12 Steps to Tech Hosting a Meeting with WINDOWS
1) Make sure you have powerful enough internet. Check that you AT LEAST have 12 MBps “download speed” by running the test at http://beta.speedtest.net/. If you have 6-12 MBps you may host aaonlinemeeting2 meetings when we have 25 people, but should not host regular meetings. Only use a desktop or laptop, never use a phone or device.
2) Make sure you are using the most up-to-date version of skype. Windows Update – Menu Bar -> Help -> Check for Updates. Make sure you are running Skype Classic (not Skype 10/Xbox/Skype or MSN/Skype merged versions; if you are prompted to merge your skype account say “no”). If you are running a merged version of skype you have to uninstall it and reinstall Skype Classic. See details at www.skype.com. 

3) Restart your computer if you have been using it throughout the day or have been previously signed in (this greatly improves Skype’s performance). Close all other programs that are running (all internet browsers, pdf reader, video games, etc). Also, use an Ethernet cable or put your computer close to the router when on Wi-Fi.

4) Sign into the “aaonlinemeeting” SKYPE account name (get password privately).  Sign in at least 15 minutes before meeting time. Be willing to leave the aaonlinemeeting account open for at least 15 minutes after the close of the meeting for "the meeting after the meeting" helping newcomers, technical assistance and casual conversations etc.

5) Go to “Recent” next to contacts on left side of Skype window.

6) To the right of “Recent” it will have the word All or Unread.  Click on Unread.

7) Accept any pending contact requests. Respond to any messages and make sure all messages are cleared. You know that you have pending messages when you see a number in a circle next to the “Recent” menu (usually on the left of the screen).

8) When someone calls, answer call.  You have started a group. NOTE: Do not answer any other calls except the first call.   

9) When a second person calls - and so on - click on add to group at the lower right corner of the calling window. It is a small button containing the words “add to group.” If you add someone to the group, they may still struggle to get in. You can message them that they should try adding themselves by clicking on a “join group call” button usually a green button. Or by right clicking on the group and selecting “join conversation”. You can keep trying to re-call them by dragging their contact into the call, by clicking “add to group call”, or by clicking on the plus sign at the bottom of the call. Patience is key, keep trying!
10) People will often make comments or ask questions via Instant Messages (IM), monitor and respond appropriately by selecting on the name of sender under "recent”. Attraction and love, not promotion and scorn. Help the newcomer to understand skype and/or AA.

11) If the call keeps dropping or behaves erratic, it is possible that there are two people signed in to aaonlinemeeting. You can check this by asking others in the call if there is a second meeting, usually they will have been in both meetings and struggled to stay in either one of them. You can also paste messages into the chat box that the ‘other’ tech host might see.

12) Stay in recent and look for people texting you for whatever reason. Click on the name in bold and read their text.

13) During the meeting, if someone is disturbing the meeting (noisy mic or disruptive) right click on their picture and “remove person from this group.” Send them a text telling them why they were removed and then tell them to call aaonlinemeeting back after corrective action. 
14) The maximum callers is 25 (this includes you the host!), then you can add no more. If you get 24 in the aaonlinemeeting, ask the chairperson to interrupt the meeting and start aaonlinemeeting2. This should be done quickly.
15) After closing the meeting right click on the group and click “leave conversation.” Then go to tools-options-privacy-advanced and click clear history and click delete then save.  Right-click on the group call or go to Skype > Preferences > Privacy > Delete All Chat History > Delete All. Lastly, Sign out.

NOTE: Anonymity is a spiritual foundation of AA meetings: Remember chats, texts and instant messages that you send from the host account will be visible to others as coming from ‘aaonlinemeeting’, so avoid gossip or complaining. Service to others is part of staying sober and growing in recovery! It helps us more than the people we serve. There will be challenges, relax and ask for help if and when you need it. Have a backup email/phone number of someone that can host if you can’t host the meeting. Happy Hosting!
