toastmasters
Our Blog
Meet Our Members Tsur:u?a <
ik \ Useful links are in left
Directions g Participation d

Sign Up for Meetings... side menu.
T o

Tsukuba Different & Request a Speech...

Meeting on Jul 07, menu = View my Speech Progress

View Meeting E§ View my ALB Progress

@ District 76 "B Complete Member Survey

O‘Dx::)r:;zc Meeting on Jul 07,

U Teulubha = View Meeting

= er
A4 send Msg to General Eval
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2. Sign up for meetings, Accept / Reject / Request / Volunteer assignments
(Members)

There are two routes to go there:
a. Left side menu -> 'Sign up for meetings'

b. Menu bar -> "My participation' -> 'Sign up for meetings'

http://easy-speak.org/signup.php (login needed.)

Home Meetings My Participation My Co

Public url for this Club

http://tsukuba.easy-speak.org

Sign Up for Meetings [Tsukuba

Role Jul 07, 12
Welcome
Attendance :
Links: Information v'@vOnO>
Tsukuba Toastmasters
Tsukuba sphech
(Member) Toastmaster of The gote Noyp
Day
Thought of the day -
s R Ah Counter P —
A View my Speech Progress
E’? X Grammarian ~
View my ALB Progress
=
%3 Complete Member Survey Timer -y .o

Meeting on Jul 07,

View Meeting
A

Vote Counter
Educational

Duncanbabinm

2.1.Submit your attendance / absence (members)

Public url for this Club . .
http: //tsukuba.easy -speak.org @ Slgn Up for Meetlngs [TSURUba] D
Welcome Role i :
Attendance
Links: Xoveno:
Tsukuba Toastmasters Informatlon
Tsukuba ( Speech )
(Member)
My Participation Tﬁ:al:::r V- o
Sign Up for Meetings... Thought of iy —— P
& Request a Speech... the day - -
‘= View my Speech Progress Ah Counter [V P — e =

Meetina an Jul 07.

2.2.Submit your acceptance/rejection of assignments (members)

Evaluator

i
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2.3.Request a speech / Volunteer a role (members)

You can request a speech of your convenience. Your request may be accepted or may be declined
depending to situations.

1) Request a speech

Go 'Sign up for meetings' window (http://easy-speak.org/signup.php Login needed.)

Home Meetings My Participation My Co

Publi | for this Club . .
hitpi/tsuiba.ousy-speak.org & Sign Up for Meetings [Tsukuba

Role Jul 07, 12
Welcome
Attendance .
Links: Information v'@vOnO>
Tsukuba Toastmasters
Tsukuba
(Member)

1) Speech title: Your title or leave blank
(When blank, system fills it with TBA, 'to be
announced.")

2) Work book / Speech: Set your project number.
Schedule speech: choose your preferable date.

'Request a Speech' window
& Request a Speech Q
[ at Tsukuba Toastmasters]

* When your projects is left unknown, easy-Speak
can not output printable 'agenda (program).’

3) Schedule speech: specify your convenient days

Press 'Save' or 'Cancel' (top right)
You will back to previous window.

2) Volunteer roles

From 14 days before to the next meeting date, members can volunteer vacant seat of role.

Go 'Sign up for meetings' window (http://easy-speak.org/signup.php Login needed.)

When 'yes' icon appears, click it. ‘_Y_m'

3. Send web mail to a member (member)
There are many ways to send mail to ta member.
a) Left side bar -> My Communication -> Contact Other Members...

b) Menu bar -> This Club -> User list http://easy-speak.org/memberlist.php?c=1233 (Login needed.)

Choose a member and click an e-mail icon. "Qe—m"’“'

Nowe Last Oaline Last ste  Paid wtil Cratimt N vs bers T-madt gt

rr— Peses oot WO oot 3
Vice Presicere - Memtenhip A

¥

rewes oot WO reoeet (pm) (& ervad

fe
FHEF
¥
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4. Set up a new meeting / edit and delete a meeting (VPE)
4.1 .Create a new meeting ('Post a new event' window)

3 ways to create a new meeting:

a) Left side menu -> 'Scheduling & VPE Tasks' -> Q 'Create Meeting...'

b) Top wine colour menu -> 'Meetings' -> 'Create meeting'

c) Agenda window, click 'new event' icon (top right)

'Post a new event' window

Post a new event

easy-Speak Discussion Index » Calendar

Subject Tsukuba Toastmasters
Event Type © Tosstmaster meeting (O Committee Meeting O Other event
Calendar Event Single or  gosr=——"1
e 150912 |[]
startingat =
Venue (Tsukuba - Onogawa Community Center %)
Club Name Tsukuba Toastmasters
Meeting Number 538
Meeting Them
Select templatd name
Meeting
Manager
Message body -
~ Fontsze v 2 @ | H®| Qwm

Path: Words:0

Options @ Notify me when a reply is posted

Submit

Qb Contrlfand

6L

The names Taastmastars Intamatinsl

(@ new event)
2012 at 14:00 @Q

Hours, 33 Mins (& detail )(S agenda )

meeting E@EY

The agenda detail will be available in 17 Days

Subject: default (Tsukuba Toastmasters)
Event Type: default (Toastmaster meeting)
Calendar Event: default (unless we change)
Starting at: default (14:00)

Venue: default (unless we change)

Club Name: default (Tsukuba Toastmasters)
Meeting Number: default

Meeting Theme: Blank

Select template name: choose one

Meeting Manager: Name of TOD

Message body: If any (will appear in program

header)

When finished, press 'Submit'
Then 'Agenda window' will appear.

4.2 .Edit a meeting (Date, Venue, name of TOD, etc.)

Agenda window

My Communication  ThisCub__ Goto ... Help Options _Profile _Log out

Home _ Mestings My Participation

(§) new )
= (s Saturday, September 15th, 2012 at 14:00 & user dges) (& email
Toastmaster meeting: #538 - 2 Hours, 53 Mins G detar )(B agenda )
@ | WILL / WILL NOT attend this meeting @a(F®) ) ’
Venue: Onogawa Community Center (ciick here for 3 map)

The agenda detail will be availat

(Hide Mecting Text] (Edit Meeting Text]

This s the test meessage.

er) Save # of Roles Sign Up for Roles

Rote o
No record (llfbastmastefiaf The Day

Atsuko Tanaka, €¢ €L DO vO ua

'Edit post' window

My Participatior

Help Options _ Profile  Log out

Home  Meetings My Communication || This@lub  Go'to ...

Edit post

easy-Speak Discussion Index » Calendar

Subject Tsukuba Toastmasters
Event Type @© Toastmaster meeting (O Committee Meeting (O Other event.
Calendar Event Single or o0

e Dare 15/09/12 |

4.3 .Delete ameeting

When press 'meeting' icon, you can always
edit settings.

Agenda window -> 'meeting' icon (top left) -> 'Edit a post' window -> check 'Delete this event' ->

press 'Submit' and confirm



5. Assign Speeches and Roles (VPE)
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VPE can assign speeches both manually and automatically.

Easy-speak has automatic assignment function. Given Tsukuba TMC proffered setting, easy-speak

assign meeting roles to each member considering individual member's performances of given interval

including number of speeches, attended meetings, taken roles and days from the last speech and etc.

a) Left side menu -> Meeting on xxx xx th -> View meeting ->

b) Menu bar -> Meetings -> Meeting List -> click target meeting date

Agenda window, Sign up for Roles

Role
(@ Toastmaster of The Day

() Thought of the day
(@0 Ah Counter

() Grammarian

(D Timer

(@ vote Counter

(@ Table Topics Master
@ 1st Speaker

@ 2nd Speaker

(@ 3rd Speaker

(@ ath Speaker

@ 5th Speaker

(@) Reserve Speaker
() General Evaluator
(@ 15t Evaluator

(@) 2nd Evaluator

(@0 3rd Evaluator

(0 4th Evaluator

(@ 5th Evaluator

() 6th Evaluator

@ Presiding Officer

@ Sergeant at Arms

;_aa utcrny(

hiew assignment a

(

trall

Sign Up for Roles

cL

0

(
(
(
(
(
(

Presenter Accep
- MEMBER (Last Perf / Next Sch'd) - Ai]
- MEMBER (Last Perf / Next Sch'd) - 1'%)
- MEMBER (Last Perf / Next Sch'd) - ‘\:]
- MEMBER (Last Perf / Next Sch'd) - ‘}]
- MEMBER (Last Perf / Next Sch'd) - ‘{]
- MEMBER (Last Perf / Next Sch'd) - :“

—

- MEMBER (Last Perf / Next Sch'd) -

«

. N
@ (- Not assigned -—
> 4

--- Not assigned ---

@

--- Not assigned ---

B

--- Not assigned ---

@

--- Not assigned ---

| (] [« ] [«

- @ @ @

i

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

- MEMBER (Last Perf / Next Sch'd) -

(
(
(
(
(
(
(
(
(

- MEMBER (Last Perf / Next Sch'd) -

(

- MEMBER (Last Perf / Next Sch'd) -

0% Bf roles confirmed on time

'Request a Speech' window (1)

av
(—}‘ [Tsukuba Toast

Select a Speaker from the i

; Request a Speech

IS | --- Not assigned --- v !g

3 pref: ising
Workbook / Speech

3 new workbook.. — B}

Last Last  Next
Started  spoke  Requested Sch'd

Nov 15, 08 May 21, 11
Sep 03, 11 Jun 02, 1
®
®

'Request a Speech’ window (2) 7™\

Schedule Speech

[1]. Speakers:
a) Manual assignment

av
CIick -> (3 'Request a Speech '
window

[2]. Role takers
After speakers done, click 'auto' icon

\_dauto,w

[3]. Adjustment speakers and role takers

When some roles are not filled automatically,

You can assign any members using pull down
menu.

Note: Clicking 'View assignment audit trail,' you
can read the reason why automatic assignment
was failed.

[4]. Save any changes

Choose a member from pull down menu.
-> Press 'Go'

1) Speech title: blank

(System fills it with TBA: 'to be announced')

2) Work book / Speech: Set project number
when you know it. When you don't know, set a
dummy project. *

3) Schedule speech: default

* When any projects are left unknown,
easy-Speak will not output printable 'agenda
(program).'

|
\ Press 'Save'. You will back to Agenda window.
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6. Agenda e-mail (From VPE or TOD, To Members)
Easy speak prepares e-mail automatically and facilitate smooth meeting arrangement. Just clicking

buttons, easy-Speak sends e-mails.

Timing / Content From (sender) To
First [Before assignment] VPE / acting VPE Each member,
E-mail General reminder of a upcoming | admin@easy-speak.org guests
meeting (time, venue, program link)
Second [Just after assignment process] VPE / acting VPE Each member
E-mail Apology to those volunteered any | admin@easy-speak.org
role and has not been assigned.
Third [Just after role assignment]
E-mail Notice of assignment and ask
confirmation.
Fourth [Before meeting] VPE / acting VPE / TOD Members
E-mail Asks for volunteers to visit the
web-site and take roles that are not
currently assigned
Fifth [Before meeting] admin@easy-speak.org Attendees
E-mail Reminder. Provide Ilink to the | (Automatic)
program (agenda).

Firstly, go to Agenda window
a) Left side menu -> Meeting on xxx xx th -> View meeting

b) Menu bar -> Meetings -> Meeting List -> click target meeting date

Agenda window
Home Meetings My Participation My Communication  ThisCub  Goto... Help Options Pmme‘ Log out -I) lE_maill |C0n CIICk

wd: (_glg ) Saturday, September 15th, 2012 at 14:00 (& add user

Toastmaster meeting: #538 - 2 Hours, 53 Mins 5 a
@ I WILL / WILL NOT attend this meeting @)
e: Onogawa Community Center (clck here for a map)

The agenda detail will be available in 29 Days.

(Hide Meeting Text] (Edit Meeting Text)

This s the test meessage.

ae ) Attendance InformationShow # of Roles Sign Up for Roles
Rol o Presenter  Accept

Atsuko Tanaka, cc €L @OYONO? No record & Tdastmastéhof The Day. TWEVBER (Last Perf / Next Schid) — %

Agenda E-mail window
Agenda E-mail - Saturday, July 7th, 2092 Astarn

-

Compose

Subject Taukuba Tosstmasters - Saburday, July 7th, 2012

Reciplents Toukuba Tooastmasters - Members

First e-mail

Member & Yes No 43 Meriber

Guest Spaakar

2) Choose e-mail receivers.
(Usually, members and guests.)

=
Spachyl Guest O Yes & No
Visiter @ Y

-

Maiing Uist
Message

P;‘:’I . . B e e T T — 3) Mails are Sent to members’
S @ immediately click 'First e-mail' (or

other mail button).
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Example e-mail 1: Speech assignment

Subject: Tsukuba Toastmasters Club - 7th July 12
From : admin@easy-speak.org

To: each member

Dear ****
| have assigned you the role of 'Speaker'.

If this role is new to you, there is information available on the website.

Please use the website or click on one of the following links as soon as possible, but before ***** to
confirm that you can accept this role.

| ACCEPT the 'Speaker' role

I will NOT be at the Saturday Jul 07, 12 meeting

Example e-mail 2: Reminder

Subject: Tsukuba Toastmasters Club - 7th July 12
From : admin@easy-speak.org

To: each member

Dear **+*
This is a reminder of our Tsukuba Toastmasters Club meeting of 7th July 12

Full details of the agenda were available on the website from *****,

Please use the website or click on one of the following links before **** to tell me if you will be at the
meeting.

| WILL be at the 14th July 12 meeting

[ will NOT be at the 14th July 12 meeting

10




7 . Rearrange assignments (VPE, TOD)

Who will arrange and rearrange assignments?
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~ Previous meeting

After previous meeting
~ the day of meeting

Speakers

VPE

Role takers

VPE

|

TOD

VPE: Assigns speakers and role takers beforehand. Rearrange speakers vacant sheet.

TOD: Rearrange vacant sheet of role takers, after previous meeting to the day of meeting

a) Left side menu -> Meeting on xxx xx th -> View meeting

b) Menu bar -> Meetings -> Meeting List -> target meeting

Agenda window, 'Sign up for Roles'

ng. Send 'Third e-mail' when you have finished assigning roles

Hide Speech Details

Role
d (@ Toastmaster of The Day
(@ Thought of the day
= (@) Ah Counter

12
(&) Grammarian
12

() Timer
12

12 () vote Counter

12 (@) Table Topics Master

(@) 15t Speaker
L2 Previous Evaluators

12 Past M Apr 07, 12
Past M Dec 17, 11
d Past M Oct 15, 11

)

Sign Up for Roles Save

CL Presenter Accept
e —— ¥X
O eg— X
@ e e ox
@ tnara ox
(B W W 0%
o/ e Asspsma X

(CT5 ) @ vt wen
@ - - ~“Q

TBA 2

Competent Communication Manual
#4 - How to Say It (5:00-7:00 min)
Words and sentence structure
communicates the ideas clearly,
accurately and vividly; Rhetorical
devices enhance and emphasize
ideas; No jargon or unnecessary
words; Correct grammar used.

For detailed process, please read ' 5. Assign Speeches and Roles (VPE)'

11
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8. Print meeting materials
8. 1. Printable Sign up sheet (VPE circulation)

Menu bar -> 'My participation' -> 'Sign up for meeting'

Home Meetings My Participation My Communication This Club Goto... Help Options Profile Log out

Public url for this Club . s
http: //tsukuba.easy-speak.org é Slgn UP for Meetlngs [Tsukuba] Date Range: |Jul 07, 12 - Aug 18, 12 v,
Welcome atsuko Role Jul 07, 12 Jul 21, 12 Aug 04, 12
Attendance ¥ a. A [N . Do Aaa.a

-> Top right 'sign up sheet' icon [Q—Sign up.sheet)

'Role sign up sheet' (A4 size printable for VPE)

Role Sign Up Sheet
,‘.‘ v.us?-..l«»m"\ "%j
-

Mindiy . Juve LB, 2003 1230
Raw Mar, i 24 2L 12 Asj o, 1z Asp e, iz

[Tl V—— o\ ansy Tnatane orgms You Seaw | o assensd
o T Oy - —-
ol [ SUC— s e — . g v e
™y
+ . - +
Lalt o ¥ b e Mo \aa ey ¥ s e
) T ' mom T Nty b Larvap o po——
+ ‘. - “
— - o St B e amgean
- Crarm o Lrmaes Bpanni b rna ot e Vo dptened

To go back previous window, please use browser's back button.

12
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8. 2. Printable program (TOD)
1) Menu bar -> Meetings -> Meeting List

My Communication b o 1o Help Options

® Main Roles O Meeting Awaed Winners Osis Rarges: 2012 0tz (Go)
Date WILL be there  Speakers Toastmaster Geners! Evalwator  Toble Topics Master
#537 Saturday, September 1st, 2012 0 0% Ow 5
36 Saturday, August 18th, 201 13 Som I P -
#535 Saturday, L3 2012 o % % S+1 pree— -

2) Click your target date listed in the 'Meeting List'

Meetings My Fardcpatior My Communication Thes Ol o w.. Hulp Options rofle LOg ot

Saturday, August 18th, 2012 at 14:00

Watch this meeting for changes
' L " Toastmaster meeting: #536 - 2 Howrs, 42 M

@ | WILL / WILL NOT attend this meeting [BaI %
Verwe: Onogawa Community Canter {Click hewe fer & sap )

E-mail mesting to 3 friend

The agenda deta®l will be avallable n 4 Days, 19,

Attendance Information Mide Speach Detalls Sign Up for Roles (‘=len (D)
Roke CL Presenter Accept

T—— O eron ey || lmmmi @
3) Click 'agenda' icon
Then printable program will appear.
Program (Agenda) for Print

Tsukuba Toastmasters

-
d':.”‘k\ Oiatrict 6, Otwinion C, Area X2, Club Number 5814
151 & 30 Saturcay of the menth a1 1400

Saturday, July 7th, 2012 at 14:00

Verwe: Onogawa Community Center
“Tackuba TMC whare paogke from Al countries spaak together agualy!”
"Pleasart, Furdomental and Stunnieg!™
oo Anber Aed
14:00 Sergeant at A e o
Coll to order

President « Mo S o o
Meeting open

Thought of tha s s Sammms
Trought of the W 130

14:04 President « N S o o
Irstallation oess o

14:29 Presiding Offsss  Siin S & o
Busiress Sess

14:37 Toastmaster & i S Sl S
Educational Sea

A Counter - “wmmsitn. S
Ah Counter 1:00

13
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9. Members' progress chart (Members)
9. 1.Communication chart
Menu bar -> this club -> (middle) Communication chart

easy-Speak - Tsukuba Toastmasters
22N
é -/

monic urt foe his b Communications Chart [Teukuba Toastmasters - Jun 18, 12]

Char[Communicatiens Onart w] Samed by Family Name w] [recending =] preestie: [ Go |
e Name Action Lastspoke 1 2 3 4 5 6 7 B 9 10 Workbook
i v vV 2 R
e .

v v

E] Click -> & & "My Communicator Progress' window

-
@ Click -> 2 'Request a Speech ' window

9.2.Leadership Chart
Menu bar -> This club -> (middle) Leadership chart

easy-Speak - Tsukuba Toastmasters
o

essc un to- e s L@adership Chart [Tsusuoa Toastmasters - Jun 18, 12]

—— N Cront [laadersip Ot ] Sorted by [Famiy Name +] [Ascenan 3] Mook O G
Name 1 2 3 - s L] 7 L] *
0 a8 v AN B I N
m vl Wl o 40 BB n
el v D v G0 I I

¥
@ Head of your name -> "My Leadership Progress" window
MHome  Meetngs My Paticipation My Commonicion This Cub Goto Mep Optiors  Proflle
F:} My Leadership Progress | )
[Mide Details]
ALB Pr Leadership e
: ogress Goals (F rensoa )
(VDR on Aevme 60 receey comyveted Lesteraae ampvrone)
Assigament Completion Date  Verified? # =
1 Club Officer for six months Comphetnd & 302010 Carreet Statim: @ OK
Vc:_}‘“ X4 02, 30 yes Target Set DPA Jem 18, 1,
2 Participated in Club Officer Training Compheted &/ 212010 ommpet Qules Qo I, A2
— PMan Actusl Remain

14





