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	EUROPEAN COMMISSION




Audio-/web conference instructions
1. Tools required

In order to participate in this conference, you would need the following tools:

· Computer with any web browser
· Telephone (preferably landline – if you are staying in a hotel make sure you do not pass via the reception while receiving the call as the system may be negatively affected. If this cannot be done try using the cell-phone considering however that you may be charged depending on the arrangement you have with your operator)

2. Video 
The web interface allows sharing desktops, documents and your video if you have a webcam in parallel to the audio conference.

(1) Click on the link provided in the email
(2) Identify yourself by typing your name and surname

(3) Click on the option "Enter as guest".

(4) Click on "Enter Room" and follow the instructions. 
(5) You may disconnect from the web-conference at any moment.
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(6) Tap on the phone icon 

(7) [image: image2.png]3 g cc s adobeconnect com SLOTS354285c5 b consensus ounche © - @ BOX || @ shoomersus % || ylnwaCommecame |81 SYSPER oin sl

Raise Hand
Q@ agree

© oiagree
© step Away

@) spesk Louder
@ speak softer
Speed Up
& Slow Down
Laughter

3 Applause

» Hosts (0)

Antoine

13/05/2015



On the dialog box that opens type you phone number and you will receive a call connecting you to the web room

(8) To mute your or un-mute your phone press * # on your phone


To un-mute do the same.

(9) Once the host activates the Audio, a phone icon should appear next to your login name

4. Using Chat and asking questions
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How would you like to join the meeting's audio conference?
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Participants in this web conference can interact during the session by using the following tools:
Chat function for written discussion between the conference host and participants
Raise your hand function – similar to raising your hand during a meeting, this function indicates to the host that a participant has a question. Questions may be asked over the phone after “raising your hand” or by using the chat window.

Once your question has been addressed, simply click the Raise Your Hand function again to show that your question has been answered.

Meeting One Customer Service: +32 (0)2 808 56 09, support-ec@meetingone.com. For a full description of all functionalities please refer to the user's guide (ask the host in charge to receive it via email if so you wish).
Please connect 10 min before the scheduled meeting and contact your topic moderator immediately by email in case you have any difficulties with connecting to the conference.
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