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Each participant and the host is at their own computer,

g Y o
WEBCONFERENCE: . gestﬁ‘“_ cozi‘igiﬁ\a\}oﬁ‘““” or in a meeting room with others at a computer
Synchonhous, many-to-many communication mes*®

Planning for a webconference

P familianze yourself with the wehconference tool you will be using,
gnsuring you know how to:

share your screen

connect your webcam

mute and unmute your mic

hear the participants; for best results, use a headset

gnable and disable participants’ microphonas and video

allow others to share their screens, if applicable

p < . Participants may require technical assistance to be
switch between views and sources fully engaged
P send out a communication to potential participants with: w 1 .
[>  the link for the webconfersnce and a teleconference ] —
call-in number if necessary o 23 . Audio and video quality may be lacking, as these are
[> basic connection instructions - - funet f each partic t
advance of the start of the conference
P bring a laptop with the webconference software already loaded

L B et Dasase " - - the software used and/or the
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per 100,000 pecgle

[> etiquetie and procedural notes
D ifyou are booking a room for this, book it for at least 15 minutes in

Dt

and any necessary log-n information

P startto sstup atleast 15 minutes in advance of the start of
the conference in order to ensure you are ready

P decideif the webconference should be recorded, and if so, where the
recording should be posted

What to expect during the webconference:

P he prepared to spend the first few minutes helping participants
with technical issues, but don't do this for too long. If someone is, for example,
having issues with their sound or video, ask other participants to assist via the chat

Typical webconference layout

P ifyou are recording the session, inform the participants and letthem () Skype for Business
know where it will be posted 3 .

P depending on the type of conference you are moderaling,, be prepared to (& GalolMeeting Avariety of tools is avallable; some are free
facllitate participants’ sharing of screens and to tum on and off their mics 200mM :
as appropriate.
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