
Tsukuba Toastmasters Club 
June 2012 Version1.1 

 1 

'easy-Speak' Users Manual 

For Tsukuba Toastmasters Club members 

 
Contents 

１. Login and navigation ........................................................................ 2 
１.１. Access to easy-Speak ........................................................................... 2 
１.２. Change your username and password ................................................. 2 
１.３. Useful icons ......................................................................................... 2 
１.４. Navigation: Left side menu ................................................................. 3 

２. Sign up for meetings, Accept / Reject / Request / Volunteer 
assignments (Members) ............................................................................ 4 
２.１. Submit your attendance / absence (members) ..................................... 4 
２.２. Submit your acceptance/rejection of assignments  (members) ............ 4 
２.３. Request a speech / Volunteer a role (members) ................................... 6 

３. Send web mail to a member (member) .............................................. 6 

４. Set up a new meeting / edit and delete a meeting  (VPE) ................. 7 
４.１. Create a new meeting  ('Post a new event' window) ............................ 7 
４.２. Edit a meeting (Date, Venue, name of TOD, etc.) ................................ 7 
４.３. Delete  a meeting ................................................................................. 7 

５. Assign Speeches and Roles (VPE) ..................................................... 8 

６. Agenda e-mail (From VPE or TOD, To Members) ............................. 9 

７. Rearrange assignments (VPE, TOD) .............................................. 11 

８. Print meeting materials ................................................................. 12 
８.１. Printable Sign up sheet (VPE circulation) ......................................... 12 
８.２. Printable program (TOD) ................................................................... 13 

９. Members' progress chart (Members) .............................................. 14 
９.１. Communication chart ........................................................................ 14 
９.２. Leadership Chart ............................................................................... 14 

 

By Atsuko Tanaka, CC CL 



Tsukuba Toastmasters Club 
June 2012 Version1.1 

 2 

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. 

 

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' 

 

 

１.３.	 Useful icons 

 
Accept / Reject 
assignment  

Edit any 

 
Request a speech 
Member -> VPE  

E-mail 

 
Volunteer a role 
Member -> VPE, TOD  

Printable program 
(TOD) 

  

Assign a speech 
VPE -> member  

Printable sign up 
sheet (VPE) 

  Gavel 

Communication 
progress  

Edit agenda (VPE, IT 
support) 

  Flag 

Leadership progress 
 

Edit meeting (VPE) 

  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  

 
 

 
 
 
 
 
 

 
Click 

and change 
 
 
 
 
 
 
 
 
 
Different 
menu 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
<---    
Useful links are in left 
side menu. 
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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.) 

 

 

２.１.	 Submit your attendance / absence (members)  

 

 

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

 

 

 
 
 
'Request a Speech' window 

 

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. 
 
* 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.   
 

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

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

 

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  

 
 
'Edit post' window 

 
 

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

 

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

press 'Submit' and confirm 
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５.	 Assign Speeches and Roles (VPE)  
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 

 

[1]. Speakers:  
a) Manual assignment 

  Click ->   'Request a Speech ' 
window 
 
 
 [2]. Role takers  
After speakers done, click 'auto' icon  

 
 
[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 

 
'Request a Speech' window (1) 

 
 
'Request a Speech' window (2) 

 

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. 

0 
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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 
E-mail 

[Before assignment] 
General reminder of a upcoming 
meeting (time, venue, program link) 

VPE / acting VPE 
admin@easy-speak.org 

Each member, 
guests 

Second 
E-mail 

[Just after assignment process] 
Apology to those volunteered any 
role and has not been assigned. 

VPE / acting VPE 
admin@easy-speak.org 

Each member 

Third 
E-mail 

[Just after role assignment] 
Notice of assignment and ask 
confirmation. 

Fourth 
E-mail 

[Before meeting] 
Asks for volunteers to visit the 
web-site and take roles that are not 
currently assigned 

VPE / acting VPE / TOD 
 

Members 

Fifth 
E-mail 

[Before meeting] 
Reminder. Provide link to the 
program (agenda). 

admin@easy-speak.org 
(Automatic) 

Attendees 

 

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 

 
 
Agenda E-mail window 

 

 
1) 'E-mail' icon click 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2) Choose e-mail receivers. 
(Usually, members and guests.) 
 
 
3) Mails are sent to members, 
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 **** 

I 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.  

I 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. 

I WILL be at the 14th July 12 meeting 

I will NOT be at the 14th July 12 meeting 
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７.	 Rearrange assignments (VPE, TOD) 
Who will arrange and rearrange assignments? 

 ~ 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' 

 

For detailed process, please read '５. Assign Speeches and Roles (VPE)' 
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８.	 Print meeting materials 
８.１.	 Printable Sign up sheet (VPE circulation) 
Menu bar -> 'My participation' -> 'Sign up for meeting'  

 

-> Top right 'sign up sheet' icon  

 

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

 

 

To go back previous window, please use browser's back button. 
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８.２.	 Printable program (TOD) 
1) Menu bar -> Meetings -> Meeting List  

 

 

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

 

 

3) Click  'agenda' icon 

Then printable program will appear. 

Program (Agenda) for Print 
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９.	 Members' progress chart (Members) 
９.１.	 Communication chart 
Menu bar  -> this club -> (middle) Communication chart 

 

  Click ->  'My Communicator Progress' window 

  Click ->  'Request a Speech ' window 

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

 
 

 Head of your name ->  "My Leadership Progress" window 

 

 




