Your Free Training Manual

Congratulations!

If you’re thinking about rolling up your sleeves to clean up your business processes,you and | are
on the same page. It’s never too late to get started with documenting the instructions for your
most essential workplace tasks. As you progressively build up your staff training and
accountability resources, you will be able to create a folder of easy-to-follow steps for every
positioninyour business. With records like this you will:

v Eliminate confusion around whata goodjob looks like

v Establish accountability for what needstobe done,when,and by whom

v Stop the conflict,argumentsand debate over how tasks should be performed

v Ensure essentialworkplace tasks are performed even when team members are absent
v

Facilitate excellent workplace performance that you can consistently reward
Onceyou activate these shiftsinyour daily business operations,you willsee that:

v The timerequired for stafftraining isreduced by half
v Workplace productivity increases by at least 20%

v Workplace accuracy and task completion rates will skyrocket to at least 90% every day

We’ve found that there isa specialmagic to making these types of videos,and this is easy to learn.
Following are some handy resources for you to make a video that sets everyone up for success.
Onceyou’verecorded your video,you leave the rest to us!

Here’s how it works:

1. Follow these steps below to prepare your Instruction Video

2. Upload that Instruction Video to YouTube or share it to us online (through Google
Drive, Dropbox, WeTransfer etc)

3.Complete the Video Submission Form found here
4. Email that completed Video Submission form through to info@ operationverve.com

5.Finalise the payment of the invoice to enable us to get started

After that we will only need one work day to complete your Task Instruction Manual. Then we
will get it back to you so you can roll it out to your team at work. That’s it! Nothing more to it!

You could Contact Us today for more info ifyou like, but if you’re ready,you can simply get started.
You could have your firstinstruction manualthe next day you go to work!!

Happy Recording!
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Top 10 Video Production Tips

1.Ensure the video is made at a high enough resolution that screenshots taken from the recording
willbe clearly visible in the written manual.

2.Introduce the video with a spoken description of the process e.g. “This video shows the steps to
order this specificitem?”.

3.1frequired: Follow this intro by saying any extra information to contextualise or differentiate this
process from another e.g. “Thisis only for orders from this supplier” or “We do this process on the
first Monday of every month”.

4. Start the steps of the video at the very beginning of the process: From the point of login, or the
first tab to open,the first folder to open etc.

5.Describe out loud what each step isaboutand why itisbeing done e.g.“Click on this tab to open
the list of suppliers” or “Entering information into this field will populate this part of the website

page”.

6. Make sure the spoken descriptions are kept to an absolute minimum and match the actions on
the screen exactly.

7.Use the mouse to circle important cues or information on the screen e.g. a specific tab, field, or
icon etc.

8.Go slowly! The person using the video to create written instructions willbe pausing the video at
each step totype the wordsand capture relevant screenshots.

9. To end the video, summarise what a successful process outcome would look like e.g. “The
confirmation screen shows you the order has been submitted successfully. There will also be an
invoice emailed toaccounts payablein the next few minutes”.

10.Create a separate video for each chunk of a more complex task. E.g. one video for creating the
invoice followed by a separate video for emailing the invoice.
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How to sign up an account in Zoom

If you don’t have an account yet you need to Sign Up and set up a personal account. Follow

instructions below:

1. In your browser go to https:/zoom.us/

2. Click on “Sign Up It’s Free” button at the top right of the screen

SFQUESTADEMO  1HBATOROSSE  RESOURCRS »  SUPPOAT

JOIN THE ZOOM UISER CONFERENCE ZO0MTOEIN | OCTOBER 10-11, 2018

]
§
5
a
i

||

JOIN A NEETING HOST A MEETING * SGHN N

206D kel Onle AR THAD G
Named a 2018 Gartner Peer

, | e - CE—

Insights Customers' Choice for — —
: : - - -
Meeting Solutions!* - . -
g Ons ———— - « N

- [ ]

- - - E.

- - ]

- - - O

Check out our Privacy Policy,

- ’ g ) ] . -
— (Sartnar  zoameecoiedag 1 '“hi"‘“— ak 3

3. Enter your work email address and hit Sign up

zoom SOLUTIONS = PLANS & PRICING CONTALT SALES JOIN A MEETING HOST A MEETING ~ SIGN IN SIGN UP, TS FREE

Sign Up Free

—» TS

By signing up, | agree to the Privacy Policy and Terms of

Or, sign up with Goagle or Facebook

Alrearhy hawe an Acennnt? Sion in
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4. Review the email address you just entered and hit “Confirm”

Welcome! Please confirm your emall below to get started.

name@gmail.com Edit

By signing up, | agree to the Privacy Policy and Terms of
Service.

~

5.1t will then show that they sent you a confirmation link to your email

@

We've sent an email to name@gmail.com
Click the confirmation link in that email to begin using Zoom.

™

reCAPTCHA
Privicy - Terma

I'm not a robot
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6. Check your email to confirm

Zoom Zoom account activation « name@gmail.com Gongrats or

7. Click the confirmation link and for you to begin using Zoom, then click on “Activate your
account”

Zoom

Hello name@gmail.com

Congrats on signing wp for Zoom| In order 4o activate your account please click the
button below o verify your email address:

If the buiton above doesn't work, paste this into your browser:

hitpsifzoom. usiactivale Peode=0ThE6YHoz TWI el TXA_TjCnY J0ferlzrA
BOUAAAFKaL-glgAnjCAX YW, pbCSb20BAGOAABY

wRDhyalS0 1 M3IR2EEV DAdHSGEphalVa &fr=signug

For additional help, visit our Support Cenler

Happy Zooming!
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8. It will then get you through the main website, where it asks you to enter your name and
password, Fill it up and Hit “Continue”

Note: Password must:

*Have at least 6 characters

Password must NOT:

*Contain only one character (111111 or aaaaaa)

*Contain only consecutive characters (123456 or abcdef)

zoom SOLUTIONS =  PLANS & PRICING INTACT SALES 08 &, MEETIN A0ITAMEETING = SIGKIN m

Hi Arra Blanca Clarin aocaunt has been successiully oreated. Please list

your name and create a passwond ta cartinue

name

last name

By signing up, | agnes 0 the Privacy Policy ovd Teem

9. You can invite friends to use zoom by entering their emails, or you can do this later and hit
“Skip”. And now you have been successfully signed up.

Zoom

Don't Zoom Alone,
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How To Set Up A Meeting In Zoom

1. You can test a Meeting by clicking either in the meeting link provided or by clicking the
“Start Meeting Now”.

Zoom

Start your test meeting.

2.1t will then launch, just click on “open zoom.us”

ZO'OI'T'\ D 2oomuus?

O Abaays ooen these tyoes of ks In e assoclaied oo

Please dick Open 200mm,us i you see the system dakog

T weer, downlosd & run Zoorr
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3. You can then choose weather you want to have a meeting via Phone Or via computer. This
time i will choose “Join with computer audio”

Meeting Toplc: Arra Bianca Clanin's Personal Meeting Room

Choose OME of the audio conference catians
Haost Mame:
. phone Call L computer Audia
Inwitation URI
Participant 13
]

E

Join fudio

Automatically join audio by computaer whan joining a meating
T

4. Now you can copy the meeting URL or Invite others by sending them directly the link on
their desired email address

Meeting Topic: name Personal Meeting Room
Host Name: name
Imvitation LURL: https: //zoom.us/] (4207156931

— s

acw UR r
Participant |1D: 23 3

@

Jein dudia Share it Others
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5. These are the options on sending them directly the link via email, either via default email,
gmail, and yahoo mail.

L ] Irveine peophs o pin meeting 4207156031

Choosa your email service to send invitation

® ™M b

Dietault Email Gmai ‘fahoo Mai

6. After the meeting you can simply click on the “end meeting” at the lower right to end the
conversation and you are done.

Meeting Topic: name Persoral Meeting Boom
Host Name: name
Irvitation URL: hatps: [ froom.us /4207156031
End Me=ting
Particip

H you want 1o kpap (ke mesticg aoen, plesss sssen
srother Host before you dick Leave Mesting,

(“ I'd ke to give feedback to Zoom
Ir Carizs Laawe Flest ing w

o Audia Brare Irnite Derars
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How To Record Your Screen Using Zoom

1. Go to https:/zoom.us/signin

2.Log in to your registered account and enter your username and password - click sign in

Zoom SOULTICAS = PLAMS B RO ONTACT SALE JOMANEETNG  HOSTAMEETING - SIGMIN

Sign In

name@gmail.com
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4. Click and choose “Open zoom.us”

Open zoom,us?

[0 Always open these typas of links in the associated app

Please click Open zoom.us if you see the system dialog.

If nothing prompts from browser, download & run Zoom.

5. Next, click on “Join with computer audio”

sting Topic: name Zoom Meetina
Choese ONE of the audio conference options
t Name:
Y Phone Call L computer Audio
tation URI
dcipant ID

N
o —
Join Audio

Automatically jein audio by computer when joining a meeting
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6. You can click on “Start Using Video” to start sharing video of yourself and make sure the
microphone is not set to mute

el e - Faam Masting ID: 114-155-300
Meeting Toplc name Tanm Mestirg
st Narme: name

< Wi mal W1z
Ext Wm0 | itation LIRL: hitps: //zoom.usj/ 114159300
name
Participant ID: 51
E

Jein hudie Shara Invita Othars
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8. 1f you’re not comfortable with sharing your video you can just simply click on “Stop the
video” to share your screen only.

9. To start sharing your screen just click on the “Share” icon

L N | Zoom Masting ID: 114-150-300

Meeting Topic: name Zoom Mesting
Host Name: name

Invitation URL: https: { f zoom.ws ] F 114159300
Participant |0 51
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10. And Choose “Desktop 1”

7 0
(]

‘Whitehoard iPhanafiPad via AirPlay iPhoneiPad via Cable

Gooaghe Chrame - ZO0M PR...

1. After sharing your screen click on “More” at the upper right side and choose “Record” and
start recording your screen and talk

W Choss Fiie B0 View HooDy  Bakmarks  Feopie  Window  Helo DTS W FriTEET AW A Banca Claein O @ =

Oy e Taes W 200 - A ares
o
i apee [0t ManCaRUTL, O] BAWHETCRMRI K. [ COU BEARGH « Pormphen g Qs . Eeaee o
by, Zoom recognized as Web Conferencing B
f\ leader based an G2 Crawd user revie
0 matp
«  IHWOME FO EEEAY. pF - ] 7 Pt - Faf 1. gt . WETIMS1I0NE] By

PN a0 cR%BE™ 90 L®SOGL®
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12. You can see the red circle moving once the recording started

=

Mute

Wl

Start Video

. L 1 AL

Manage Participants . New Share Pause Share  Annotate More

B Stop Share

13. You have the option as well to move the recording setup at the bottom of your screen or
at the top by clicking the arrow as shown below

] A o | AL

Mute Start Video Manage Participants  New Share  Pause Share  Annotate More

14. When your done with your recording you will just simply click on “Stop Sharing”

] [ /T ne i 1 /

Murte Start Video Manage Participants Mew Share Pause Share  Annotate More

———  IhaE S ]

15. And then pause the recording by clicking the small pause icon as shown below

LN ] Zoorm Mesling C; 715-558-501
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16. Now you can click on the “End Meeting” to finalize on ending your recording

& i Znom Mestng I0; T15-56%-501

17. And choose “End Meeting For All” Contact

End Meeting

f you want to keep this mesting opan, please assign
anather Host before you click Leave Meeating.

I'd like to give feecm

Leave Meeting
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18. Zoom will then automatically convert the meeting to recording as shown below

e R—— T T T o e —— ) ———

' Euum - Converting meeting recording

% You have a recording that needs to be converted before viewing L |

1%

You may convert your recording later by double clicking .zoom file
located in the recording folder.

19. You can now finally save the recording or enter a new location of which folder in your
desktop you want the video recording to be saved, and you are done.

[ Save

'l
Save my recordings at: L
A

v |B% JUsers/  name  [Documents/Zoom/2018-07-06 12.10.42 At

Choose a new location...

Cancel Save r
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How To Upload Videos In YouTube

1. In your browser, open wwwyoutube.com and login to your personal YouTube account

2. After log-in click on the video icon on the upper right of the screen to upload a video - and

choose “upload a video”

103 YouTube

M Home

i Tranding

@ Subscriptoa

n & &
5
T
H

. The Business P

L

YouTubs Mixes

Bel.l"ll [Offical Videa)

HUAWE Wate20 Series

PRE-ORDER TOMORROW

“ ”D‘ﬁ:ﬁdn - Munda

9
Humwes Mie 20 Serie

LEARN MORE

- Baxzi fam. Camils Cabedlo - Mix - Eminem - The Monsier
(Espilicit] ft. Ribanna

- Brano Mars - Grenede
DF'IC.F-L\'IIJEC‘]

3. Next click on the red up arrow icon and select the file from your desktop of the video that

you wanted to upload

D 'foufube

Select files to upload

Or desg and deep vides Tles

Sl

HELP ARD SUGGEETIONS

i) e w1 Wi Tl o ke T g 12 Vi Taboa'n Vv o Svic ] Ciovmrar
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4. Wait for the video to be successfully uploaded, while waiting you can change the privacy of
your video - if you wanted it to be unlisted, public, private or schedule - by clicking the option
as shown below:

I ¥oulube ek e 8 “

Harwd Pramiarus
i 1 T Bk e Dy e an fees
sared shot W PR MEED

ekl yaur P

« s yoer watc e UL wih your b

« [l ity o bedore 3 2 e Preies
+ Wt o Pramere wi b in v | e

Lprad nita — [ \
i . p 7y -
A Wiy

5. Now you can then hit done, and publish the video. Copy and paste the URL to open your
uploaded video in another tab of your browser to test it, then you are done

Karry Video —
Share

o5 @
hitps:/fyoutu.be/WXglBBHIPZS

‘rouTube Studn (besa) A M wdes
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