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	Summary:
This report presents the progress since the last ECC meeting (Split, Croatia, 20-24 June 2011) with the implementation of electronic working methods (EWM) where facilities are provided by the ECO.

	

	Proposal: 

	ECC is invited to note the report.



	Background: 

	The ECC has for some time sought to improve the facilities for electronic working, to widen the options available for progressing its work. The ECO has developed several tools, typically under the supervision of working group RA and the ECC steering group.

ECO developed in August 2009 “ECO Guidelines on EWM” which are aimed at assisting ECC entities and CEPT administrations in the application of the ECO maintained and recommended EWM.

ECO also developed in February 2010 “ECO Guidelines on the use of GoToMeeting platform” (a  separate document) which should enable ECC entities to implement virtual participation EWM within the 2-year trial period (2010-2011).

Both ECO guidelines are being kept under continuous review.



Introduction

Further to the report to the last ECC meeting (doc ECC(11)INFO12) ECO has been continuing implementing the policy of dividing ECO guidance on the use of various EWM into two levels:

· more general description of an electronic tool and its main features (in “ECO Guidelines on EWM”);

· user guide focused on the practical application of a selected electronic tool (within the electronic tool, where applicable).

ECC Internal Report on virtual participation EWM

ECO shared its experiences with the GoToMeeting platform with WGRA and supported its work on the development of the ECC Internal Report on implementation of virtual participation EWM. “ECO Guidelines on the use of GoToMeeting platform” will be further reviewed upon the adoption of the recommendations contained in this Report and integrated into the main document “ECO Guidelines on EWM”.

ECO Guidelines on EWM

“ECO Guidelines on EWM” have been reviewed and updated in November 2011:

· a section on the new CEPT messaging system which will be used at WRC-12 for organizing coordination meetings and discussion within CEPT on WRC-12 Agenda Items has been added;

· some improvements made to the CEPT portal since the last ECC meeting, mainly streamlining the presentation of the information, have been reflected in the Guidelines.
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ECO Guidelines on ‘GoToMeeting’
ECO has been leading the implementation of virtual participation EWM within CEPT based on the GoToMeeitng software platform. Separate ECO guidelines for GoToMeeting were initially produced in February 2010 and updated last time in November 2011. They are kept under continuous review based on the feedback from ECC entities, CEPT administrations and internal evaluation.

ECO has continued testing various technical solutions for the implementation of virtual participation in meetings of CEPT groups which resulted in establishing the “ECO virtual participation system” (see Annex) at the ECO premises in the ‘Hamlet’ meeting room (capacity approx. 60 people). 
The ECO virtual participation system has been designed to minimize the burden put on chairmen in relation to the management of virtual participants. Internal ECO trials have shown that this can be achieved by means of providing chairmen with an assistant who should help in bridging the perceived differences between virtual participants and the meeting room.

Separate ECO Guides for chairmen, chairman’s assistant and virtual participants have been developed and incorporated into the current “ECO Guidelines on the use of GoToMeeting platform”.  Should the experience from using the ECO system be positive, it could in principle be made available in other meeting places of CEPT groups.
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ECO Forum

Further to the development of “User Guide for ECO Forum” in March 2011 (available in the Forum’s main menu) , ECO has observed an increased average level of use of this facility in recent months. ECO is expecting this trend to continue, in particular taking into account the recent decision of the ECC to introduce Forum Groups (FG). In that respect ECO experts have been given the same management rights for the respective areas on the ECO Forum as they currently have for the management of the ECC groups’ webpages they are supporting. This shall increase flexibility and responsiveness of the ECO support. 
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Management of web-meetings
ECO has reviewed the current practices and requirements related to the organization of web-meetings as well as virtual participation in physical meetings and further developed the specifications for the part of the CEPT portal dealing with web-meetings. The new release of the portal should allow central management of the whole process through the respective groups’ webpages.
User Guide for CEPT portal

Further to the launch of the new CEPT portal ECO produced separate user guides for regular users (which is available under “General Links” at the bottom of all web-pages of the CEPT portal) and for persons having website management rights (which has been sent by ECO to the chairmen/secretaries of all ECC groups).

The User Guide for CEPT portal was updated last time in September 2011. 
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ANNEX
ECO Virtual Participation System
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Introduction

There is a general agreement within the ECC that the efficiency of the ECC working process can be increased by making use of the available electronic means.


These guidelines have been developed by the European Communications Office (the Office, ECO) in support of the Electronic Communications Committee (ECC) decision making process via electronic working methods (EWM). 


General framework for using EWM in the ECC working process is presented on the ECC website under the “ECC” menu work item (see below).


[image: image2.png]CEPT

E C C () CEPT ECC ECO CERP ComITU

‘Electronic Communications Committee.

ECC ~ | Groups v Deliverables v Tools and Services l;pics ~» ECC Meeting Documents  ECC Meeting Calendar

About ECC »

& Login
N - The ECC considers and develop po
Framework »

electroni nmunicatic vities in

European

European
Contact us » | ECC Working Methods (PDF) » i

[] Remember me. Login

regulatio

Forgot password Redister profile







The guidelines contain a basic description of the available electronic means and some practical information on their application. More detailed information for users on the functionality of the available EWM can be either obtained via the “User Guide” link within the relevant EWM or, in case of instructions to the ECC groups’ chairmen, on request from ECO.


Under the guidance of the ECC, the Office is responsible for the maintenance of these Guidelines.

CEPT portal

A new CEPT portal comprised of the five new CEPT family websites (CEPT, ECC, ECO, CERP and Com-ITU) was launched by ECO in April 2011 as a replacement of the previously used ECO (www.ero.dk) and CEPT websites.


The following new websites’ direct URLs can be noted by the users:


CEPT website: 
www.cept.org

ECC website: 
www.cept.org/ecc

ECO website: 
www.cept.org/eco

CERP website: 
www.cept.org/cerp

COM-ITU website: 
www.cept.org/com-itu 
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All websites have similar designs but they are developed around the major activities of the respective organisations/groups, e.g. ECC website is ECC working process-centric, ECO website is ECO services – centric etc.


The major difference from the old ECO website is the possibility to customize the new platform according to one’s interests and levels of involvement in different strands of work within the ECC as well as change of the meeting document access rights concept which in the new system is based on a level of membership (the old system of group specific passwords has been phased out). 


It is essential that the new ECO Meeting Document Server is now integrated into the new web-platform and is no longer a separate application. Old meeting documents placed on the former ECO Meeting Document Server are still available on www.ero.dk. 

Selected features for the new websites include:


· personal user profile allowing filtering relevant ECC groups and the information related to  their activities: e.g. forthcoming meetings, new documents, selected news etc.;

· meeting document area and meeting calendar for a chosen ECC group;


· updating the content of ECC groups’ webpages directly by the relevant chairmen;


· scheduling meetings in the calendar and booking ECO facilities directly by the relevant chairmen;


· booking and managing registration to web-meetings;


· harmonised layout and presentation of groups.


The following user categories with different associated user rights have been introduced in the new system:


· ECO-staff member with access to all web-pages and functions;


· chairman / secretary or a member of an ECC group with special rights (Head of delegation);


· member of an ECC group;


· general public (not a member of an ECC group).


The concept of “personalised registration” is implemented in the new CEPT portal. This means that one needs to create a personal profile in the system (by clicking on “Register profile” link in the “Login” area) to be able to become a “member of an ECC group” and to gain access to its protected documents). This should be seen as addition to, and not a replacement of, the previously applied principle of direct access to most parts of the site without registration and log in. The presumption of open access applied to the new CEPT family websites as with the previous ECO website. 


The ECC groups’ membership authorisation system is based on the concept of each administration having a ‘Head of delegation’ for each ECC group, who, along with the relevant chairman, are authorized to accept membership applications from other colleagues in his/her administration thus granting them access to the relevant protected documents. This system has replaced the old system of document passwords for the minority of documents which are protected from public access.


In general, many of the processes for participation in group activity remained unchanged compared to the old ECO website, but the new websites’ design is intended to increase the options available for managing these processes, and to simplify some of them.


The new ECC website contains all basic information about the ECC and its groups, such as their Terms of Reference, meeting documents, meeting calendar, contact details of the appointed officials as well as brief coverage of the ongoing work.


The “Public Consultation” area on the new ECC website (menu item “Tools and Services” – Public Consultations) shows the list of active consultations of draft ECC deliverables which includes the deadline for comments and the ECO contact to whom the comments should be sent.
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The new ECO website mainly serves as a gateway to the ECO services, namely all major databases and other information systems related to the ECC activities and maintained by ECO (e.g. EFIS (ECO Frequency Information System), SEAMCAT (Spectrum Engineering Advanced Monte Carlo Analysis Tool), ECO Documentation Database, ECO Forum etc).


[image: image5.png]> CEPT ECC ECO CERP ComITU
european
communications

® o e oficc

ECO ~ | Groups v Deliverables _Tools and Services v ECO Meeting Documents ~ECO Meeting Calendar

ECO Foum ,
X & Login
EFIS: ECO Frequency Information System » [Emaapt o ceor
ji de
SEAMCAT ,
ECC Work Programme Database Renenter me

Formot pessword Regsierprotle

ECC Questionnaires.

ECO News and Events.

ECC Public Consulations
21102011 ECA- ECO European Common Allocation Database
ECO Presentations

On 20th October, the Director of the Office, Mark Thomas, spoke at Broadcasting

the Conference in Warsaw organised by the current Presidency of P






The CEPT portal also provides important national information related to regulation of telecommunications in CEPT countries, including links to national frequency allocation tables, CEPT Members’ websites and national contacts, national conformity assessment bodies and much more.


User guide for regular users of CEPT portal is available under “General Links” at the bottom of all web-pages of the CEPT portal. A separate user guide for the ECC groups’ chairmen/secretaries for using relevant for them functions of the new websites is available on request from ECO.

The general maintenance of the CEPT portal is the responsibility of the Office. Any queries related to its use should be addressed to eco@eco.cept.org. 


ECO Documentation Database

The ECO Documentation Database (ECODOCDB) (www.ecodocdb.dk) is a library of Decisions, Recommendations and Reports in the field of spectrum regulation approved by the ECC. It can also be accessed through the ECC and ECO websites (under the “Deliverables” menu item).
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ECODOCDB contains all ECTRA/ERC/ECC deliverables developed since 1992 as well as provides  information on their national implementation which is regularly updated for all CEPT members responding to the regular circular letters sent out by the Office.


Since July 2005 ECC DOCDB also contains CEPT Reports developed by the ECC in response to the mandates issued to the CEPT by the European Commission (EC). 


The ECO Documentation Database constitutes a centralized storage of the ECC legal instruments, many of which (Decisions) are referenced in the national telecommunication legislations, while others (Recommendations, Reports) are used in the activities aimed at ensuring electromagnetic compatibility both at national (e.g. technical part of spectrum user rights in operators’ licences) and international (e.g. cross-border coordination) levels in CEPT countries. 


ECODOCDB has also shown itself to be an important source of information for the industry, including its part showing national implementation status for ECC Decisions and Recommendations which can be implemented by CEPT members in the national legislation on a voluntary basis.

In December 2007 the ECO documentation database was converted from an ftp-based system with a folder structure to an SQL-server based database with advanced web interface. The new engine of this database made it possible to implement extended search functions.


In the current version of the ECODOCDB all related ECC documents referenced in a particular deliverable can be retrieved by clicking on the “Related documents” button associated with this deliverable. Other relevant ECC documents not directly referenced in the text of a particular deliverable can be added by the Office to the respective list of related documents upon request by the ECC entity dealing with the subject of this deliverable. This new functionality is intended, among other purposes, to help ECC entities in their work related to the development of new or the review of existing ECC deliverables to identify more easily those deliverables/issues which might be affected by the development/amendment of a new/existing ECC deliverable.


Previous versions of the amended ECC Decisions and Recommendations, accompanied by their implementation status in CEPT on the date of amendment, are available in the ECODOCDB since May 2011.


Relevant EC Decisions to those of the ECC (as well as other EC deliverables) are also provided in the ECODOCDB for information. All radio spectrum related EC deliverables approved by the EC, relevant equipment technical standards produced by ETSI and technical guidance notes developed by R&TTE CA can be downloaded from their respective websites.

In June 2009 ECODOCDB was complemented with the ‘View map’ function which allows seeing the information on the national implementation of all ECC Decisions and Recommendations on the electronic map of Europe.


The general maintenance of the ECO Documentation Database is the responsibility of the Office. Any queries related to its use should be addressed to eco@eco.cept.org.

ECC Work Programme Database


ECC Work Programme Database (ECC WPDB) (http://apps.ero.dk/eccwp) is a stand-alone information system which is available through the ECC and ECO websites (under the “Tools and Services” menu item).
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ECC WPDB is an electronic tool where individual work programmes of all ECC groups can be overviewed in one place.
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Individual work programme of each ECC group has a number of Work Items (WI) specific to the groups’ Terms of Reference. Each WI has a predefined set of elements and can be edited by the authorised persons (chairmen of ECC groups and ECO officers). Work items of a lower level group are subject to approval by its parent group.


The presentation functionalities of the database include filtering by ECC group and grouping work items within a selected group based on user-defined multiple choice of WI’s elements.


This database is designed to allow frequent update of the individual work programmes of ECC groups so that the database could be maintained up-to-date. It should be noted though that ECC groups also maintain the MS Word versions of their actual work programmes which are used internally within the groups for approving changes to work items shown in revision marks (ECC WPDB does not have this functionality).


It is also possible to save the work programme of a selected ECC group in the MS Excel format by using “Export to Excel” button on the WPDB’s front page.

All finalized work items are stored in the system unless decided otherwise by the responsible ECC group.


“User Guide for ECC WPDB” containing instructions to the chairmen of ECC entities on updating work programmes of their respective groups will be provided by ECO on request.


The general maintenance of the ECC Work Programme Database is the responsibility of the Office. Any queries related to its use should be addressed to eco@eco.cept.org. 

ECO Forum


The ECO Forum (http://forum.ero.dk) is a stand-alone electronic tool which is available through the ECC and ECO websites (under the “Tools and Services” menu item).
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ECO Forum was created by the Office in January 2007 as a supplementary electronic tool to support correspondence activities of the ECC entities. In October 2009 the Office introduced a new version of the ECO Forum, with support of attachments. All posts from the old ECO Forum as well as active users were transferred to the new ECO Forum. Since then ECO Forum has become the main working method for a number of ECC groups.


The ECO Forum has all standard features of ordinary Internet forums, i.e. discussion is divided into topics, for each topic a moderator is appointed, registration is required to participate in discussions etc. Additionally, access to any area on the ECO Forum can be restricted if required.


A dedicated area (sub-forum) on the ECO Forum can be created by the Office for any ECC entity upon request by its chairman. A moderator is appointed for eachsub-forum.


ECO Forum appears to be a suitable tool for correspondence activities for a wide range of tasks and can be seen as a replacement to traditional e-mail correspondence.ECO Forum members can upload documents and images as well as insert hyperlinks to accompany their posts. They can also exchange personal messages through the embedded Private Messenger in a way similar to e-mail. 


Another possible application of this tool may be brainstorming, when a decision must be made within a limited time and views of all participants need to be viewed and analyzed together.


ECC entities which have regular physical meetings can also benefit from using the ECO Forum as a means of correspondence activities between the meetings.


In addition, chairmen of ECC entities may consider using the embedded in the ECO Forum function of making polls for consulting their groups on different options, for example possible meeting dates (see also section ECO recommended scheduling tool).

The following advantages and limitations of the ECO Forum can be pointed out:


Advantages:


· discussions can be well-structured;


· the history of a discussion is always available;


· new entrants can easily join the discussion;


· notifications of new postings in the chosen sub-forums are supported


Limitations:


· if not coordinated, a discussion could be divided into two parts: e-mail and Forum.


“User Guide for ECO Forum” containing basic instructions needed to start using this tool is available through the Forum’s main menu.
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The general maintenance of the ECO Forum is the responsibility of the Office. Any queries related to its use should be addressed to eco@eco.cept.org.


ECO Guidelines on GoToMeeting (web-meetings)

The GoToMeeting platform (www.gotomeeting.com) was proposed by the Office and endorsed by the ECC as a software platform for a two-year trial period within the ECC (2010-2011) of virtual participation EWM.
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“ECO Guidelines on the use of GoToMeeting platform” is available in a separate document.


ECO e-mail reflector

The ECO e-mail reflector is an electronic tool facilitating correspondence activities, in particular those involving a large number of participants, by circulating e-mails sent by any member of a group via the reflector to all other members of that group.


The ECO e-mail reflector provides an advanced functionality for managing correspndence lists of the groups as well as an efficient way to keep spammers out. Correspondence is checked by a number of different anti-virus programs. This ensures a high level of correspondence security, however the Office cannot be responsible for the content of the e-mails distributed or for any damage arising from e-mails sent through the ECO e-mail reflector.


New correspondence lists can be created by the Office for ECC entities upon request from their chairmen (or persons appointed to co-ordinate correspondence activities) directed to the responsible ECO expert. For each correspondence list a manager is designated by the Office who is empowered to add and remove members to/from the corresponding lists. Interested persons can subscribe to any existing correspondence list of interest themselves but the subscription has to be approved by the manager of this list.

With the following basic set of commands (taking the mailing list of ECC PT1 as an example) the correspondence list manager has an efficient way to always keep the list of members up-to-date:


· to add a new member to the mailing list send an e-mail with the text "Subscribe ECC-PT1 <e-mail>" (without quotes) to listserv@list.cept.org, where <e-mail> is the e-mail of the new member;


· to remove an existing member from the mailing list send an e-mail with the text "Unsubscribe ECC-PT1 <e-mail>" (without quotes) to listserv@list.cept.org, where <e-mail>  is the e-mail of the existing member;


· to retrieve the members of the existing correspondence list send an e-mail with the text "Members ECC-PT1" (without quotes) to listserv@list.cept.org; 

· to send an e-mail to all the members of the ECC-PT1correspondence list send it to ECC-PT1@list.cept.org and it will be forwarded, including attachments, to all the members of that list by the ECO e-mail reflector;


· to receive more commands send an e-mail with “Help” (without quotes) to listserv@list.cept.org.

All interested in the correspondence activities persons can, subject to the consent of the correspondence list manager, subscribe to the corresponding mailing lists themselves by means of the following commands (taking the mailing list of ECC PT1 as an example):


· to subscribe a new e-mail address to a mailing list send an e-mail from that e-mail address with the text "Subscribe ECC-PT1" (without quotes) to listserv@list.cept.org;  

· to unsubscribe an existing e-mail address from a mailing list send an e-mail from that e-mail address with the text "Unsubscribe ECC-PT1" (without quotes) to listserv@list.cept.org.

Another possibility to (un)subscribe to the correspondence list of an ECC group is to use the appropriate link on this group’s webpage on the ECC website. In this case, similar to the self-subscription procedure described above, the correspondence list manager has to approve the membership of the new applicant by means of replying to an automatically generated e-mail showing the applicant’s request.

Once subscribed, a person can send e-mails to the whole correspondence group by sending them to the relevant correspondence list from his/her e-mail which was used for the subscription.


The general maintenance of the ECO e-mail reflector is the responsibility of the Office. Any queries related to its use should be addressed to eco@eco.cept.org.

ECO recommended scheduling tool


There is often a need to find a suitable date for a meeting or a web-meeting of an ECC group. It is also often needed to seek views of members of some group on the user-defined options (e.g. regulatory options). 


To make this kind of exercise more efficient ECO recommends using a scheduling tool called Doodle (www.doodle.com). This tool allows creating polls with different options, primarily dates and times of meetings, and inviting participants in a few clicks to choose suitable for them options while it’s free of charge and does not require registration.


A free account can be however created for regular Doodle users. This facilitates the management of the polls created by a regular user.


Once the deadline for a poll is reached or all invited participants have made their choices, the poll creator receives an automatic notification e-mail from the system. Alternatively, a Doodle poll can be connected with the Outlook calendar and the Outlook’s system of reminders can be used then.


It’s easy to choose a suitable date and time for a meeting based on a completed Doodle poll since the availability of all key participants can be seen at the same time, as in example below:
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An overview of features and services available in Doodle can be seen here.


Doodle is a Swiss company and has operated the online scheduling service on Doodle.com since 2007. ECO cannot be responsible for any undesired consequences from using the Doodle tool as described above and recommends it based purely on its subjective evaluation of the suitability of this tool for the ECC needs.

CEPT messaging system

This facility is an electronic tool (http://ecosms.cept.org) maintained by ECO which can be used to keep interested parties constantly informed via SMS and/or e-mail about ongoing developments, for example coordination meetings or issue of new documents, in the course of meetings attended by a large number of delegates, such as CPMs and WRCs.
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A built-in chat system allows registered members to exchange views on pre-defined subjects, e.g. Agenda Items of WRCs. It can also be used to alert participants not present in the meeting room of the start of discussion on a particular agenda item.

The system can be set up by ECO to support the work of CEPT or its entities upon request.

No software installation is necessary for use of this system. Registration requires though a registration key which is country/organisation specific and can be given by respective heads of delegations.


Once logged in, members can subscribe through the system’s menu to the groups of their interest (e.g. CEPT groups on Agenda Items of WRCs) and be alerted via SMS/e-mail by the group coordinators (e.g. CEPT coordinators for Agenda Items of WRCs). They can also join discussions within the groups they are subscribed to by means of the chat system.
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Group coordinators can use the system for sending circular messages to their group members and booking available meeting rooms for coordination meetings of their respective groups.

A built-in printing function facilitates printing documents by registered members on the dedicated CEPT printers.

ECO conference call system

The ECO can set up and host telephone conferences.


The conference manager who shall be one of the ECO staff members notifies participants of the date and time of the telephone conference and provides them with the necessary telephone number and the code to connect to the conference.


If a meeting participant loses the connection during the meeting, he/she can connect again using the same telephone number and code.

Glossary


CEPT:
European Conference of Postal and Telecommunications Administrations


CPM
Conference Preparatory Meeting


EC:


European Commission


ECA:


European Common Allocations (ECA Table)


ECC:


Electronic Communications Committee


ECC List A:

ECC members


ECC list B:

ECC Plenary distribution list


ECO:


European Communications Office, the Office

ECTRA:

European Committee for Telecommunications Regulatory Affairs


EFIS:


ECO Frequency Information System


ERC:


European Radiocommunications Committee


EU:


European Union


EWM:


Electronic Working Methods


FAQ:


Frequently Asked Questions


ITU-T:


ITU Telecommunication Standardization Sector


RoP:


ECC Rules of Procedure


RRC:


Regional Radiocommunication Conference


SEAMCAT:

Spectrum Engineering Advanced Monte Carlo Analysis Tool


WRC:


World Radiocommunication Conference


WTSA


World Telecommunication Standardization Assembly
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Introduction



These ECO Guidelines have been developed in response to the task given to ECO by the 24th ECC meeting (26-30 October 20009, Skopje, FYR of Macedonia) on the issue of the implementation of electronic working methods in the ECC working process. 



The Guidelines are particularly aimed at assisting ECC entities within the 2-year trial period of implementation of the following virtual participation methods:

· web-casting,

· web-conferencing, and

· virtual participation in physical meetings.



The proposed solution is based on the GoToMeeting platform (www.gotomeeting.com) which includes:

1. A GoToMeeting application suitable for web-conferencing with up to 25 virtual participants, and

2. A GoToWebinar application suitable for web-casting of seminars and workshops and virtual participation in physical meetings with up to 1000 virtual participants (subject to the bandwidth of the connection line to the Internet and other limitations).



The GoToMeeting platform was chosen by the Office during the internal evaluation phase (October – December 2009) as the preferred one out of a number of similar software platforms currently available on the market.

The Office’s preference for the GoToMeeting platform is based on the following considerations:

· GoToMeeting appears to meet the major requirements to the virtual participation methods formulated by WG RA, first of all a high level of security and reliability;

· GoToMeeting seems to be the easiest one to start using almost without training due to its simple and user-friendly interface;

· neither administrative rights nor additional software (such as ActiveX or Java) are required to install and use GoToMeeting, however a permission from the IT department may be needed for the software installation;

· technical and user support of GoToMeeting has shown it to be responsive and efficient;

· GoToMeeting has been used within ETSI for some time and has proved to be an efficient tool for online-meetings; there has also been a number of successful trials of GoToMeeting within WGSE in November and December 2009;

· GoToMeeting is free of charge for participants; expenses for using it within the ECC are quite modest and can be covered by the Office.



These “ECO Guidelines on the use of GoToMeeting platform” have been developed based on the limited experience gained by the Office during the internal evaluation phase and are therefore subject to further review based on the feedback from the ECC groups.

1. [bookmark: Webcasting]
Web-casting



The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines web-casting in the following way:

“Web-casting is an electronic working method where a meeting is broadcast over the Internet. The remote viewers have real time access to the sound and possibly the video of the meeting, but they cannot intervene during the meeting, that is this method does not allow for any interaction.”



The GoToWebinar application (as one of the two components of the GoToMeeting platform) is an efficient tool for web-casting implementation. It appears to be equally suitable for web-casting of meetings of ECC groups and seminars/workshops (should the format of a meeting/workshop allow for virtual participants to intervene, see the guidance in section 3 of these Guidelines).



The typical situation for using the GoToWebinar is a relatively big number of participants (up to 1000, subject to the bandwidth of the connection line to the Internet and other limitations) who cannot attend a meeting in person but would like to follow it remotely.



It is necessary that registration of virtual participants takes place prior to the beginning of a meeting. This can be done by including in the invitation to a meeting (or the announcement of a seminar/workshop on the ECO website) information on the scheduled meeting’s web-casting and a separate registration link for virtual participants.



Once the list of virtual participants has been reviewed and approved by the chairman of the relevant ECC group or by the person responsible for the registration to a seminar/workshop, an invitation containing the link and, optionally, the password for connection to the web-casting can be created through the GoToWebinar user interface (by an ECO expert or by the chairman/presenter advised by an ECO expert) and sent out to the approved virtual participants by e-mail.



A new event (GoToWebinar session) will automatically be added to the Outlook calendars of the organizer who has created the invitation and of the participants who have accepted it.



Virtual participants should ensure that the necessary software is installed on their PCs prior to the beginning of a meeting. It can either be installed in advance from www.gotomeeting.com or by clicking on the link enclosed in the invitation to virtual participants (for installation instructions and security related issues please refer to the “IT-security related information” below). 



Shortly before the beginning of a meeting, the organizer should log in on his/her PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToWebinar session. The microphone system in the meeting room should be connected to the organizer’s PC. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for web-casting.



Once the organizer has started a session, virtual participants (attendees) should be able to connect to the web-casting by clicking on the link which was sent to them in the invitation e-mail and, optionally, entering the password. 



The organizer should be able to see the list of attendees who have joined the session. By default setting, they join with muted microphones in order to prevent intervention in the discussion as web-casting does not allow for this option. 



Since virtual participants will only be able to follow the document/presentation displayed on the organizer’s PC (as well as to listen to the discussion), it is recommended that they have another laptop nearby with all other documents on the agenda uploaded to that laptop in advance.





+







For installation instructions and security related issues please refer to “IT-security related information”:









To get familiar with the GoToWebinar user interface please refer to:

· GoToWebinar organizer quick reference guide 





· GoToWebinar attendee quick reference guide







All questions of a technical nature related to the installation and use of GoToWebinar should be addressed to the Office (it@ero.dk).

1.1. [bookmark: An_alternative_solution_for_webcasting]
An alternative solution for web-casting



A web-camera can be installed, preferably in the ceiling of a meeting room at the distance of 3-5 m from the screen on which the documents will be displayed, and connected to the Internet. The microphone system and, optionally, the speakers in the meeting room should be connected to that web-camera. Alternatively, the web-camera can transmit sound taken from ‘the air’ through the built-in microphone.



The link to the web-camera can be published in the invitation to a meeting/seminar. The username and the password necessary to get connected to the web-casting can be distributed to the closed group of approved virtual participants. 



Both the bandwidth of the Internet connection line and the limitation of the web-camera through which the web-casting will be exercised should be considered when defining the maximum number of virtual participants. Compression of the video stream which is being transmitted over the Internet can be set up using the web-camera software. There should be a balance between the quality of the picture and the bandwidth used for the web-casting. At the ECO premises, up to 20 participants (depending on the chosen audio/video settings) can simultaneously follow web-casting through the ECO web-camera. 



In the ECO web-camera the built-in microphone is disabled, so physical participants have to activate the normal meeting room microphones to transmit the voice to the web-camera by wire which is then web-casted over the Internet. This ensures a high quality of the transmitted voice as well as it prevents transmitting talks of the participants near the web-camera during coffee-breaks.

 

It is recommended to display on the screen the message “Next session is scheduled to start at hh:mm” during the breaks between the sessions (for the benefit of the virtual participants).



There is also an “incoming” voice function in the ECO web-camera, which means that virtual participants can speak through the meeting room speakers if they press the small “mic” button in the window of the web browser. To avoid any accidentally transmitted sound from virtual participants, there is a switch box on the chairman’s table which allows either activating (ON) or deactivating (OFF) this optional function.

 

It is recommended that a network web-camera with similar or better characteristics than those of the ECO web-camera (Axis 211A network camera) is used for web-casting of meetings.



It should be noted that virtual participants have the opportunity to record a web-cast, either by clicking on the record button in the web browser (in case of web-casting through the ECO web-camera) or by using a third party software.

2. [bookmark: Webconferencing]
Web-conferencing



The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines web-conferencing in the following way:

“A web-conference is a meeting where the participants are not located together in a physical meeting room. It is similar to teleconferencing, except that the communications are Internet based and that software may be used to share meeting documents in real time.”



The GoToMeeting application (as one of the two components of the GoToMeeting platform) is an efficient tool for web-conferencing implementation. It appears to be suitable for meetings of lower level ECC groups with a limited number of participants (normally up to 10, the maximum being 25) which do not adopt final decisions (should the number of participants exceed 25, the GoToWebinar can be used instead).  The GoToMeeting tool may also be used by the steering groups of ECC entities where discussion with a number of documents in the background prevail over drafting activity.



It is possible either to connect to a GoToMeeting session using a PC equipped with microphone and speakers (headset is highly recommended) or by calling in the session using an ordinary telephone. Combination of these two methods is also possible (e.g. using a PC for sharing documents online while listening and speaking via a telephone).



It is necessary that the organizer of a web-conference knows all the participants and their e-mail addresses in advance since the participants receive the link and, optionally the password, to join a GoToMeeting session in an e-mail invitation. Such an invitation is created by an ECO expert or by an organizer logged in to one of the ECO accounts (advised by an ECO expert) through the GoToMeeting user interface.  A new event (GoToMeeting session) is automatically added to the Outlook calendar of the organizer and the participants who have accepted the invitation.



Participants of a web-conference should ensure that the necessary software is installed on their PCs prior to the beginning of a meeting. It can either be installed in advance from www.gotomeeting.com or by clicking on the link enclosed in the invitation to the web-conference (for installation instructions and security related issues please refer to the “IT-security related information” below). 



Shortly before the beginning of a web-conference, the organizer should log in on his/her  PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToMeeting session. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for sharing with the participants.



Once the organizer has started the session, other participants should be able to connect to it by clicking on the link which was sent to them in the invitation e-mail and, optionally, entering the password. Alternatively, they can join the session by using an ordinary telephone, dialling the number and entering the PIN code included in the invitation. In this case a calling participant will be charged a fee for a long distance telephone call. It is therefore recommended to additionally include local toll dial-in numbers when scheduling a web-conference, so that the attendees joining via telephone could use them instead of the main telephone number. 



Calling in the session does not exclude the possibility to share documents with other participants within the same GoToMeeting session.

Once joined the session, a participant should identify himself/herself. It is also advisable saying ‘hello’ to others joining so they could check their connections both ways.



It is recommended that those using speakers + microphone instead of a headset should keep their microphones off (click on the green icon showing a mike on the user’s Control Panel) at all times except when they participate in the discussion. This would prevent a background noise from being heard by all participants.



It is also a good idea, in particular when you are using a PC for the first time, to test the connection with the meeting organizer in advance of the actual start of the meeting. In case it shows any signs of malfunction, you can always call in the session through an ordinary telephone, preferably using the local dial-in number, when the meeting starts. Otherwise (if your connection is stable and of good quality) you can avoid additional telephone charges for you company/organization by using a PC instead of a telephone.



In case of a small meeting (8-10 persons sitting around a table, with a few others being virtual participants), it is important to put the microphone away from the speakers; ideally they should be on different ends of the table, with the microphone's sensitivity properly tuned.



An organizer should be able to see the list of participants who have joined the session. He/she can also mute/unmute chosen participants.



Through the GoToMeeting user interface, an organizer can either give control over the shared application/screen to any of the participants or temporarily make another participant the organizer, so he/she could share his/her screen/application with other participants (e.g. present his/her documents) (for details please refer to “GoToMeeting attendee quick reference guide” and “GoToMeeting organizer quick reference guide” below).



A participant of a GoToMeeting session cannot request the floor as there is no “raise hand” button as in the GoToWebinar application. Instead one has either to intervene in the discussion by voice or send a text message (using Chat box).. A text message can be sent either circularly or to a chosen participant/organizer.



It is recommended that organizers periodically invite participants to express their views as it may be difficult for some participants to intervene without seeing physically other participants (as is the case in physical meetings).



Since participants in a web-conference will only be able to follow the document/presentation displayed on the organizer’s PC (as well as to listen to the discussion), it appears to be convenient having another laptop nearby with all other documents on the agenda uploaded to that laptop in advance:



+







It is recommended that web-conferences (web-meetings) of formally existing ECC groups be added to the ECO calendar (on the ECO website) for better visibility of activities (see some examples in the ECO Calendar below):

[image: ECO meetings]



It is also a recommendation of the Office to handle documents for on-line meetings in the same manner as those for ordinary physical meetings (i.e. by means of creating a separate meeting documents folder for a web-meeting of an ECC group on the ECO Meeting Document Server):

[image: ECO docserver]



For installation instructions and security related issues please refer to “IT-security related information”:









To get familiar with the GoToMeeting user interface please refer to:

· GoToMeeting organizer quick reference guide 





· GoToMeeting attendee quick reference guide







All questions of a technical nature related to the installation and use of GoToMeeting should be addressed to the Office (it@ero.dk).




3. [bookmark: Virtual_participation_in_physical_meetin][bookmark: _GoBack]Virtual participation in physical meetings and workshops



The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines virtual participation in physical meetings in the following way:

“This method gives the possibility to participate in a physical meeting from a remote location. In this case, virtual participants can actually intervene in the meeting by a voice and possibly a video connection.”



The GoToWebinar application (as one of the two components of the GoToMeeting platform) can be used for the implementation of virtual participation in physical meetings and workshops, as it allows both to follow the event remotely and to provide feedback directly to the meeting room.



GoToWebinar provides for a relatively big number of virtual participants (up to 1000, subject to the bandwidth of the connection line to the Internet and other limitations).



It is necessary that registration of virtual participants takes place prior to the beginning of a meeting/workshop. This can be done by including information on the scheduled GoToWebinar session and a separate registration link for virtual participants in the invitation and the meeting calendar of the corresponding group.



Once the list of virtual participants has been reviewed and approved by the chairman of the relevant ECC group or by the person responsible for the registration to a seminar/workshop, an invitation to virtual participants containing the link and, optionally, the password can be created through the GoToWebinar user interface (by an ECO expert or by other authorised person advised by an ECO expert) and sent out to the approved virtual participants.



Depending on the way of distributing the invitation, a new event (GoToWebinar session) can be automatically added to the Outlook calendar of the organizer who has created the invitation and the participants who have accepted it.





Virtual participation in physical meetings of relatively large groups 



Virtual participation in physical meetings of relatively large groups can be implemented by means of the GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.



A block-diagram below describes the proposed virtual participation system. ECO guides for chairmen, chairman’s assistant and attendees provide detailed instructions on how to set up and use the system.
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ECO Guides on virtual participation:
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Virtual participation in workshops (webinars)



Before the day of a scheduled Webinar (Web-based Seminar) the organizer should allow some time to practice the Webinar and include any other Webinar organizers and/or panelists. The Practice mode allows organizers to run an unlimited number of practice sessions before the scheduled session start time.



Shortly before the beginning of a workshop, the organizer should log in on his/her PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToWebinar session. Before starting the broadcast, the organizer and, optionally, other invited organizers and panellists will be joined in a sub-conference in order to organize themselves.



The microphone system in the meeting room as well as the speakers should be connected to the organizer’s PC. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for sharing with the virtual participants (attendees).



There are three categories of virtual participants in GoToWebinar (with different options available to the different categories): 

· attendee; 

· panellist;

· organizer.



The “raise hand” option is only available to attendees (if allowed by the organizer) while only (other) organizers and panellists can be privileged by the organizer to take control over keyboard&mouse and only the current presenter (who is either an organizer or a panellist) can show his/her screen to others. Only organizers can send circular text messages (via Question Panel) to all attendees. Attendees, if allowed by the organizer, can send their written questions or comments to the organizer. Only organizers can see all questions and answers, set question priority and assign questions to other organizers and panellists who are usually subject-matter experts.

Once the organizer has started the session, attendees should be able to connect to it by clicking on the personal link which was sent to them when they registered to the webinar and, optionally, entering the password. 



The organizer should be able to see the list of attendees who have joined the session. By default setting, they join with muted microphones, so they cannot interfere in the discussion without permission from the organizer who can unmute a chosen attendee (up to 25 attendees can be unmuted at any one time) and give him/her the floor. 



Attendees can request the floor by clicking on the ‘raise hand’ button in the GoToWebinar user’s Control Panel. The request will be visible to the organizers or the current presenter (who is either an organizer or a panellist). 



In addition, GoToWebinar has ‘Questions & Answers’ mode, speaking privileges and polling features (for details please refer to the GoToWebinar quick reference guides (below). Polls can be created in advance or in-session on the fly. After a poll has been closed, the organizer can choose to show the results immediately or at a later time during the session.





Practical Recommendations for webinars



The following recommendations for further improvement of the quality of ECC webinars have been developed by the Office and further reviewed and updated by WGRA (21st meeting, Ljubljana, Slovenia, 14-17 September 2010):

· announcements of ECC webinars which are posted on the ECO website may also be placed on the administrations’ websites should they wish to publicize webinars to the relevant experts and to general public;

· guidance on how to participate in the webinar as well as clear feedback channel (e.g. e-mail address) should be indicated in the information about the webinar;

· presentation should be preferably developed using fonts which are not too small;

· the presenter should be requested to speak more slowly and clearly than he/she usually does;

· the connection should be checked before the webinar start with an assistant who should be one of the virtual participants;

· before getting started, go to Audio setup and ensure that microphone and speakers are working properly;

· participants should be advised that the volume can be adjusted either by using the ‘Master Volume’ icon in the right bottom corner of the screen or through the volume control on the loud speakers;

· all participants shall be muted during the presentation to avoid the noise in the background;

· it should be announced at the beginning that the Q&A session will take place after the presentation has been made (unless the presenter wishes otherwise);

· remote participants should be informed that they can put their questions forward in writing in the course of the presentation; alternatively, they will be able to ask questions during the Q&A session by pressing the “raise hand” button;

· after the presentation has been made, the presenter should be advised whether any written questions have been asked;  he/she can either:

· pick up one of the written questions;

· unmute one of the virtual participants who have “raised hand” and give him/her the floor (remember to mute the person again);

· take a question from the floor;

· only one remote participant should be unmuted at the same time.





For installation instructions and security related issues please refer to “IT-security related information”:









To get familiar with the GoToWebinar user interface please refer to:

· GoToWebinar organizer quick reference guide 





· GoToWebinar attendee quick reference guide









All questions of a technical nature related to the installation and use of GoToWebinar should be addressed to the Office (it@ero.dk).




4. [bookmark: Supplementary_information]Supplementary information



The Office recommends that future organizers of GoToMeeting and GoToWebinar sessions should consider using at the beginning of their sessions brief presentations developed by GoToMeeting in order for participants to familiarize with the attendee interface:



Introductory presentation of GoToMeeting for participants:







The organizers can review the notes below for a click-by-click suggested script when presenting the slides to participants.



Notes

The GoToMeeting attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.



Click 1, 2 and 3:

· Clicking the arrows on the Grab Tab opens and closes the Control Panel.



Click 4:

· Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.



Click 5 and 6:

· Attendees joined via telephone must enter their Audio Pin on their telephone keypad so that organizers can unmute them if needed.



Click 6:

· Attendees can communicate with organizers and other attendees through the Chat box (if enabled by the organizer). 



Click 7:

· In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.















Introductory presentation of GoToWebinar for participants:







Notes

The GoToWebinar attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.



Click 1 and 2:

· Clicking the arrows on the Grab Tab opens and closes the Control Panel.



Click 3:

· Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.



Click 4 and 5:

· Attendees joined via telephone must enter their Audio Pin on their telephone keypad so that organizers can unmute them if needed.



Click 6:

· Attendees can communicate with organizers through the Questions box. This is also where answers and broadcast messages are received.



Click 7:

· Clicking the hand icon on the Grab Tab raises and lowers attendee’s hand.



Click 8:

· In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.





The following link can also be used by future organizers of GoToMeeting and GoToWebinar sessions in order to review some videos on how to make their meetings easy and efficient.

The Office, however, cannot guarantee that the above link will be operational in future and therefore these videos should be seen as optional material available at the time of issue of this revision of the “ECO Guidelines on the use of GoToMeeting platform”.
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IT-security related information for GoToMeeting / GoToWebinar



GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 


1. SYSTEM REQUIREMENTS


For PC-based participants:


· Internet Explorer® 6.0 or newer, Mozilla® Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Windows® 2000, XP, 2003 Server or Vista 



· Cable modem, DSL, or better Internet connection 



· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)



For Mac-based participants:


· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Mac OS® X 10.4 (Tiger®) or newer 



· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 



· Cable modem, DSL, or better Internet connection



Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).


2. INSTALLATION


Users of GoToMeeting/GoToWebinar can either:


· join a meeting, or



· host a meeting.


To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting”. 



If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.


No admin rights are needed to run this file.



Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]




located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 



To join a GoToMeeting session one does not need a GoToMeeting account.



To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.


Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.


3. CONNECTION


In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.


If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.



If you are still not able to connect, please proceed as follows:



1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.



2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.



Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.



While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.



4. QUESTIONS AND ANSWERS


This section contains additional IT-security related information taken from www.gotomeeting.com. 


How do I join an online meeting?



You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:



1. Go to www.joingotomeeting.com. 



2. Type or paste in the Meeting ID provided by the meeting organizer. 



3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 



4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.



You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page


Do I need to allow cookies in my Internet Browser to use GoToMeeting?


If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account



Is my online meeting session secure?



Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.



How does GoToMeeting work with firewalls?



When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 


Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?



No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.


How do I ensure that only invited attendees can gain access to my meetings?






In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.



� Version of 11 January 2010
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NOTES ON USING GOTOWEBINAR

GoToWebinar organizers may hold Webinars for up to 1,000 attendees. The Webinar process can be broken into three
stages: Webinar Planning, Webinar Presentation and Webinar Follow-up.

Organizers need to first log in to GoToWebinar and activate their GoToWebinar accounts before they can begin the
Webinar setup process. For GoToMeeting Corporate plans, contact your company administrator if you don’t have an
account already.

Webinar Checklist

Schedule (date, time, topic)

Customize Settings (branding, registration, polling, survey)

Promote (registration report, secondary invitations/tailored messaging, reminders, follow-up)
Practice

Present

HEAEAA

Webinar Follow-up

SCHEDULE

1. Log in to www.gotowebinar.com.

2. Click Schedule a Webinar in the left navigation menu and a three-step Schedule a Webinar page will load.
Step 1: Webinar Details - Enter your Webinar Details and click Save and Continue.

Step 2: Branding and Theme - Brand your Webinar communications and Webinar Waiting Room with a theme and
company logo. Preview your work and click Save and Continue.

Step 3: Registration - Customize your Webinar registration form and click Save and Email me the Invitation.

Using GoToWebinar Total Audio Service

GoToWebinar includes an audio conference

- Choose Audio Conference Option More Info
service at no extra cost to you. Choose I

between phone and Voice over Internet GoToWebinar Audio Service:

Protocol (VolP) or allow both options. You

can also include local toll dial-in numbers (") WolP only (requires microphone and speakers)
for European countries. {:} Telephone only

You may decide to use this service or {¥) Both

choose another method of bringing audio to

your online Webinars (click Provide your -OR-

own conference call number). )
) Provide your own conference call number

Note: If you choose to use your own audio
service provider for the audio portion of the

Webinar, GoToWebinar will include your With GoToWebinar audio service:

dial-in numbers with the Webinar Attendees can speak if un-muted by an organizer. Panelists and
information; however GoToWebinar audio organizers are un-muted by defaut.

features (such as VolP and audio

management) do not apply. Includes local toll numbers for:

United States
Add more countries

© 2008 Citrix Online, LLC. All rights reserved. 1
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CUSTOMIZE or EDIT
Once a Webinar is scheduled, organizers can customize or edit additional aspects of the Webinar.

1. Log in to your account and scroll to the Webinar you want to customize or edit.
2. Click the Change Session Settings drop-down menu and select the feature you want to customize or edit.

PROMOTE

Invite Participants
After scheduling your Webinar, you will receive the Webinar Invitation in your email application.

1. Forward the Webinar Invitation to your attendees or to a third party, such as a list broker. You can also save the
Webinar Invitation in an HTML format and post to your personal or company Web site.

If you make any changes to the Registration Form you will need to resend yourself the Webinar Invitation.
1. Log in to your account.

2. On the My Webinars page, scroll to the Webinar for which you want to receive the Webinar Invitation. To the right
of the Webinar, click the Email me the Invitation link. The Webinar Invitation is sent to the email address on
your account.

Track registrations
1. Log in to your account.

2. On the My Webinars page, click next to the Webinar date for which you want to view registrants.

3. Click PDF, CSV, Excel or HTML to download a registration report, or refer to the at-a-glance summary of
registration statistics.

PRACTICE

Before the day of your Webinar you should allow time to practice your Webinar and include any other Webinar
organizers and/or panelists. The Practice feature allows organizers to run an unlimited number of practice sessions
before the scheduled Webinar start time. All settings and customization made to a Webinar will apply to the practice
session.

Practice Your Webinar

1. Log in to your account.

2. On the My Webinars page, find the Webinar you want to practice and click Practice.

3. Panelists and organizers can join the practice session by clicking the link provided in their invitation email.

Note: While in Practice mode, registrants will not be able to join the Webinar. You can click the Start button on the
GoToWebinar Control Panel to start your Webinar and allow registrants to join.

PRESENT

Start a Scheduled Webinar
1. Log in to your account.
2. On the My Webinars page, locate the Webinar you want to start and click the Start button.
3. If prompted, click Yes, Grant or Trust to accept the GoToWebinar download.
Your Webinar will start and the GoToWebinar Organizer Control Panel will appear in the right side of your desktop.
4. Join the audio portion of the Webinar.

© 2008 Citrix Online, LLC. All rights reserved. 2
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Manage the GoToWebinar Total Audio Service

Start the Webinar

VolP and Telephone: If you have selected the option
to use either VolP or Telephone for your Webinar, you
will see the options “Use Telephone” and “Use Mic &
Speakers” in your Control Panel. The default mode is Mic
& Speakers; however, GoToWebinar will remember your
selection for your next event.

If you are joined via Mic & Speakers, you must click
Start Broadcast to begin the audio portion of your
Webinar. Before starting the broadcast, you will be joined
in a subconference with all other organizers and panelists
you invited.

Telephone: If you have selected the option to use
Telephone only for your Webinar, you must join the audio
portion by dialing the conference number and providing
the Access Code and Audio PIN noted in your Control
Panel.

If you are joined via the telephone, you must press *1
on your telephone keypad to begin the audio portion of
your Webinar. Before starting the broadcast, you will be
joined in a subconference with all other organizers and
panelists you invited.

VolIP Best Practices

' File Options View Help

3[[Es
Audio On for Staff Only

File Options View Help

[=] Audio
Audio Mode: C Use Telephone =
® Use Mic & Speakers
& daaen sl
Audio Setup

Do Jfm)lx]

Audio On for 5taff Only

Pre==s *1 to Start the Broadcast for all attendees.

=] Audio
Audio Mode: Telephone =

Dial: (805) 879-4138
Access Code: 105-969-074
Audio PIN: 34

If you have already dialed in, prezs #34% now.

Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When
using VolP, the following best practices are recommended:

As with any Webinar, it is important to test your sound quality and audio settings before your live event. In
addition to testing your audio settings on the Audio tab in GoToMeeting/GoToWebinar Preferences menu, it is
recommended to start your Webinar in Practice mode with other organizers or panelists to provide feedback on

your voice quality.

For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.

If a headset is not available, a microphone is required, preferably a USB microphone for ease of use.

If using a microphone, it should be at least 1.5 feet away from any speakers built in or connected to your

computer.

Unplug any devices, such as a Webcam, that have a built-in microphone.

The use of a Webcam microphone is not recommended.

If you plan to record your meeting, be sure to test the recording feature while in Practice mode.

© 2008 Citrix Online, LLC. All rights reserved.
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Dial In to the Conference Call Using the GoToWebinar Audio Service

At the specified Webinar time, dial the conference call number. When prompted, enter the access code followed by the

# key.

Once in a conference call, the organizer is automatically entered into a sub-conference between all organizers and
panelists. To start the conference call for all participants, an organizer must press *1.

Organizer Telephone Commands

Command Function Action
x Starts the conference call. Organizers and panelists are initially joined in a sub-
1 Start - .
conference until *1 is pressed.
*2 Count Provides the number of attendees dialed in to the conference.
*3 Exit Exits the organizer from the conference call.
*4 Menu Provides a menu of available conference commands.
Sets mute and un-mute for organizer and panelist lines. By default, organizers
A R L .
Mute/Unmute and_ par}ellsts are first joined unmuted. Pressing * 5 cycles through the following
*5 Organizers and options:
. e Mute: organizers and panelists can unmute themselves by pressing *6.
Panelists . . .
e Mute: organizers and panelists cannot unmute themselves
e Unmute: organizers and panelists are unmuted (default)
Organizer . . . . . . .
* x|
6 Mute/Unmute Organizer can mute his/her line. Pressing *6 again will unmute the line.
Sets entry and exit chimes. By default, entry and exit chimes are off. Pressing *8
cycles through the following options:
* . e Entry chime off and exit chime on
8 Chime Control e Entry chime on and exit chime off
e Entry and exit chimes on
e Entry and exit chimes off

Manage Attendee Audio

Attendees who join the audio portion of your Webinar are joined muted by default. Attendees joined via VolP will have
a microphone icon next to their name. Attendees joined via telephone will have a handset icon next to their name.

Note: Up to 25 attendees can be
unmuted at any one time (this is a
combination of VolP and phone
attendees).

Attendee, joined via VolP, muted
(default) (a)

Attendee, joined via telephone,
muted (default) (b)

Attendee joined via telephone,
unmuted (c)

Attendees who join the Webinar via
telephone must enter their Audio
PIN so that you have full audio
controls through the Organizer
Control Panel. If not entered, you
can right-click the person’s name
and select Send Audio PIN. This will
send a pop-up message with the
Audio PIN to that person (c)

Attendee, joined via VolIP,
unmuted (d)

oo T o

[=] Attendee List (14| Max 1001}

(%]

Attendees (9) Staff (5)
& A B4 NAMES - ALPHABETICALLY
» Liam O'Connor
i Stacy Leonard
| S 7 Su=zanna Kenyon-Kuir
Suzig Smith

vl 2 Todd Suzie Smith

¥ Mute AT

)

- Audio PIN #50#% Mot Entered
Send Audio PIN #30# to Enable Muting

Make Presenter..,
Make FPanelist, ..
Make Crganizer...

Allow Attendee List

Send Chat Message. ..
Copy Email Address to Clipboard

Dismiss Suzie Smith. ..
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Organizer Control Panel

When the organizer first joins the Webinar, the Organizer Control Panel appears on the right side of the desktop. The
Organizer Control Panel gives organizers access to various organizer and presenter functions. The Control Panel can be

customized — panes can be re-ordered and those with can be un-docked from the Control Panel and resized.

i e

{4
Vid|
U Dashboard, Audience View and Recording panes are not available in the Mac Organizer Control Panel.

Menus

Provides access to leaving/ending the Webinar,
attendee options, Control Panel tools and online
help files (a)

Screen Sharing

Provides presenter with a visual reminder of On Air
status, the ability to show/pause/stop screen
sharing, share keyboard and mouse control and
change presenters (see the Presenter Screen Tools
Pane section of this guide) (b)

Grab Tab

Enables presenter to minimize the Control Panel to
the side of the desktop to display his/her full
desktop to attendees and still access Screen
Sharing tools (see the Presenter Control Panel Grab
Tab section of this guide) (c)

Dashboard Pane

Provides organizers with a quick view of the timer,
attendance, audience attentiveness, number of
unanswered attendee questions and number of
hands raised (see the Dashboard Pane section of
this guide) (d)

Attendee List Pane

Provides organizers with the ability to manage all
Webinar attendees (see the Manage Attendees
section of this guide) (e)

Audio Pane

Enables organizers to manage their audio format,
audio service and audio setup (see the Audio Pane
section of this guide) (f)

Webinar Information Pane

Provided for quick reference; Webinar ID can be
given to someone to join through
www.gotowebinar.com (g)

Additional Control Panel Panes

See the next section for additional Control Panel
features

CEEk

File Options View Help
[=] Screen Sharing

b—a o

Show My Stop f =
Soreen |  Showing Presenter
——— Screen
¢ I[»]|(= pashboard =[x
m Dasration; 80 Minutes
Timer: [40:25 -19:35]
@ Attendance:[15 Here ]
@ v Attentive: (73% R
d Questions: 3
Hand= Raized: 310 (30%] |
[=] Attendes List (15 Max 1001} (%] |
@ Attendees (10) Staff (5)
@ & A B 4 NAMES - ALPHABETICALLY -~
4 Liam O"Connor ™
—|[| Stacy Leonard
€ » 7 Su=zanna Kenyon-Muir
4" Suzie Smith
#one Todd Lewis W
| 2 mute an | [ a1 | search| &
[=] Audio |
Audio Mode: O Use Telephone =)
f ® Use Mic & Speakers
& MUTED g @@@aeonc
Audio Setup

Talking: tanya =mallwood

Customer Satisfaction Guaranteed
g VWebinar ID: 408-538-206

Golo\/\ebinar™ |
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Presenter Control Panel Grab Tab

No attendees

Click and drag to move Grab Tab up have

or down (a) arrived

Click to show/hide Control Panel (b) a | =

Shows On Air status (c) b (]
OFF

Shares screen. Right-click for screen c AR

sharing options (d) 6

Stop screen sharing (e) d

Grant shared keyboard/mouse control e

to another organizer or panelist (f)

Pass presenter role to another f

organizer or panelist (g)

Use Drawing Tools to annotate your 9

presentation (h) h @

Record a Webinar

1. From the Organizer Control Panel, click the View menu
and select Recording.

2. Click Settings in the Recording pane and confirm that
your Audio and Video options are set correctly. For
detailed Audio and Video options, click on the Need
audio help? link and Learn more links, respectively.

Note: Be sure to check your audio device settings
under the Audio tab.

3. In the Save in: section, click the Browse button to
identify where you would like to save your recording.

Note: For optimum recording performance and in-
session experience, it is recommended that you select
a location on your local hard drive.

Click OK to save your settings.

No o s

Troubleshooting Webinar Recording

Attendees Attendees Attendees
arrived, arrived, arrived,
presenting presentation presentation
desktop paused stopped
]
[oFF |
AlR

=) =) =)

[=] Screen Sharing
Stopped Mo one sees your screen

QO 06

Show My Stop Give Change
Serean.| S g Keyboard Presenter
& Mouse
Start Recording | 147.1 GB remaining ( Settings >

In the Recording pane, click the Start Record button to start recording.
Click Show My Screen to capture the video portion of the recording.
Click File and select End Webinar for all to view the completed recording.

To troubleshoot recording, please see http://www.gotomeeting.com/s/audiohelp and

http://www.gotomeeting.com/s/audiolearn. These links can also be accessed from the recording category under

Organizer Preferences.

© 2008 Citrix Online, LLC. All rights reserved.







Golo\\ebinar

ORGANIZER QUICK START GUIDE

Manage Attendees

Organizers can manage attendees and the Webinar staff through the Attendee List pane, either by column or by right-

clicking each organizer or panelist name.

Attendee List Pane

Click tabs to view Attendee or
Staff list (a)

Click a column to sort. Right-click to
show/hide columns (b)

Click to mute/unmute attendees (c)
Shows attendee attentiveness (d)
Shows attendee has a question (e)

Right-click attendee name for
attendee options (f)

Shows attendee has raised hand (g)

Attendee Right-click

Pass presenter role — this also promotes
attendee to panelist (a)

Promote to panelist role (b)
Promote to organizer role (c)

Allow this attendee to view
Attendee List (d)

Send chat to this attendee. Attendees
will see chat in their Questions pane.
Staff will see chat in their Chat pane (e)

Dismiss attendee from the Webinar (f)

[=| Attendes List (14 Max 1001}
Attendees (9)

=] Attendee List (14| Max 1001) 5| [%]
Attendees (9) Staff (5) .

— %A 41 NAMES - ALPHABETICALLY

P Liam O'Connor A
—_— Stacy Leonard
_— &3 Suzanna Kenyvon-Muir

Suzie Smith
# 4" Todd Lewis v

j‘: Al Search @

5[]

Staff (5)

& 4 B4 NAMES- ALPHABETICALLY

Liam D' nnnnr

Liam O'Connor

& Mute Al | |€0 A

Stacy
- Connected to Audio
Susar : :
& Mute Liam O'Connor
Suzie
Todd Make Presenter...
Make Panelist. ..
Make Organizer...

Allow Attendee List

o 0 T 9

Send Chat Message. ..
Copy Email Address to Clipboard

Dismiss Liam O'Connar.”.
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Dashboard Pane

The Dashboard pane assists organizers in monitoring a Webinar at a glance. Organizers can quickly view the timer,
attendance and audience attentiveness and hand raising. If the Questions feature is turned on, organizers can see the
number of unanswered questions queued in the Questions pane, then click the number to open the Questions pane.

r T

ViEl
U Mac users do not have a Dashboard pane.

Timer begins when Presenter clicks Show My Screen (a)
Attentive = attendee’s Viewer is in foreground
Inattentive = attendee’s Viewer is not in foreground (b)

Quick-view of number of attendee questions in the queue.
Click the number to open the Questions pane (c)

Attendees can raise their hand if enabled by the
organizer. Click the number to view who has raised hands
in the Attendee List (d)

Questions Pane

(@]

d

——Hands Raized: 310 (30%)

[=] Dashboard EES
Duerstion: B0 Minutes
Timer: | 40: 25 -19:35|

Attendan-:e:[ﬁ]—here ]

v, Attentive: [73% M AT

Questions: 5

The Questions pane enables organizers to engage their audience. Organizers can sort questions and flag them with
priority. Questions can also be assigned to another organizer or, for example, to a panelist attending as a subject-

matter expert.

Check to show answered questions (a)

Type in answer. Click Send Privately or Send to All (b)
Right-click any column header to show/hide columns (c)
Icon indicates answered questions (d)

Click to set priority (d)

Click to snap the Question and Answer pane on and off of the Control Panel (e)

| a b c d | e
Ii Questions El
Show Anzwersed Questions
X Question Asker Rec'd Answerer H Answer
Will you be covering recording ip the | ves
o g g g Nick Pav 12:24 P Joe Smith (Panelist, M) v
Will thiz 2e==ion be recorded? Mick Pav 2:32 PM | Joe Smith (Panelist, Me) |

Send Privatehy

P To assign a question to another organizer or panelist

1. Click the question you want to forward. This will highlight the question.

2. Right-click the question field and select Assign Question to.

3. Select the name of the organizer or panelist you want assigned to the question.

Note: Only organizers can see all questions and answers, set question priority and assign questions. Panelists can only
see questions that are assigned to them by organizers. Panelists can only answer privately to an attendee.
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Polling

Organizers can use polls to revive and engage an audience or to focus its attention. Polls can be created pre-Webinar or
in-session on the fly. After a poll has been closed, organizers can choose to show the results immediately or at a later
time in the Webinar.

While polling is managed by organizers only, an organizer does not have to be presenting to launch a poll.

» To launch a poll

1. In the Polls pane, scroll to the poll you want to launch and click the Open Poll button. Attendees will see the
poll in their Viewer Window.

2. After you have given attendees time to answer, click the Close Poll button.

P To show poll results
1. In the Polls pane, scroll to the poll for which you want to show the results.
2. Click the Show Results button.

3. Click Hide Results to resume your presentation.

P To create or edit polls in-session
1. Open the Polls pane in the Organizer Control Panel.
2. If you are presenting, be sure to pause or stop screen sharing.
3. Click Manage Polls. If prompted, log in to your account. The Polls page will load.
4

After making your changes, click Save Changes.
Log out of your account. Your new or updated polls will appear in the Polls pane of the Organizer Control
Panel.

End a Webinar

1. On the GoToWebinar Organizer Control Panel file menu, select Exit — End Webinar.

2. On the End Webinar confirmation dialog box, click Yes.

Note: At least one organizer must be present to start, manage and end a Webinar. If an organizer chooses to leave a

Webinar while allowing it to continue, either another organizer must be present to continue the Webinar or the
organizer must promote another attendee or panelist to Webinar organizer.

© 2008 Citrix Online, LLC. All rights reserved.
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WEBINAR FOLLOW UP

Webinar Analysis

GoToWebinar organizers can get a snapshot view of Webinar statistics once a Webinar has ended. The snapshot view is
located in Webinar History on the GoToWebinar Web site. Organizers can view such statistics as the number of
registrants versus attendees and how many surveys were submitted (if created). Organizers can also access the
Performance Report and the Attendee Report, as well as links to Webinar follow-up tasks.

Webinar History

Search: |Enter"a'u'ebinart'rtle Past 30 davs '__-:

Sort By: | Most Recently Held &

Customer Satisfaction Guaranteed
Change Seftings: | Select sefting.. B4 view

Actual Date/Time Attended Live

Tue, Jun 3, 2008 10:35 AM - 10:52 AN PDT 361
Generate Report: Attendee Interest Rating Ftemied Live: 361
Aftendee Report [0 Overview Registered: 523
®poF OHTML 125 highly interested Aftendance Rate: B2%
O csv O Excel 109 moderately interested Poll Responses: 125

127 mildhy (ltsrested juweyg Submitted: 157

Recorded Webinar: Manage | Generate Report Viewed Recording: 52

Generate Reports

Organizers can get detailed Webinar information by using the Generate Reports feature. This reporting feature allows
organizers to view various statistics on Webinars for any date range in either PDF, HTML or Excel® format.

» To generate a report

1.
2.
3.

® N o o A

Log in to your account.

In the left navigation menu, click Generate Reports.

Select the report you want to generate (see report descriptions in the following pages):
. Registration Report

e Attendee Report

. Performance Report

. Recorded Webinar Report (GoToMeeting Corporate plans only)
Click Next.

Select the Date Range.

Select a Webinar.

Select the Report Format (PDF, HTML, Excel or Comma Delimited Text).

Click Generate Report. Your report will load in a new window.

© 2008 Citrix Online, LLC. All rights reserved. 10
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REGISTER FOR A WEBINAR
1. Click the registration link or button provided on a registration Web site or in an invitation email.
2. Complete the registration form.

3. You will receive an email confirming your registration for the Webinar, along with the option to
add the Webinar information to your Outlook® Calendar.
Note: Some Webinars may require organizer approval prior to the delivery of a confirmation email.

JOIN A WEBINAR

At the time of the Webinar, open the Webinar confirmation email or Outlook appointment.
Click the Join Webinar link provided in the confirmation email or Outlook appointment.

If prompted, click Yes, Grant or Trust to accept the download.

If requested, enter the Webinar password provided by your Webinar organizer.

Join the audio portion of the Webinar. Audio information is provided in the Audio pane of your
Control Panel, in the Webinar confirmation email and in the Outlook appointment.

ahowbhpE

AUDIO OPTIONS

Audio choices are determined by the Webinar (=), Audio

organizer. Your choice of audio mode is provided in =
the Audio pane of your Control Panel. By default, you  Audio Mode: "-_;;:'USE Telephone =
will be joined into the Webinar muted. (&) Use Mic & Speakers

If the option to Use Mic & Speakers is available you 2 90000 “

can join the Webinar via VolP. Andio Selup

Note: If you choose to join via VolP, you will need speakers to
listen to the Webinar and a microphone to speak (if the organizer
gives you speaking rights).

VolP Best Practices

If you join the Webinar using VolP, please note that audio quality can vary based on your audio

software/hardware manufacturer as well as your operating system. When using VolP, the following

best practices are recommended:

« For optimum sound quality, a headset is recommended, preferably a USB headset.

« If a headset is not available, speakers are required to listen to the Webinar and a USB
microphone to speak (if the organizer gives you speaking rights).

« If using a microphone, it should be at least 1.5 feet away from any speakers built in or
connected to your PC.

e The use of a Webcam microphone is not recommended.

« If you are unmuted by the organizer, you may need to turn the volume down on your speakers
to avoid echo.

P To switch audio formats during a Webinar
If the organizer has given attendees a choice in how 5] audio
to join the audio portion of the Webinar, you can

switch between using VoIP (Mic & Speakers) or your  Audio Mode: ©Use Telephone @
telephone during the Webinar session. O Use Mic & Speakers
. . Dial: (702) 824-9512
In the Audio pane, select either Use Telephone or Access Code: 613-970-293
Use Mic & Speakers. If joining via telephone, be sure Audio PIN: 25

to enter the Audio PIN noted in your Control Panel. T T DT TR T

L . (and additienal numbers ..}
Note: If you choose to join via VolP, you will need speakers to

listen to the Webinar and a microphone to speak (if the organizer
gives you speaking rights).

© 2008 Citrix Online. All rights reserved. 1
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. i i | T[]
Click Help at the top of the Control Panel to access [ F'w”| GeTavebinar Fielp | e
online help.

P About GoToWebinar
USING THE CONTROL PANEL
Once you have joined the Webinar you :
will see the Attendee Control Panel and i =/l
Grab Tab. The Control Panel contains _ [=] Aftendee List (2] Max 201)
a
panes that can be expanded or_collapsed Attendees (1) Staff (1)
by clicking the +/- on the left side of each -
HAMES - ALPHABETICALLY -
pane. &
—. ||| # Corena Bahr (Me}
Note: Viewing the Attendee List, raising your hand b =
and asking questions are only available if the E
organizer has enabled these features. @
@ Search |
e Attendee List (viewable only if organizer has @ | @
B
enabled) @ &S (=] Audio
. lCirab |T6(‘;b|'_kC"Ck arr:Jwtto olpe\rlw_/closev\cll'or(ljtrol Audio Mode: O Use Telephone
anel. Click square to toggle Viewer Window 4
between full screen/window mode. Click hand c | @ Use Mic & Speakers
icon to raise/lower hand. Click mic icon to
mute/unmute your audio (if organizer has & MUTED 43 g@nnn
enabled) (b) udio Set
udie Setup
e Audio pane — Select audio format. Click Audio ) ) ]
Setup to select Mic & Speakers devices (c) Talking: Suzie Smith
e Questions pane— If turned on by an organizer, |=] Questions
attendees can submit questions and review d )
answers. Broadcast messages to attendees will Questions Log
also show here (d) 0= there a volume dizcount?
e Type your question and click Send to submit it A e=! We will =end you more info after the
to the organizer (e) event.
e Webinar details — Provided for quick reference v
® ke
e
Send
Webinar How
f Webinar ID: 731-938-051
Golo\\Vebinar™ f
|
LEAVE A WEBINAR
Click File and select Exit — Leave Webinar to exit a [ e ——— DEEEE
session. =

Save Question and Answer Log...

| Exit - Leave Webinar |
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Meetings

The meeting list includes information about upcoming and active mestings with start-date and end-date as
name and location as far as it is known. Click on the meeting name and you will find further information such

the meeting, practical information, online registration form, etc.

You may select meetings within a particular period in time by entering the relevant months. The selected meeti

be viewed as a Gantt chart.
Documentation for meetings is available.

How to avoid blocking of file download

Start date: End date:
November v|[2009 December v|[2009 |[Refresh ] [ show as Gantt-chart
stert ___JEnd ____IMesting ______________________ Jocation |
l03/11/09 o5/11/09 Coceros i, Finland
3/11/09 (05/11/09 [5th F1145 Bucharest, Romania
10/11/09 13/11/09 (EGETA Bonn, Germany
10/11/09 [11/11/09 |NNA PT FNI 2009-11 Budapest /Budapest, Hungary
[12/11/05 [12/11/095th S3tmon ol Pparis, France
12/11/09 [13/11/09 [ECC PT1 (SWG-C) Extraordinary Mesting Maisons-Affort, France
[16/11/05 [16/11/05 [ECCPT1 Extraordinary Mesting [ECO, Copenhagen
18/11/09 [19/11/09 [ECO Council meeting [ECO, Copenhagen
[25/11/09 27/11/08 SEi2 Nizs [ECO, Copenhagen
[01/12/09 01/12/09 [STG meeting [ECO, Copenhagen
0271209 02/12/09 [SEANCAT workshon [ECO, Copenhagen
[04/12/09 104/12/09 [SE2 - Results PC for draft ECC Report 139 on LPRWeb-Meeting (10H30 to 12H00)
07/12/09 07/12/09 [1-CA1 28 Luxembourg
08/12/09 10/12/09 [11th Fi1a4 [Bucharest, Romania
[09/12/09 09/12/09 DG SE24 SREFS [ECO, Copenhagen
oo712/09 10/12/09 57 JANFR, Paris, France
10/12/09 [11/12/09 R5C-30
11/12/09 [11/12/09 (524 - Medical Implant Devices 2b-Meating (1030 to 12H00)
11/12/09 11/12/09 SE24 - Results BC for draft ECC Report 1322 \Web-Meeting (14HO0 to 15H30)
|14/12/09 [17/12/09 SE21-M70 Mainz, Germany
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ECO Meeting Document Server

Choose the group and the year/area of documents and choose documents to download.

For password protected ( 8 ) files, please log in with your user name and password

(lower case).

User Name

Password

Select Group:
‘SE24 Ad Hoc v

Select Year:

Activiies in support tc v

More info.
about download of documents

(authorised users only)

Download selected

Items marked with @ are password protected

DG FS-SRR ¥

DG FS-SRR 5th February 2010 ¥

DG Preparation of the work 20th August ¥
SRR-FS document M51 29 &

Items marked with @ are password protected:

[12009.11.27Doc_11R1  Minutes_Phone_Call#3

[/2009.11.24Poc_11 Minutes_Phone_Call#3
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IT-security related information for GoToMeeting / GoToWebinar



GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 


1. SYSTEM REQUIREMENTS


For PC-based participants:


· Internet Explorer® 6.0 or newer, Mozilla® Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Windows® 2000, XP, 2003 Server or Vista 



· Cable modem, DSL, or better Internet connection 



· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)



For Mac-based participants:


· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Mac OS® X 10.4 (Tiger®) or newer 



· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 



· Cable modem, DSL, or better Internet connection



Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).


2. INSTALLATION


Users of GoToMeeting/GoToWebinar can either:


· join a meeting, or



· host a meeting.


To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting”. 



If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.


No admin rights are needed to run this file.



Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]




located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 



To join a GoToMeeting session one does not need a GoToMeeting account.



To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.


Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.


3. CONNECTION


In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.


If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.



If you are still not able to connect, please proceed as follows:



1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.



2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.



Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.



While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.



4. QUESTIONS AND ANSWERS


This section contains additional IT-security related information taken from www.gotomeeting.com. 


How do I join an online meeting?



You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:



1. Go to www.joingotomeeting.com. 



2. Type or paste in the Meeting ID provided by the meeting organizer. 



3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 



4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.



You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page


Do I need to allow cookies in my Internet Browser to use GoToMeeting?


If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account



Is my online meeting session secure?



Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.



How does GoToMeeting work with firewalls?



When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 


Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?



No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.


How do I ensure that only invited attendees can gain access to my meetings?






In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.



� Version of 11 January 2010
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NOTES ON ORGANIZING AND SCHEDULING MEETINGS

Individual GoToMeeting organizers may hold meetings for up to 15 attendees. GoToMeeting Corporate organizers may hold meetings
for up to 25 attendees.

GoToMeeting organizers start all meetings. An organizer must always be present to keep the meeting running.
Organizers need to first create their accounts and download the GoToMeeting software on their computers before they can conduct

meetings.

INSTALL GoToMeeting
1. Go to www.gotomeeting.com and log in to your account.

2. If prompted, select Organizer.

3. Under the left navigation menu, click the Host a Meeting button.
The GoToMeeting application will begin to install.

4. At the GoToMeeting Installed dialog box, click OK.

5. At the dialogue box Do you want to meet right now or schedule a meeting for later?. you can choose to start meeting right away
or click Cancel.

6. The GoToMeeting application is installed on your computer. For PC users, the GoToMeeting icon appears in your system tray and
is ready for use. For Mac users, the GoToMeeting Suite icon appears on your desktop.

7. Right-click the icon in your system tray or, if on a Mac, double-click the orange icon on your desktop to access the
GoToMeeting/GoToWebinar menus.

SCHEDULE A MEETING

1. Right-click the @ icon in the system tray on a PC or double-click the GoToMeeting Suite icon on a Mac and select Schedule a
Meeting.

2. On the Schedule Meeting window, enter your meeting information and select your audio information and click Schedule.

3. You are notified that your meeting has been scheduled.

START A SCHEDULED MEETING
1. Click Log In at www.gotomeeting.com, enter your account information and click Login.

2. Click the Start Meeting button on the My Meetings Web page.
3.  Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right side of your desktop.

START AN IMPROMPTU MEETING

1. Right-click the @ icon in the PC system tray or double-click the GoToMeeting Suite icon on a Mac and select Meet Now.
2.  Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right side of your desktop.

INTEGRATED AUDIO

Now you have an extended choice of audio conferencing for your online meetings. With GoToMeeting’s integrated audio, choose
between phone conferencing and Voice over Internet Protocol (VolP) or allow both options.

Note: If you choose to use your own conference service provider for the meeting, GoToMeeting will include your dial-in numbers
with the meeting information; however, GoToMeeting audio features (such as VolP and integrated audio controls) do not apply.

VOIP BEST PRACTICES

Audio quality can vary based on your audio software or hardware manufacturer as well as your operating system. When using VolP,
the following best practices are recommended:

e As with any online meeting solution, it is important to test your sound quality and audio settings before your live meeting. In
addition to testing your audio settings from the GoToMeeting Audio tab (see page 5 of this guide for details), it is recommended
to start your meeting ahead of time with a few test attendees to provide feedback on your voice quality.

. For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.

. If a headset is not available, a microphone and speakers are required, preferably a USB microphone for ease of use.

. If using a microphone, it should be at least 1.5 feet away from any speakers that are built into or connected to your computer.
e The use of a Webcam microphone is not recommended.

. If you plan to record your meeting, be sure to start your meeting ahead of time and test the recording feature.

© 2009 Citrix Online, LLC. All rights reserved. 1
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USING VolP

1. Expand the audio pane in your Control Panel.

2. Select Use Mic & Speakers (b)

3.  You will be automatically connected into the conference call using VolP.

Note: PC organizers may change the audio input and output from the Audio preferences tab which is accessed from the File menu.
Mac organizers may manage the audio input and output directly from the audio pane (c) or from the Audio menu in the toolbar.

=| Audio
a Fudio Mode: & Use Telephone &) Audio Mode: () Use Telephone
O Use Mic & Speakers (*) Use Mic & Speakers
Dial: (805) 8794418 N 1 L L
Access Code: 105-156-174 ’_ il ! e
Audio PIN: 91 v Built-in Microphone
If you have already dialed in, press #91#% now. Talkii  Built-in 1nput

Default

USING TELEPHONE

1. Expand the audio pane in your Control Panel.

2. Select Use Telephone (a)

3. Dial in to the conference call with the information provided.

Once in a conference call, participants and organizers can enter commands using their phone keypads.

Organizer Telephone Commands

Command Feature Details
*2 Count Provides the humber of participants currently on the conference call.
*3 Exit Exits the conference call.
*4 Menu Provides a menu of available conference commands.
*5 Listening Modes Sets listening modes for audience. Pressing *5 sets the following options: Open

conversation mode (default), Mute the audience — the audience can unmute, Mute the
audience — the audience cannot unmute.

*6 Mute/ Unmute Mutes the organizer’s line. Pressing *6 again will unmute the line.

*8 Tone controls Sets entry and exit tones. Pressing *8 sets the following options: Entry and exit tones
on (default), Entry and exit tones off, Entry tone off exit tone on, Entry tone on exit
tone off.

Attendee Telephone Commands

Command Feature Details
*3 Exit EXxits the conference call.
*4 Menu Provides a menu of available conference commands.
*6 Mute/ Unmute Mutes the attendee’s line. Pressing *6 again will unmute the line.

© 2009 Citrix Online, LLC. All rights reserved. 2
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Manage Attendees

Organizers can manage attendees by right-clicking or Control-clicking attendee names in the Attendee List pane and selecting or

deselecting the desired attendee options.

Displays the number of attendees and
maximum number of attendees for the
meeting (a)

Indicates attendee role and color of
assigned Drawing Tool (b)

Mute or unmute the
attendee (c)

Mute or unmute all the attendees (d)
Assign your attendee the role of

presenter and/or organizer (e)

Share your keyboard and mouse with
an attendee (f)

Provide your attendee with
on-screen Drawing Tools (not available
for Mac organizers) (g)

o

Allow your attendee to see the list of
other attendees (h)

Allow your attendee to chat (i)

Send a chat message directly to the
attendee (j)

Copy the attendees email address to
the clipboard (k)

Dismiss an attendee from the meeting

O}

L~ Attendee List (2 | Max 26)

|

4 » NAMES - ALPHABETICALLY

& ISl & Jason V (Organizer, Presenter, Me)

- & Dan % e

- Connected to Audio

Muke Dan
T ute an |[un-mute 4 Make Presenter...
Make Crganizer. ..
+ Audio
aive Kevboard and Mouse
*| Chat

v Allow Drawing

+ Invite Others v Allow Abtendee Lisk

Mesting I ¥ Allow Chat

Send Chat Message. ..

Golo

Copy Email Address to Clipboard —

Dismiss Dan, ..

o0 —+ 0

x -
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USE PRESENTER CONTROLS

The Control Panel Grab Tab enables organizers and presenters to minimize the Control Panel to the side of their desktops to display
their full desktops to attendees and still access Presenter Screen Tools.

Attendees Attendees Attendees
No Attendees arrived, arrived, arrived,
have arrived presenting presentati presentation
desktop on paused stopped

Click and drag to move Grab Tab up
or down (a)

Click to hide or display
Control Panel (b)

Shows On Air status (c)

o o Tw
I
i
Y

The Show My Screen button displays
desktop to attendees.

L4
&=
w
Right-click to display multiple e ~ | 0
O
&
&
©

monitors, a specific application or a

clean screen (d) f __G

The Stop Showing Screen button
stops desktop display (e) a [

The Give Keyboard & Mouse button

grants shared mouse/keyboard h —‘@
control to another attendee (f)
The Show Other’s Screen button [ _@
passes the presenter role to another o -~ - —
attendee (g)

The Drawing Tools button allows the
presenter to draw, highlight and
place arrows on the screen, as well
as use the spotlight and clear

all markings (not available for Mac
users) (h)

Mute or unmute yourself (i)

If you're using Mac OS 10.4, your grab tab and expanded Control Panel will be visible to attendees as a black silhouette. At
times, parts of the Control Panel can be fully visible (not blacked out) to attendees. This can obstruct a portion of what you
are presenting. We recommend that OS 10.4 users leave the Control Panel collapsed as much as possible during the
meeting. If you have a multi-monitor setup, we recommend keeping the Control Panel on your second monitor. The silhouetted

Control Panel is not an issue for Mac OS 10.5 or newer.

END A MEETING
. From a PC, select the File menu from the menu bar, and click End Meeting.

. From a Mac, select the GoToMeeting menu on the toolbar, select Quit GoToMeeting; or select File and then Leave Meeting. You
may also click the red X in the top left corner of the Control Panel and Viewer Window
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SYSTEM REQUIREMENTS
For PC-based Organizers and Attendees
e Required: Windows® 2000, XP, 2003 Server or Vista (Linux is not supported)

e Required: Internet Explorer® 6.0 or newer, or Mozilla® Firefox® 3.0 or newer (JavaScript™ and Java™
enabled). If needed, download Java here.

e Internet Connection required, cable modem, DSL, or better recommended
e Recommended: Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (2 GB of RAM for Windows Vista)

For Mac®-based Organizers and Attendees
e Required: Mac OS® X 10.4 (Tiger®) or newer
e Required: Safari™ 3.0 or newer, Firefox 3.0 or newer; (JavaScript and Java enabled)
e Internet Connection required, cable modem, DSL, or better recommended
e Required: PowerPC G4/G5 or Intel processor, 512 MB of RAM or better recommended

To Use VolP

e Required: Fast Internet connection (384 kbps or more recommended)
e Required: Microphone and speakers (USB headset recommended)

To Record a Meeting
e Required: Windows Media® Player Version 9.0 or newer
e Required: Minimum Super VGA (800x600) or better
e Required: Fast Internet connection(384 kbps or more recommended)
e Required: Sound card
e Required: Telephone attachment device (If not using GoToMeeting integrated audio)
e Recommended: 1.0 GB of hard disk space
e Recommended: 1024 x 768 or higher screen resolution

e Recommended: Minimum Pentium 800 MHz with 1 GB of RAM for transcoding to Windows Media Player file
format

Recording a meeting is only available using a PC.

Integrations
¢ IntegrationsMicrosoft® Office® Integration: Microsoft Office 2002 or later
e Outlook Integration: Microsoft Outlook® 2000 or later
e Lotus Notes® Integration: IBM® Lotus Notes Version 7.0 or later

¢ Instant-Messaging Integration: GoToMeeting integrates with the most widely used instant-messaging
applications including: Yahoo!® Messenger™, Windows Live™ Messenger, Skype™ Chat, Microsoft®
Communicator and Google Talk™

Note: Instant-Messaging Integration options are only available for use by GoToMeeting organizers

© 2009 Citrix Online, LLC. All rights reserved. 5
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JOIN A MEETING

There are several ways to join a meeting depending on how you receive the meeting invitation. Joining a meeting
requires no pre-registration, software installation or configuration.

Note: When joining a meeting, remember to also conference in using the information provided by your meeting organizer.

» To join a meeting from an email, a calendar appointment or instant message invitation
1. Open the email, appointment or instant message that contains the meeting invitation.
2. Click the link provided in the invitation to join the meeting.
3. If prompted, click Yes, Grant or Trust to accept the download.
4. If requested, enter the meeting password provided by your meeting organizer.

You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will
appear.

» To join a meeting from the GoToMeeting Web site
1. Open an Internet browser and go to www.gotomeeting.com.
2. In the left navigation bar click the Join a Meeting button.
3. If prompted, click Yes, Grant or Trust to accept the download.
4,

On the Join a Meeting — GoToMeeting dialog box, enter the Meeting ID you received from your meeting
organizer.

5. If requested, enter the meeting password provided by your meeting organizer.

You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will
appear.

GoToMeeting Conference Call Service

How you join the audio portion of a GoToMeeting session is determined by the organizer. An organizer can select
whether attendees may join the audio portion via telephone, Voice over Internet Protocol (VolP) or both. The
conference call information is provided in the meeting invitation.

If the organizer has given attendees a choice in how to join the audio portion, you will see that option in your
Attendee Control Panel once you join the meeting.

VolP Best Practices

Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When
using VolP, the following best practices are recommended:

e For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.

e If a headset is not available, a microphone and speakers are required, preferably a USB microphone for ease of
use.

e If using a microphone, it should be a distance of at least 1.5 feet away from any speakers that are built into or
connected to your PC.

e The use of a Webcam microphone is not recommended.

TELEPHONE AUDIO COMMANDS

Commands | Feature Details

*4 Help Provides a menu of
available conference
commands.
*6 Mute/Unmute Mutes the participant’s
line. Pressing the same
command again will
unmute the line.

© 2008 Citrix Online, LLC. All rights reserved. 1
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» To join the audio portion of the meeting =| Audio
Once you have joined the online portion of the meeting, audio Audio Mode: ® Use Telephone
information is provided in the Audio pane of your Control Panel. O Use Mic & Speakers

If the organizer has given attendees a choice in how to join the Dial: (605) 873-4416
audio portion of the meeting, you can select your preference in Access Code: 662-348-929

the Audio pane of your Control Panel. By default, you will be Audio PIN: 84

joined into the meeting unmuted. If you're already on the call, press #84% now.

Note: If you choose to join via VolP, you will need speakers to listen to
the meeting and a microphone to speak.

» To switch audio formats during a meeting

If the organizer has given attendees a choice in how to join the audio portion of the meeting, you can switch
between using VolP (Mic & Speakers) or your telephone. In the Audio pane at Audio Mode: click either Use

Telephone or Use Mic & Speakers.
Note: If you choose to join via VolP, you will need speakers to listen to the meeting and a microphone to speak.

CONTROL PANEL - MANAGING AUDIO

You can mute/unmute your line through the Attendee Control Panel by clicking the microphone or telephone icon (a).

- File View Help =[O 2]] %
a =5 ||[=] Aftendee Lizt (2 | Max 18)

[ & [ HAMES - ALPHABETICALLY -
‘Q 4 [&l Jason V [(Organizer, Presenter)

\@ T | |John (Me)

© 2008 Citrix Online, LLC. All rights reserved.
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USE PRESENTER CONTROLS
When granted the Presenter role the Presenter Controls will appear on your Grab Tab.

Presenting Presentation Presentation
desktop paused stopped

Click and drag to move Grab Tab up or down  — | @ . [

Click to show/hide Control Panel

Shows On Air status

Display screen. Right-click to share a specific
application or clean screen

Stop screen sharing - ﬁ
Allow another attendee to share — G
vour kevboard/mouse
Pass Presenter role to @
another attendee

Select draw tools

If joined via VoIP,
mute/unmute your line

([©© ©0 003

@ The Drawing Tools feature is only available for meetings hosted by PC users at this time.

LEAVE A MEETING
An attendee may leave a meeting at any time.

» To leave a meeting
1. From the Attendee Control Panel File Menu, select Exit — Leave Meeting.

© 2008 Citrix Online, LLC. All rights reserved. 3
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ECO Guide for attendees

ECO Guide on virtual participation for attendees


USER EQUIPMENT


[image: ]


1. Prepare one of the following audio sets:


[image: ]


· USB-headset connected to your computer  or





· Headphones and USB-microphone connected to your computer.


For further guidance on the audio setup, check this guide.


2. To improve the quality of your virtual participation, we recommended using two PCs:


                Primary PC	             Secondary PC (optional)


· Primary PC will be used for seeing the discussion document (which will be also displayed on the big screen in the meeting room) and audio communications, and


· Secondary PC (optional) will only be used for an overview of the meeting room.








SETTING UP PRIMARY PC





3. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).





4. There is always a brief download to join as each session has unique security encryption. Therefore in advance of the meeting start time, either go to http://joinwebinar.com and enter the Webinar-ID given by the chairman or an ECO staff member or click on the personal URL provided with the confirmation of your registration for the Primary PC.


[image: ]


5. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “Firstname_Lastname (Organisation)” (as in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to the chairman, his/her assistant and other attendees.





[image: ]








6. When the webinar starts, you are connected as “attendee” in a “listen only” mode (i.e. muted). You can choose between “Telephone” (if the local tall number was provided for your country) and “Mic & Speakers” (VoIP, the default setting) options to join the meeting. To be able to take part in the discussion, check your audio setup (microphone and speakers).





[image: ][image: ]






SETTING UP SECONDARY PC





7. Secondary PC can be optionally used to view the meeting room through a web-camera installed in the meeting room. If possible, use a different Internet connection for the Secondary PC to keep a sufficient bandwidth for the Primary PC.





8. Connection to this web-camera can be established in one of the two ways, depending on the advice given by the meeting organizer:


· either by going to a specific IP-address and, optionally, entering a password, or


· using the GoToMeeting application.


 


Using IP-address for web-camera


9. Open your browser and go to a specific IP-address given by the meeting organizer. Optionally, enter the password. Switch to a full screen mode to have a better overview of the meeting room.





Using GoToMeeting for web-camera


10. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session on your Secondary PC.


11. [image: ]There is always a brief download to join as each session has unique security encryption. Therefore in advance of the meeting start time, either go to http://joingotomeeting.com and enter the Meeting-ID given by the meeting organizer or click on the URL for web-camera provided with the confirmation of your registration.








12. If prompted, click Yes, Grant or Trust to accept the download. Click on the “Launch GoToMeeting” button when the download is complete. When required, fill in the “Name” filed according to the following pattern: “Firstname_Lastname (Organisation)” (as in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToMeeting system and will be visible to the attendees on their secondary PCs.


[image: ]





13. When the GoToMeeting session is started, expand the window showing the meeting room to full screen and follow the meeting visually. You will be able to see people with raised hands in the meeting room (this will help you to identify a person in addition to his/her introduction by the chairman when giving the floor to this person). You will be also able to see when sessions are about to start after coffee breaks/lunch.



PARTICIPATING IN THE MEETING (Primary PC)


14. [bookmark: _GoBack]You will be able to see a copy of the chairman’s PC screen (which is also displayed on the big screen in the meeting room) and hear the chairman and the participants in the meeting room when they talk to their table microphones.





15. In your control panel you can do the following:





a. [image: ][image: ]Expand and collapse your control panel 


[image: ]





b. View the Chairman’s PC screen in Fullscreen mode











c. [image: ]Send written questions on the procedure- and connection related issues which may be answered by the assistant (answers will appear within the “Questions” pane). 








d. [image: ]“Raise hand” to request the floor. This request will be visible to the chairman and to the assistant. You can lower “raised hand” using the same button.








e. When invited by the chairman/assistant to take the floor, make sure your name and affiliation are clearly identified and check that you are unmuted (see the green icon on the picture below) before going into the discussion.





[image: ]








f. You can present a document located on your PC which will be displayed on the big screen in the meeting room and also on the PCs of all other virtual participants. Your voice will be heard by both physical and virtual participants.


To allow for this remote presentation, the chairman/assistant can temporarily make you “Presenter”: have your document open on your PC and choose it from the list of applications when prompted (see example below). Talk directly to the microphone.





 [image: ]








When your presentation is over, the chairman will take the “Presenter” role back and you’ll be notified accordingly (see picture below). You will be also muted.





[image: ]





As you were “Presenter”, the GoToWebinar system has upgraded your status to the “Panelist” and the function “raise hand” has been removed from your control panel. To get it back, you’ll need to close the current session and to reconnect to it again as an attendee (repeat steps 4 and 5).





Should you connection fail, you can always re-connect to the session by repeating steps 4 and 5.
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ECO Guide for chairmen

ECO Guide on virtual participation for chairmen





1. Virtual participation in physical meetings is implemented by means of a GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.





2. [bookmark: _GoBack]Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).





3. In advance of the meeting start time (at least 30 minutes) open the discussion document (e.g. meeting’s agenda) and let the assistant (an ECO staff member or other person) to prepare your PC for sessions with virtual participation. 





Alternatively, you can prepare your PC yourself following the instructions in the Annex and coordinating your steps with the assistant.








4. Agree with the assistant on the method of giving the floor to virtual participants. The assistant, when giving the floor to a virtual participant, will be introducing him/her to the meeting. Always introduce physical participants in the meeting room, at least mentioning their affiliation, when giving them the floor.





5. Virtual participants are advised that there is a technical possibility for them to do the following:


· listen to audio coming from any unmuted microphone, either in a meeting room or from other virtual participants;


· request the floor by ‘raising hand’ in the control panel;


· make verbal comments, when prompted by the chairman, which will be heard by both physical and virtual participants;


· write some text directly in the discussion document if prompted by the chairman;


· present own documents to both physical and virtual participants if prompted by the chairman;


· send written questions on the procedure and connection related issues to the assistant.





6. In case there is a need for a physical participant in the meeting room to present a document, he/she shall join the GoToWebinar session and temporarily made “Presenter” by the assistant. This person can either present the document from  his/her place or go to the chairman’s place and connect the meeting room’s video projector to his/her PC.  Any table microphone can be used. In both cases the document will be visible on the big screen in the meeting room and on the PC’s of virtual participants. 
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Annex - setup of chairman's PC


[bookmark: _GoBack]Annex



SETTING UP THE CHAIRMAN’S PC







1. In advance of the meeting start time (at least 30 minutes) check with the assistant (an ECO staff member or other person) that the GoToWebinar session for virtual participation has been started.







2. Either go to http://joinwebinar.com and enter the Webinar-ID given by the assistant or click on the personal URL provided by the system with the confirmation of your registration to the scheduled GoToWebinar session for virtual participation.



[image: ]







3. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “<Name_of_the_group> Chairman” (see example in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to all virtual participants.







[image: ]











4. Open the discussion document (for example, meeting’s agenda) on your PC and inform the assistant.















5. The assistant will make you “Organizer” and then “Presenter”. When prompted by the system to show your screen, choose the option “Screen – CLEAN”.



 



[image: ]







6. The discussion document on your PC can now be seen by the attendees. The transmission of sound will be started by the assistant who will notify you accordingly.
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ECO Guide for chairman's assistant

ECO Guide on virtual participation for chairman’s assistant


1. Virtual participation in physical meetings is implemented by means of a GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.


2. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).


3. At least 30 minutes in advance of the meeting start time do the following:





3.1. Start the web-camera in the meeting room (optional).





3.2. Advised by the relevant ECO expert launch a new or a scheduled GoToWebinar session on the assistant’s PC (your PC) or join the session remotely launched by the ECO expert who will make you an “Organizer”.  





3.3. Go to “Preferences” in the GoToWebinar (right click on the blue flower) and put “Meeting room” in the “Name” field under “General”. Also make sure that the “Stop screen sharing after” option is NOT ticked (see the picture).


[image: ]


3.4. [image: ]Go to the “Connection” menu item and test your connection.





3.5. Activate the connection between the audio system in the meeting room and the assistant’s PC or request an authorized person to do this.





3.6. Go to the “Audio” menu item:


· choose “Line In” in the “Microphone Setup” and test the microphone on the chairman’s table;


· [image: ]test the meeting room speakers by clicking on the “Play Sound” button, adjust the sound to a comfortable level by moving the sliding cursor (see the picture).


3.7. Test the virtual participation system with the help of the relevant ECO expert or other colleague who should perform as a virtual participant. Adjust the audio settings on the assistant’s PC if necessary.


 


4. Enable the first three options in the “Options” menu item of the GoToWebinar control panel.





[image: ]





5. Make sure that the discussion document (e.g. meeting’s agenda) is open on the chairman’s PC.





6. Go to http://joinwebianr.com on the chairman’s PC and join the session by entering the Webinar ID and the chairman’s e-mail. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “<Name_of_the_group> Chairman” (see example in the picture below); also enter the chairman’s e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to all virtual participants.


[image: ]





7. On the assistant’s PC go to the “Attendees” pane and make the chairman “Organizer” (right-click on the name in the list of attendees). He/she will now appear in the “Staff” pane. Go to the “Staff” pane and make the chairman “Presenter” (right-click on the name in the list of staff members).





8. The Chairman shall choose the “Screen - CLEAN” option when prompted. 





9. Send the Webinar ID to the registered virtual participants and invite them to join the session (in case the webinar was not scheduled in advance where participants receive personal URLs).





10. The discussion document on the chairman’s PC can now be seen by the attendees. Sound is not being transmitted yet.





11. Start broadcast on the assistant’s PC by clicking on the “Start Broadcast” button. The attendees are now in the “listen only” mode (i.e. muted) and can hear sound from any turned on microphone in the meeting room.


[image: ]











12. Agree with the chairman on the method to give the floor to the virtual participants (attendees).





13. Attendees are advised to ask procedure- and connection related questions by using the “Questions/Chat” pane of their control panel which will be visible only to “Organizers” and envisaged to be answered by the assistant. 





14. If an attendee “raises hand”, it will appear either next to his/her name in the list of attendees or as the lowest icon in the control bar (if the “Attendee List” pane is collapsed).





[image: C:\Users\Gulyaev\AppData\Local\Temp\SNAGHTML1c47126b.PNG] [image: ]





15. [image: ]Give the floor to individual attendees with raised hands by unmuting their microphones (click on the crossed out green microphone icon next to their names in the “Attendees” pane) and introducing them to the meeting before inviting them to go ahead with their comment. 


16. [image: ]When an attendee speaks, adjust the sound level using the sound icon in the right end of the taskbar on the assistant’s PC if necessary.





17. Attendees can make written proposals to the discussion document if they are given control over it by the “Presenter” (the chairman). The chairman will always have a priority over mouse/keyboard.





[image: ]











18. An attendee can also request a permission to present a document to the meeting. In this case he/she should be made “Presenter” by the assistant with consent of the chairman (right click on the attendee’s name in the list of attendees). When the presentation and discussion is over, the chairman shall be made “Presenter” again by the assistant. The attendee (who will now appear in the “Staff” pane) shall be muted and can be dismissed and requested to re-connect if he/she wants to keep the option “raise hand” (after the re-connection the attendee will again appear in the “Attendees” pane).





19. Always remember to mute unmuted attendees by clicking on the green microphone icon next to their names in the list of attendees as well as to lower raised hands by clicking on the “raised hand” icon next to the attendees’ names when the discussion is over.





20. In case there is a need for a person in the meeting room to present a document, this person shall also join the GoToWebinar session. He/she shall be then made “Presenter” (right-click on the name in the “Attendees” pane) and muted by the assistant as soon as he/she appears in the “Staff” pane (to avoid echo). This person shall make sure that his/her PC speakers are not conveying any sound into the meeting room. This person can either present the document from  his/her place or go to the chairman’s place and connect the meeting room’s video projector to his/her PC.  Any table microphone can be used. In both cases the document will be visible on the big screen in the meeting room and on the PC’s of virtual participants. When the presentation is over, the chairman should be made “Presenter” again and the newly joined attendee from the meeting room shall be dismissed by the assistant.





21. Make sure physical participants in the meeting room are clearly identified when they take the floor.





22. If needed, the sound from attendees can be immediately turned off by unplugging the cable connected to the “audio out” port of the assistant’s PC or by using the table audio switch (optional).





23. When the meeting is over for the virtual participants, end the Webinar session for all and also switch off the web-camera in the meeting room.
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IT-security related information.doc

IT-security related information for GoToMeeting / GoToWebinar



GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 


1. SYSTEM REQUIREMENTS


For PC-based participants:


· Internet Explorer® 6.0 or newer, Mozilla® Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Windows® 2000, XP, 2003 Server or Vista 



· Cable modem, DSL, or better Internet connection 



· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)



For Mac-based participants:


· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 



· Mac OS® X 10.4 (Tiger®) or newer 



· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 



· Cable modem, DSL, or better Internet connection



Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).


2. INSTALLATION


Users of GoToMeeting/GoToWebinar can either:


· join a meeting, or



· host a meeting.


To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting” on the front page. 



If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.


No admin rights are needed to run this file.



Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]




located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 



To join a GoToMeeting session one does not need a GoToMeeting account.



To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.


Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.


3. CONNECTION


In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.


If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.



If you are still not able to connect, please proceed as follows:



1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.



2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.



Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.



While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.



4. QUESTIONS AND ANSWERS


This section contains additional IT-security related information taken from www.gotomeeting.com. 


How do I join an online meeting?



You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:



1. Go to www.joingotomeeting.com. 



2. Type or paste in the Meeting ID provided by the meeting organizer. 



3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 



4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.



You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page


Do I need to allow cookies in my Internet Browser to use GoToMeeting?


If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account



Is my online meeting session secure?



Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.



How does GoToMeeting work with firewalls?



When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 


Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?



No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.


How do I ensure that only invited attendees can gain access to my meetings?






In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.



� Version of 11 January 2010
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GOTowebl nar{ ORGANIZER QUICK START GUIDE

NOTES ON USING GOTOWEBINAR

GoToWebinar organizers may hold Webinars for up to 1,000 attendees. The Webinar process can be broken into three
stages: Webinar Planning, Webinar Presentation and Webinar Follow-up.

Organizers need to first log in to GoToWebinar and activate their GoToWebinar accounts before they can begin the
Webinar setup process. For GoToMeeting Corporate plans, contact your company administrator if you don’t have an
account already.

Webinar Checklist

Schedule (date, time, topic)

Customize Settings (branding, registration, polling, survey)

Promote (registration report, secondary invitations/tailored messaging, reminders, follow-up)
Practice

Present

HEAEAA

Webinar Follow-up

SCHEDULE

1. Log in to www.gotowebinar.com.

2. Click Schedule a Webinar in the left navigation menu and a three-step Schedule a Webinar page will load.
Step 1: Webinar Details - Enter your Webinar Details and click Save and Continue.

Step 2: Branding and Theme - Brand your Webinar communications and Webinar Waiting Room with a theme and
company logo. Preview your work and click Save and Continue.

Step 3: Registration - Customize your Webinar registration form and click Save and Email me the Invitation.

Using GoToWebinar Total Audio Service

GoToWebinar includes an audio conference

- Choose Audio Conference Option More Info
service at no extra cost to you. Choose I

between phone and Voice over Internet GoToWebinar Audio Service:

Protocol (VolP) or allow both options. You

can also include local toll dial-in numbers (") WolP only (requires microphone and speakers)
for European countries. {:} Telephone only

You may decide to use this service or {¥) Both

choose another method of bringing audio to

your online Webinars (click Provide your -OR-

own conference call number). )
) Provide your own conference call number

Note: If you choose to use your own audio
service provider for the audio portion of the

Webinar, GoToWebinar will include your With GoToWebinar audio service:

dial-in numbers with the Webinar Attendees can speak if un-muted by an organizer. Panelists and
information; however GoToWebinar audio organizers are un-muted by defaut.

features (such as VolP and audio

management) do not apply. Includes local toll numbers for:

United States
Add more countries

© 2008 Citrix Online, LLC. All rights reserved. 1
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CUSTOMIZE or EDIT
Once a Webinar is scheduled, organizers can customize or edit additional aspects of the Webinar.

1. Log in to your account and scroll to the Webinar you want to customize or edit.
2. Click the Change Session Settings drop-down menu and select the feature you want to customize or edit.

PROMOTE

Invite Participants
After scheduling your Webinar, you will receive the Webinar Invitation in your email application.

1. Forward the Webinar Invitation to your attendees or to a third party, such as a list broker. You can also save the
Webinar Invitation in an HTML format and post to your personal or company Web site.

If you make any changes to the Registration Form you will need to resend yourself the Webinar Invitation.
1. Log in to your account.

2. On the My Webinars page, scroll to the Webinar for which you want to receive the Webinar Invitation. To the right
of the Webinar, click the Email me the Invitation link. The Webinar Invitation is sent to the email address on
your account.

Track registrations
1. Log in to your account.

2. On the My Webinars page, click next to the Webinar date for which you want to view registrants.

3. Click PDF, CSV, Excel or HTML to download a registration report, or refer to the at-a-glance summary of
registration statistics.

PRACTICE

Before the day of your Webinar you should allow time to practice your Webinar and include any other Webinar
organizers and/or panelists. The Practice feature allows organizers to run an unlimited number of practice sessions
before the scheduled Webinar start time. All settings and customization made to a Webinar will apply to the practice
session.

Practice Your Webinar

1. Log in to your account.

2. On the My Webinars page, find the Webinar you want to practice and click Practice.

3. Panelists and organizers can join the practice session by clicking the link provided in their invitation email.

Note: While in Practice mode, registrants will not be able to join the Webinar. You can click the Start button on the
GoToWebinar Control Panel to start your Webinar and allow registrants to join.

PRESENT

Start a Scheduled Webinar
1. Log in to your account.
2. On the My Webinars page, locate the Webinar you want to start and click the Start button.
3. If prompted, click Yes, Grant or Trust to accept the GoToWebinar download.
Your Webinar will start and the GoToWebinar Organizer Control Panel will appear in the right side of your desktop.
4. Join the audio portion of the Webinar.

© 2008 Citrix Online, LLC. All rights reserved. 2
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Manage the GoToWebinar Total Audio Service

Start the Webinar

VolP and Telephone: If you have selected the option
to use either VolP or Telephone for your Webinar, you
will see the options “Use Telephone” and “Use Mic &
Speakers” in your Control Panel. The default mode is Mic
& Speakers; however, GoToWebinar will remember your
selection for your next event.

If you are joined via Mic & Speakers, you must click
Start Broadcast to begin the audio portion of your
Webinar. Before starting the broadcast, you will be joined
in a subconference with all other organizers and panelists
you invited.

Telephone: If you have selected the option to use
Telephone only for your Webinar, you must join the audio
portion by dialing the conference number and providing
the Access Code and Audio PIN noted in your Control
Panel.

If you are joined via the telephone, you must press *1
on your telephone keypad to begin the audio portion of
your Webinar. Before starting the broadcast, you will be
joined in a subconference with all other organizers and
panelists you invited.

VolIP Best Practices

' File Options View Help

3[[Es
Audio On for Staff Only

File Options View Help

[=] Audio
Audio Mode: C Use Telephone =
® Use Mic & Speakers
& daaen sl
Audio Setup

Do Jfm)lx]

Audio On for 5taff Only

Pre==s *1 to Start the Broadcast for all attendees.

=] Audio
Audio Mode: Telephone =

Dial: (805) 879-4138
Access Code: 105-969-074
Audio PIN: 34

If you have already dialed in, prezs #34% now.

Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When
using VolP, the following best practices are recommended:

As with any Webinar, it is important to test your sound quality and audio settings before your live event. In
addition to testing your audio settings on the Audio tab in GoToMeeting/GoToWebinar Preferences menu, it is
recommended to start your Webinar in Practice mode with other organizers or panelists to provide feedback on

your voice quality.

For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.

If a headset is not available, a microphone is required, preferably a USB microphone for ease of use.

If using a microphone, it should be at least 1.5 feet away from any speakers built in or connected to your

computer.

Unplug any devices, such as a Webcam, that have a built-in microphone.

The use of a Webcam microphone is not recommended.

If you plan to record your meeting, be sure to test the recording feature while in Practice mode.

© 2008 Citrix Online, LLC. All rights reserved.
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Dial In to the Conference Call Using the GoToWebinar Audio Service

At the specified Webinar time, dial the conference call number. When prompted, enter the access code followed by the

# key.

Once in a conference call, the organizer is automatically entered into a sub-conference between all organizers and
panelists. To start the conference call for all participants, an organizer must press *1.

Organizer Telephone Commands

Command Function Action
x Starts the conference call. Organizers and panelists are initially joined in a sub-
1 Start - .
conference until *1 is pressed.
*2 Count Provides the number of attendees dialed in to the conference.
*3 Exit Exits the organizer from the conference call.
*4 Menu Provides a menu of available conference commands.
Sets mute and un-mute for organizer and panelist lines. By default, organizers
A R L .
Mute/Unmute and_ par}ellsts are first joined unmuted. Pressing * 5 cycles through the following
*5 Organizers and options:
. e Mute: organizers and panelists can unmute themselves by pressing *6.
Panelists . . .
e Mute: organizers and panelists cannot unmute themselves
e Unmute: organizers and panelists are unmuted (default)
Organizer . . . . . . .
* x|
6 Mute/Unmute Organizer can mute his/her line. Pressing *6 again will unmute the line.
Sets entry and exit chimes. By default, entry and exit chimes are off. Pressing *8
cycles through the following options:
* . e Entry chime off and exit chime on
8 Chime Control e Entry chime on and exit chime off
e Entry and exit chimes on
e Entry and exit chimes off

Manage Attendee Audio

Attendees who join the audio portion of your Webinar are joined muted by default. Attendees joined via VolP will have
a microphone icon next to their name. Attendees joined via telephone will have a handset icon next to their name.

Note: Up to 25 attendees can be
unmuted at any one time (this is a
combination of VolP and phone
attendees).

Attendee, joined via VolP, muted
(default) (a)

Attendee, joined via telephone,
muted (default) (b)

Attendee joined via telephone,
unmuted (c)

Attendees who join the Webinar via
telephone must enter their Audio
PIN so that you have full audio
controls through the Organizer
Control Panel. If not entered, you
can right-click the person’s name
and select Send Audio PIN. This will
send a pop-up message with the
Audio PIN to that person (c)

Attendee, joined via VolIP,
unmuted (d)

oo T o

[=] Attendee List (14| Max 1001}

(%]

Attendees (9) Staff (5)
& A B4 NAMES - ALPHABETICALLY
» Liam O'Connor
i Stacy Leonard
| S 7 Su=zanna Kenyon-Kuir
Suzig Smith

vl 2 Todd Suzie Smith

¥ Mute AT

)

- Audio PIN #50#% Mot Entered
Send Audio PIN #30# to Enable Muting

Make Presenter..,
Make FPanelist, ..
Make Crganizer...

Allow Attendee List

Send Chat Message. ..
Copy Email Address to Clipboard

Dismiss Suzie Smith. ..

© 2008 Citrix Online, LLC. All rights reserved.
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Organizer Control Panel

When the organizer first joins the Webinar, the Organizer Control Panel appears on the right side of the desktop. The
Organizer Control Panel gives organizers access to various organizer and presenter functions. The Control Panel can be

customized — panes can be re-ordered and those with can be un-docked from the Control Panel and resized.

i e

{4
Vid|
U Dashboard, Audience View and Recording panes are not available in the Mac Organizer Control Panel.

Menus

Provides access to leaving/ending the Webinar,
attendee options, Control Panel tools and online
help files (a)

Screen Sharing

Provides presenter with a visual reminder of On Air
status, the ability to show/pause/stop screen
sharing, share keyboard and mouse control and
change presenters (see the Presenter Screen Tools
Pane section of this guide) (b)

Grab Tab

Enables presenter to minimize the Control Panel to
the side of the desktop to display his/her full
desktop to attendees and still access Screen
Sharing tools (see the Presenter Control Panel Grab
Tab section of this guide) (c)

Dashboard Pane

Provides organizers with a quick view of the timer,
attendance, audience attentiveness, number of
unanswered attendee questions and number of
hands raised (see the Dashboard Pane section of
this guide) (d)

Attendee List Pane

Provides organizers with the ability to manage all
Webinar attendees (see the Manage Attendees
section of this guide) (e)

Audio Pane

Enables organizers to manage their audio format,
audio service and audio setup (see the Audio Pane
section of this guide) (f)

Webinar Information Pane

Provided for quick reference; Webinar ID can be
given to someone to join through
www.gotowebinar.com (g)

Additional Control Panel Panes

See the next section for additional Control Panel
features

CEEk

File Options View Help
[=] Screen Sharing

b—a o

Show My Stop f =
Soreen |  Showing Presenter
——— Screen
¢ I[»]|(= pashboard =[x
m Dasration; 80 Minutes
Timer: [40:25 -19:35]
@ Attendance:[15 Here ]
@ v Attentive: (73% R
d Questions: 3
Hand= Raized: 310 (30%] |
[=] Attendes List (15 Max 1001} (%] |
@ Attendees (10) Staff (5)
@ & A B 4 NAMES - ALPHABETICALLY -~
4 Liam O"Connor ™
—|[| Stacy Leonard
€ » 7 Su=zanna Kenyon-Muir
4" Suzie Smith
#one Todd Lewis W
| 2 mute an | [ a1 | search| &
[=] Audio |
Audio Mode: O Use Telephone =)
f ® Use Mic & Speakers
& MUTED g @@@aeonc
Audio Setup

Talking: tanya =mallwood

Customer Satisfaction Guaranteed
g VWebinar ID: 408-538-206

Golo\/\ebinar™ |

© 2008 Citrix Online, LLC. All rights reserved.







Golo\Webinar’

ORGANIZER QUICK START GUIDE

Presenter Control Panel Grab Tab

No attendees

Click and drag to move Grab Tab up have

or down (a) arrived

Click to show/hide Control Panel (b) a | =

Shows On Air status (c) b (]
OFF

Shares screen. Right-click for screen c AR

sharing options (d) 6

Stop screen sharing (e) d

Grant shared keyboard/mouse control e

to another organizer or panelist (f)

Pass presenter role to another f

organizer or panelist (g)

Use Drawing Tools to annotate your 9

presentation (h) h @

Record a Webinar

1. From the Organizer Control Panel, click the View menu
and select Recording.

2. Click Settings in the Recording pane and confirm that
your Audio and Video options are set correctly. For
detailed Audio and Video options, click on the Need
audio help? link and Learn more links, respectively.

Note: Be sure to check your audio device settings
under the Audio tab.

3. In the Save in: section, click the Browse button to
identify where you would like to save your recording.

Note: For optimum recording performance and in-
session experience, it is recommended that you select
a location on your local hard drive.

Click OK to save your settings.

No o s

Troubleshooting Webinar Recording

Attendees Attendees Attendees
arrived, arrived, arrived,
presenting presentation presentation
desktop paused stopped
]
[oFF |
AlR

=) =) =)

[=] Screen Sharing
Stopped Mo one sees your screen

QO 06

Show My Stop Give Change
Serean.| S g Keyboard Presenter
& Mouse
Start Recording | 147.1 GB remaining ( Settings >

In the Recording pane, click the Start Record button to start recording.
Click Show My Screen to capture the video portion of the recording.
Click File and select End Webinar for all to view the completed recording.

To troubleshoot recording, please see http://www.gotomeeting.com/s/audiohelp and

http://www.gotomeeting.com/s/audiolearn. These links can also be accessed from the recording category under

Organizer Preferences.

© 2008 Citrix Online, LLC. All rights reserved.
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Manage Attendees

Organizers can manage attendees and the Webinar staff through the Attendee List pane, either by column or by right-

clicking each organizer or panelist name.

Attendee List Pane

Click tabs to view Attendee or
Staff list (a)

Click a column to sort. Right-click to
show/hide columns (b)

Click to mute/unmute attendees (c)
Shows attendee attentiveness (d)
Shows attendee has a question (e)

Right-click attendee name for
attendee options (f)

Shows attendee has raised hand (g)

Attendee Right-click

Pass presenter role — this also promotes
attendee to panelist (a)

Promote to panelist role (b)
Promote to organizer role (c)

Allow this attendee to view
Attendee List (d)

Send chat to this attendee. Attendees
will see chat in their Questions pane.
Staff will see chat in their Chat pane (e)

Dismiss attendee from the Webinar (f)

[=| Attendes List (14 Max 1001}
Attendees (9)

=] Attendee List (14| Max 1001) 5| [%]
Attendees (9) Staff (5) .

— %A 41 NAMES - ALPHABETICALLY

P Liam O'Connor A
—_— Stacy Leonard
_— &3 Suzanna Kenyvon-Muir

Suzie Smith
# 4" Todd Lewis v

j‘: Al Search @

5[]

Staff (5)

& 4 B4 NAMES- ALPHABETICALLY

Liam D' nnnnr

Liam O'Connor

& Mute Al | |€0 A

Stacy
- Connected to Audio
Susar : :
& Mute Liam O'Connor
Suzie
Todd Make Presenter...
Make Panelist. ..
Make Organizer...

Allow Attendee List

o 0 T 9

Send Chat Message. ..
Copy Email Address to Clipboard

Dismiss Liam O'Connar.”.
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Dashboard Pane

The Dashboard pane assists organizers in monitoring a Webinar at a glance. Organizers can quickly view the timer,
attendance and audience attentiveness and hand raising. If the Questions feature is turned on, organizers can see the
number of unanswered questions queued in the Questions pane, then click the number to open the Questions pane.

r T

ViEl
U Mac users do not have a Dashboard pane.

Timer begins when Presenter clicks Show My Screen (a)
Attentive = attendee’s Viewer is in foreground
Inattentive = attendee’s Viewer is not in foreground (b)

Quick-view of number of attendee questions in the queue.
Click the number to open the Questions pane (c)

Attendees can raise their hand if enabled by the
organizer. Click the number to view who has raised hands
in the Attendee List (d)

Questions Pane

(@]

d

——Hands Raized: 310 (30%)

[=] Dashboard EES
Duerstion: B0 Minutes
Timer: | 40: 25 -19:35|

Attendan-:e:[ﬁ]—here ]

v, Attentive: [73% M AT

Questions: 5

The Questions pane enables organizers to engage their audience. Organizers can sort questions and flag them with
priority. Questions can also be assigned to another organizer or, for example, to a panelist attending as a subject-

matter expert.

Check to show answered questions (a)

Type in answer. Click Send Privately or Send to All (b)
Right-click any column header to show/hide columns (c)
Icon indicates answered questions (d)

Click to set priority (d)

Click to snap the Question and Answer pane on and off of the Control Panel (e)

| a b c d | e
Ii Questions El
Show Anzwersed Questions
X Question Asker Rec'd Answerer H Answer
Will you be covering recording ip the | ves
o g g g Nick Pav 12:24 P Joe Smith (Panelist, M) v
Will thiz 2e==ion be recorded? Mick Pav 2:32 PM | Joe Smith (Panelist, Me) |

Send Privatehy

P To assign a question to another organizer or panelist

1. Click the question you want to forward. This will highlight the question.

2. Right-click the question field and select Assign Question to.

3. Select the name of the organizer or panelist you want assigned to the question.

Note: Only organizers can see all questions and answers, set question priority and assign questions. Panelists can only
see questions that are assigned to them by organizers. Panelists can only answer privately to an attendee.

© 2008 Citrix Online, LLC. All rights reserved.
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Polling

Organizers can use polls to revive and engage an audience or to focus its attention. Polls can be created pre-Webinar or
in-session on the fly. After a poll has been closed, organizers can choose to show the results immediately or at a later
time in the Webinar.

While polling is managed by organizers only, an organizer does not have to be presenting to launch a poll.

» To launch a poll

1. In the Polls pane, scroll to the poll you want to launch and click the Open Poll button. Attendees will see the
poll in their Viewer Window.

2. After you have given attendees time to answer, click the Close Poll button.

P To show poll results
1. In the Polls pane, scroll to the poll for which you want to show the results.
2. Click the Show Results button.

3. Click Hide Results to resume your presentation.

P To create or edit polls in-session
1. Open the Polls pane in the Organizer Control Panel.
2. If you are presenting, be sure to pause or stop screen sharing.
3. Click Manage Polls. If prompted, log in to your account. The Polls page will load.
4

After making your changes, click Save Changes.
Log out of your account. Your new or updated polls will appear in the Polls pane of the Organizer Control
Panel.

End a Webinar

1. On the GoToWebinar Organizer Control Panel file menu, select Exit — End Webinar.

2. On the End Webinar confirmation dialog box, click Yes.

Note: At least one organizer must be present to start, manage and end a Webinar. If an organizer chooses to leave a

Webinar while allowing it to continue, either another organizer must be present to continue the Webinar or the
organizer must promote another attendee or panelist to Webinar organizer.

© 2008 Citrix Online, LLC. All rights reserved.
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WEBINAR FOLLOW UP

Webinar Analysis

GoToWebinar organizers can get a snapshot view of Webinar statistics once a Webinar has ended. The snapshot view is
located in Webinar History on the GoToWebinar Web site. Organizers can view such statistics as the number of
registrants versus attendees and how many surveys were submitted (if created). Organizers can also access the
Performance Report and the Attendee Report, as well as links to Webinar follow-up tasks.

Webinar History

Search: |Enter"a'u'ebinart'rtle Past 30 davs '__-:

Sort By: | Most Recently Held &

Customer Satisfaction Guaranteed
Change Seftings: | Select sefting.. B4 view

Actual Date/Time Attended Live

Tue, Jun 3, 2008 10:35 AM - 10:52 AN PDT 361
Generate Report: Attendee Interest Rating Ftemied Live: 361
Aftendee Report [0 Overview Registered: 523
®poF OHTML 125 highly interested Aftendance Rate: B2%
O csv O Excel 109 moderately interested Poll Responses: 125

127 mildhy (ltsrested juweyg Submitted: 157

Recorded Webinar: Manage | Generate Report Viewed Recording: 52

Generate Reports

Organizers can get detailed Webinar information by using the Generate Reports feature. This reporting feature allows
organizers to view various statistics on Webinars for any date range in either PDF, HTML or Excel® format.

» To generate a report

1.
2.
3.

® N o o A

Log in to your account.

In the left navigation menu, click Generate Reports.

Select the report you want to generate (see report descriptions in the following pages):
. Registration Report

e Attendee Report

. Performance Report

. Recorded Webinar Report (GoToMeeting Corporate plans only)
Click Next.

Select the Date Range.

Select a Webinar.

Select the Report Format (PDF, HTML, Excel or Comma Delimited Text).

Click Generate Report. Your report will load in a new window.

© 2008 Citrix Online, LLC. All rights reserved. 10
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REGISTER FOR A WEBINAR
1. Click the registration link or button provided on a registration Web site or in an invitation email.
2. Complete the registration form.

3. You will receive an email confirming your registration for the Webinar, along with the option to
add the Webinar information to your Outlook® Calendar.
Note: Some Webinars may require organizer approval prior to the delivery of a confirmation email.

JOIN A WEBINAR

At the time of the Webinar, open the Webinar confirmation email or Outlook appointment.
Click the Join Webinar link provided in the confirmation email or Outlook appointment.

If prompted, click Yes, Grant or Trust to accept the download.

If requested, enter the Webinar password provided by your Webinar organizer.

Join the audio portion of the Webinar. Audio information is provided in the Audio pane of your
Control Panel, in the Webinar confirmation email and in the Outlook appointment.

ahowbhpE

AUDIO OPTIONS

Audio choices are determined by the Webinar (=), Audio

organizer. Your choice of audio mode is provided in =
the Audio pane of your Control Panel. By default, you  Audio Mode: "-_;;:'USE Telephone =
will be joined into the Webinar muted. (&) Use Mic & Speakers

If the option to Use Mic & Speakers is available you 2 90000 “

can join the Webinar via VolP. Andio Selup

Note: If you choose to join via VolP, you will need speakers to
listen to the Webinar and a microphone to speak (if the organizer
gives you speaking rights).

VolP Best Practices

If you join the Webinar using VolP, please note that audio quality can vary based on your audio

software/hardware manufacturer as well as your operating system. When using VolP, the following

best practices are recommended:

« For optimum sound quality, a headset is recommended, preferably a USB headset.

« If a headset is not available, speakers are required to listen to the Webinar and a USB
microphone to speak (if the organizer gives you speaking rights).

« If using a microphone, it should be at least 1.5 feet away from any speakers built in or
connected to your PC.

e The use of a Webcam microphone is not recommended.

« If you are unmuted by the organizer, you may need to turn the volume down on your speakers
to avoid echo.

P To switch audio formats during a Webinar
If the organizer has given attendees a choice in how 5] audio
to join the audio portion of the Webinar, you can

switch between using VoIP (Mic & Speakers) or your  Audio Mode: ©Use Telephone @
telephone during the Webinar session. O Use Mic & Speakers
. . Dial: (702) 824-9512
In the Audio pane, select either Use Telephone or Access Code: 613-970-293
Use Mic & Speakers. If joining via telephone, be sure Audio PIN: 25

to enter the Audio PIN noted in your Control Panel. T T DT TR T

L . (and additienal numbers ..}
Note: If you choose to join via VolP, you will need speakers to

listen to the Webinar and a microphone to speak (if the organizer
gives you speaking rights).

© 2008 Citrix Online. All rights reserved. 1
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ACCESS WEBINAR HELP

ATTENDEE QUICK REFERENCE GUIDE

. i i | T[]
Click Help at the top of the Control Panel to access [ F'w”| GeTavebinar Fielp | e
online help.

P About GoToWebinar
USING THE CONTROL PANEL
Once you have joined the Webinar you :
will see the Attendee Control Panel and i =/l
Grab Tab. The Control Panel contains _ [=] Aftendee List (2] Max 201)
a
panes that can be expanded or_collapsed Attendees (1) Staff (1)
by clicking the +/- on the left side of each -
HAMES - ALPHABETICALLY -
pane. &
—. ||| # Corena Bahr (Me}
Note: Viewing the Attendee List, raising your hand b =
and asking questions are only available if the E
organizer has enabled these features. @
@ Search |
e Attendee List (viewable only if organizer has @ | @
B
enabled) @ &S (=] Audio
. lCirab |T6(‘;b|'_kC"Ck arr:Jwtto olpe\rlw_/closev\cll'or(ljtrol Audio Mode: O Use Telephone
anel. Click square to toggle Viewer Window 4
between full screen/window mode. Click hand c | @ Use Mic & Speakers
icon to raise/lower hand. Click mic icon to
mute/unmute your audio (if organizer has & MUTED 43 g@nnn
enabled) (b) udio Set
udie Setup
e Audio pane — Select audio format. Click Audio ) ) ]
Setup to select Mic & Speakers devices (c) Talking: Suzie Smith
e Questions pane— If turned on by an organizer, |=] Questions
attendees can submit questions and review d )
answers. Broadcast messages to attendees will Questions Log
also show here (d) 0= there a volume dizcount?
e Type your question and click Send to submit it A e=! We will =end you more info after the
to the organizer (e) event.
e Webinar details — Provided for quick reference v
® ke
e
Send
Webinar How
f Webinar ID: 731-938-051
Golo\\Vebinar™ f
|
LEAVE A WEBINAR
Click File and select Exit — Leave Webinar to exit a [ e ——— DEEEE
session. =

Save Question and Answer Log...

| Exit - Leave Webinar |

© 2008 Citrix Online. All rights reserved. 2
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GoToMeeting Attendee Interface





NOTES


The GoToMeeting attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.





Click 1, 2 and 3:


			Clicking the arrows on the Grab Tab opens and closes the Control Panel.








Click 4:


			Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.








Click 5 and 6:


			Attendees joined via telephone must punch in their Audio Pin on their telephone keypad so that organizers can unmute them if desired.








Click 6:


			Attendees can communicate with organizers and other attendees through the Chat box (if enabled by the organizer). 








Click 7:


			In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.





phone number











: © Use Telephone.
OUse Mic & Speakers

Dial: +1 516 453 0011
Access Code: 710-662-522
Audio PIN: 18
It youre akready on the call press #15% now.
(and addional numbers .)

©
















Monthly Manager's Meetin

Organizer: Barbara Beck | Presenter: Corena Bahr
Audio Use your microphane and speakers (VolP) o calin using your elephone.

United States: 41616 453,0010
Access Coda: 406127021
Ao I 55

fonalConfren






Full Sreen
v Vindow

v Auto-Hide the Control Panel
Hide Control Panel

Default Control Panel Layout
Save this Startup Layout.






Discount
Photo Git...

My Computer











& [ Tanya Smaliwood (Organizer, Present...

&) |1oe Nice Guy (Ve)

Audio Mode: O Uss Telephone
@ Use Mic & Speakers

“ 000

chat Log

Joe Nice Guy (1o Al Entre Audience):
D0 you know what time this ends?
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GoToWebinar Attendee Interface








1. Viewer Window


2. Control Panel





NOTES


The GoToWebinar attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.





Click 1 and 2:


			Clicking the arrows on the Grab Tab opens and closes the Control Panel.








Click 3:


			Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.








Click 4 and 5:


			Attendees joined via telephone must punch in their Audio Pin on their telephone keypad so that organizers can unmute them if desired.








Click 6:


			Attendees can communicate with organizers through the Questions box. This is also where answers and broadcast messages are received.








Click 7:


			Clicking the hand icon on the Grab Tab raises and lowers attendee’s hand.








Click 8:


			In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.














Full Sreen
v Vindow

v Auto-Hide the Control Panel
Hide Control Panel

Default Control Panel Layout
Save this Startup Layout.






GoToWebinar Viewer (=

&

CB Preseuntations .,
Give Online Punch

Audio: Use your microphone and speakers (VoIP) or call in using your telephone.

Dial: (805) 8794135
Access Code’ 105-748-644

Audio PIN: 74

Corena Bahr
CEO and Founder
B Presentations

CITRIX ®






Fie View Help (=B
Audio Mode: © Use Telephone
O Use Mic & Speakers
Dial: (805) 8794135
Access Code: 105743644
Audio PIN: 74
Fyou're aieady on the cal, press #7:4# now.

Questons Log

>

Welcome! Please type any questions/comments.
n the Question and Answer secton of your
controlpanel.

I

(3

Enier  questeon for saf]

Give Online Punch
Webinar D: §76.794-862

GoTo\\Vebinar™






e @®}










Fie View Hep

Blawo

Audio Mode: O Use Telephone
®Use Mic & Speakers

& muTeD

Audio Setup

Give Online Punch
Webinar D: §76.794-862

GoTo\\Vebinar™
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1.0 General overview

1.1 Navigating the website

1.1.1 CEPT family websites menu
iy CEPT ECC ECQ CERP ComdTU

From this menu you can access the different areas (CEPT, its three Committees and the Office) within
the CEPT organisation. The highlighted area indicates the current section, in this example ECC.

1.1.2 Main menu

ECC = | Groups = Deliverables » Tools and Services » Topics * ECC Meeting Documents  ECC Meeting Calendar

The main menu indicates the current area you are in. The menu stays on top of the page for easy access
to related pages within the area, in this case ECC.

1.1.3 Group menu

SE 24 - Short Range Devices ~ | Meeting documents | Meeting calendar | Admin

All pages related to a group are located under the dropdown menu T . You can always find pages for
Terms of Reference and Contacts listed.





2.0 Groups

Please note: before setting up interactions with groups, such as requesting regular updates,
registering to meetings, or applying for full membership, you need to register a profile as described in
Section 3 of this guide.

Groups are home to Members, Meetings and Meeting Documents. You can attend meetings, download
documents and get news updates from groups. This chapter takes you through the central features and
how they work.

NOTE: The group SE 24 is used as an example in this chapter but the functionality described applies to all

Groups =

groups throughout the website. Groups are available through the dropdown-menu at the top

of the page.

2.0.1 Group membership

In a nutshell group membership gives you access to the protected documents for the group.
Membership replaces the old way of having passwords to access files.

In order to become a member a user needs to apply for membership. It is up to the Chairman to
approve users individually through the administrative interface for the group.

See chapter 2.1.4.3 Request group membership, for how to become a member of a group.

2.1 Group content

Groups have different types of content. On the front page you will find a news feed, a promotional spot
and links relating to the group.

2.1.1 News

News is listed on the left when you enter a group. The list shows news items in reverse chronological
order with the most recent posts on top. Clicking the title of the news item takes you to the full news
article.





2.1.3 Links

There are three boxes available for adding links on a group’s front page. If you do not add any links in a
box the box will not show on the group’s front page.

2.1.4 Group information box & Group information

SE 24 - Short Range Devices
The Group information box is specific to the group and is always visible when View details
you are in a group. The following functions are available. Add to favorite groups (2)

Watch this group (@
Reguest group membership

2.1.4.1 Add to favourites

- You can add this group to your favourites by selecting this checkbox. A link will appear under
your "My Profile" box for quick access to the group.

2.1.4.2 Watch this group

- By watching this group you will get news updates from the group in you personal Start page.
Your Start page is available through the "My Profile" box.

2.1.4.3 Request group membership

- Inorder to become a member of the group you need to apply for membership via the link in the
Group information box. The link will take you to a form where you can submit your application
to the Chairman of the group.





3.0 User profile

& John Smith

Start page My Settings My groups My meetings My notifications

The User profile is central to how you interact with the different features such as Groups, Meeting

documents and the Meeting calendar. In this section we will go through the different aspects of your

profile and what it can do for you in keeping up to date with the latest activities
in your groups of interest.

3.0.1 My profile

Throughout the website you have the “My profile” box available in the right-hand
side of the page. From here you have quick access to the main pages of your
profile along with your favourite groups.

3.0.2 Favourite groups

In order to get quick access to the groups you are working with the most, you can
add groups to your favourites list through the Group information box.

1. Go to the group you want to add to your favourites

2. Locate é# Groupinformation  gnd click the checkbox next to “Add to favourite
groups”

3. Group link is added to your profile-box under “Favourite groups”

& My Profile

John Smith
Edit profile  Log out

Start page
Wy groups

My Profile-box
Quick access to Start Page,
Your meetings and Groups.

& Group information

SE 24 - Short Range Devices

View details
Add to favorite groups (%)
[~]Watch this group 2

Reguest group membershi

Group information
Different functions related
to the group. “Add to
favourites” can be accessed
from here.





3.1 Start page

& John Smith

Start page My Settings My groups My meetings My notifications

The Start page is the entry page for your profile. This page
contains updates on group news, meeting activities and
document updates.

3.1.1 News feed

The news feed on the left contains the most recent news
from:

1. Groups you are a member of

2. Groups you are watching

Satpage | MySefings | Mygous  Mymestngs | My nothicatons

hiy upeeming mestings

Latest documents in my greups

The vary frst news fem

Start page
From the start page you have access to the most

recent news from the groups you’re a member of or

that you are watching.

The news is listed in reverse chronological order with the most recent news item on top.

3.1.2 Upcoming meeting

The meetings listed under this heading are from the groups of which you are a member and the groups

you are watching.

3.1.3 Latest documents

The documents listed under this heading are the most recent ones from the groups of which you are a

member of or are watching.





3.2 My Settings

Start page My Settings My groups My meetings My notifications

You can change any personal information from the My Settings page.

NOTE: If you choose to change your primary email after you update your settings you will be redirected
to the front page of the website.

3.3 My groups
Start page My Settings My groups My meetings My notifications

This page gives you an overview of all the groups available under CEPT.org. The group-hierarchy is
marked with icons indicating your personal involvement in the groups.

ECC
|- cPG o BCTGE I+ WG MaN

|- WG FM FT FIIL

o EFIS/MG FT NP

FT TRIS

| WGRA ¥

Do BAL
* Favourite group % Member @ Watching

- Favourite groups

These groups are the ones you have listed in the “My profile” box under Favourite groups.

- Member
The groups of which you are a member.

- Watching

The groups you are watching (and getting news updates from).





3.4 My meetings

Start page My Settings My groups My meetings My notifications

Virtual
Date & Time Group Meeting / Subject Location participation Remark
04/02/2011 10:00:00 - SR e Tt i -
18/022011 15.00.00 ECC training ECC Test mesting ECC, Copenhagen Mo These are...
07/03/2011 10:00:00 - - O st ecting -
e (T G0503 ECO Test meeti ECO. Copenhagen Mo These are

This page lists the meetings you are currently registered for.

3.5 My notifications

Start page My Settings My groups My meetings My notifications

Group Folder Document name
SE 24 SEZ4 draft_Minutes M52 Annexes
SE 24 Input draft_Minutes MSS

In this page you have a list of the documents you have chosen to be notified about. Within the meeting
documents area you can choose to be notified about updates to a document or a folder





4.0 Meeting documents

This chapter takes you through how to use the meeting documents area.

4.1 Finding documents

You can access meeting documents from either the main menu or the group menu.

ECC = | Groups » Deliverables + Tools and Services + Topics *+ ECC Meeting Documents  ECC Meeting Calendar

Main menu: Clicking “ECC Meeting Documents” will give you a filtered view of documents for the group ECC.

SE 24 - Short Range Devices * | lleeting documents ~ Meeting calendar

Group menu: In this example clicking “Meeting documents” will give you a filtered view of documents for SE 24.

4.2 Filtering and search

In the top of the meeting documents area you will find the filter and search options. The options assist
you in filtering the list of documents even further.

The “Keyword” field will filter on any keyword you enter in the input field (separate by space).
4.2.1 Shortcut to other groups

Quick access to other groups can take place through the “Filter
and search” box. Switch between groups in few clicks by choosing
any group from the dropdown menu.

- Filter and search

Group -- Choose Group -- El

4.2.2 Folders

Under this pane you will find all the folders for the group.

You can select/deselect folders if you want to include/exclude folders from the list of documents. Click

Refresh document list| htton to apply new filter.
4.2.2.1 Folder notification

You can subscribe to updates on specific folders. Click the [/ icon next to the folder name. When a new
document is added to this folder, you will be notified by email. You can always unsubscribe to a folder
from your “My notifications” page under your profile.

10





4.3 Document list

All documents are listed in separate folders. All folders are collapsed by default. To expand a folder

simply click it.

SE 24 /2011 / M59

SE 24 /2011 / M59 / Inpu
Date Doc No. Title Agenda Provider Size ]| Notify
17/03/2011 M58 02RO SEZ... (1) Elechonic Working Methods MarcLe Devendec 3735 kb 1 I
17032011 M5B 02RO SEZ... (1) Annexes 3 to 7 MarcLe Devendec 7483 kb 0 A
17/0%/2011 59 03RO SEZ... (1) Minutes M58 MarcLe Devendec  255kb 0 I

SE 24 /2011 / M58 / Input

Example of folder structure: In this example The M59 Input folder has been expanded. It can be collapsed again by clicking it
once more.

4.3.1 Document accessibility

In the document list some files might have a coloured border around the checkbox in the far left
column. This indicates the accessibility of the document.

- E] The blue border indicates that the document is only accessible to members of the group. In other
words the document is protected from public download.

NOTE: The document is still visible to the public.

4.3.2 Document revisions

Documents can have revisions. The number of revisions is indicated in brackets next  poc no.
to the document number (column: Doc No.) ,

W58 02RO SEZ. . (1)

Clicking the document will take you to a page where you can see the revisions (File History).
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Last version
Date

17/03/2011

History

Date

17/03/2011

Title

Electronic Working Methods

Title

Electronic Working Methods

Agenda

Agenda

Provider

Marc Le Devendec

Provider

Marc Le Devendec

Size DI

3738 kb 1

Size Updated

3738 kb 17/03M11 12:44

From the File History you can download any files by clicking the document links.

HINT: Place the mouse cursor over the link to get the full filename.

4.3.3 Notification

You can subscribe to updates on a file by clicking the =/ icon in the Notify column.

When a new revision is added for a document, you will be notified by email. You can always unsubscribe

to a specific document notification from your “My Notifications” page under your profile.
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5.0 Meeting calendar

This chapter explains the main functions of the meetings calendar, how to sign up for meetings.

5.1 Browsing meetings

5.1.1 ECC Meeting Calendar

To view upcoming meetings for all of ECC’s groups (or selected groups) you have to go to

ECC Meeting Calendar | \whijch can be accessed through the main menu.

ECC + Groups v Deliverables + Tools and Services + Topics * ECC Meeting Documents | ECC Meeting Calendar

All meetings for groups under ECC will be listed by default.

5.1.2 Group: Meeting calendar

If you go to a group you will see only meetings for that group. You can access the group’s meeting
calendar from the group menu.

SE 24 - Short Range Devices v | leeting documents | Meeting calendar

5.1.3 Filtering options
You can filter meetings in a number of different ways: « Fitering options
1. Start and end dates -~ show

2. Type of meeting: Physical, Web or Workshops.

3. You can also filter meetings by specific words to narrow down the list even more.

Filtering on groups
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You can choose to view only meetings for specific groups. In order to v List of groups

select groups go to “List of groups”. Click the blue arrow to expand the
ECC

-|- P& - ECCTES

group-tree.

From the group-tree you can choose individual groups by clicking them | - - 3 -

one by one.

By default all groups are selected. Should you want to return to this default setting you can click the

select all greups  jcon.

5.2 Meetings

5.2.1 Table of meetings

In the table of meetings you get basic information about upcoming events. For a quick overview you can
see date and time, the group name, meeting subject, location, what type of meeting and links for
registering and viewing the participation list.

04/07-11 00:00 -

oo sE40 SE 40 M2 Bisl/Bienne, Switzerland ™ Register
g?g;:; :':?g - SE4z SE 43 meeting £10 Sologna, ltaly ™ Register
R FM 44 EMa4#17 Biel, Switzerland ™ Register
et FM 48 Flas3 Maisons-Alfort, France ™ feame
03:-83::: ?ggg - FT FNI NaN PT FNI Rigs, Latvia No

05/05-11 00:00 - SE 24 SE 24-M81 Biel, Switzerland No

07/08-11 23:59

By clicking the link under the “Meeting / subject” column you go to the meeting’s detail page. From here
you can get more details about the meeting and also register for it.

Note: If a meeting is open for registration a “Register” link is available in the Registration column. If it is
not there it could be because registration has been disabled, the registration deadline has passed or that
the number of seats available for the meeting has been filled.

5.2.2 Gantt-chart view

You can switch over to a Gantt-chart view by selecting the checkbox under the “Filtering options” box.

Show as Gantt-chart
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Meetings

April 2011
1 2 3 4 65§ 6 7 8 9 10 11 1213 14 1516 17 18 19 20 21 22 23 24 25 26 27 28 20 30 Meeting / subject
x SE24 - WI 28 - LAES
x WI28-LTAand LT2

5.2.3 Meeting details

More information about meetings can be found on the Meeting details page. To access
Meeting details simply click the link under the column “Meeting / subject”.

In the meeting details page you can:
e See meeting dates and time
e See who is the meeting organiser

e See details about the meeting Hecling detals

M59
® Download relatEd documents Date and time: 12/04/2011, 09:30 CET -
14/04/2011, 15:30 CET
. . Location: Mainz, Germany
hd RegISter for the meetlng Registration deadline: 05/04/2011, 00:00 CET
Meeting organizer: Marc Le Devendec

ECO

Nansensgade 19, 3rd floor
1366 Copenhagen
Telephone:+45 33 89 63 22
Telefax:+45 33 89 63 30
E-Mail:ledevendec@ero.dk

5.2.4 Registering for a meeting

To register for a meeting you need to have a user profile.

You can register for a particular meeting via the meeting details i
page. Look for the | Redister formeeting | h,tton. This will take you e i %65
to a form where your personal information should already be
filled in.

Simply click | Submit registration | g regjster,

Submt, regtration

Location

Msinz, Germany

ECO, Copenhagen

Meeting  subject

WI28 - LTA- UGV
WI2g - LAES
SE24-WI 28 - LAES
WIZ8-LTAand LTZ

Register for meeting
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5.2.5 Virtual participation (web meetings)

Physical meetings (“ECO, Copenhagen” or any country/city) can include Virtual participation, meaning
that one or more web meetings are related.

5.3 My Meetings (User profile)

& My Profile

You can see which meetings you are currently participating in. To view these go to

John Smith
Edit profile  Log out

your user profile and choose My Meetings. You can also access this page quickly
through the User profile box.

Eavourite groups

The lists are sorted with the order of the earliest meeting on top.

Meetings I'm participating in

Virtual
Date & Time Group Meeting / Subject Location p;:r:;Zipat\on Remark
fgé:é ?? gg - ECO fraining  Testing meeting set in 2012 22 e
igéz 3? gg - ECO fraining  Testing meeting set in 2012 22 Na
22/03-13 07:00 - £CO haining 018 e

28/03-12 22:00
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User Guide for ECO Forum

1. Scope 

The scope of this document is limited to the basic instructions needed to start using the ECO Forum.


Please refer to the “ECO Guidelines on EWM” to read about the ECO Forum as one of the ECC electronic working methods. The EWM Guidelines provide a high level introduction to the ECO Forum and point out possible areas of its use in the ECC working process.

2. Quick references on how to start using ECO Forum 


To read postings in a given sub-forum you must use a password. The password is the same as the one which has been used for downloading password protected documents from this entity’s area on the old ECO Meeting Document Server unless otherwise defined by the Forum’s moderator. 

You can read postings without being registered for the Forum, but you cannot reply to them. 

2.1 Registration: 
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· to register, click on icon  [image: image2.png]ECO Forums - Powered by Web Wiz Forums™ - Windows Internet Explorer
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Password:ECC

ECO Report on receiver parameter
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The future of the CEPT Conference
An open discussion amongst administrations about the future of the CEPT Conference. 20-Dec-2010 st 11:27

LastPost
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Issues of Mobile Service (except IMT2000) (Password protected) 08-Fe5-2011 st 16115
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 in the top menu and complete the form, then click ‘Register’; 

· the username you chose on the registration will appear in the “Author” field when you place a posting and should be recognizable for others;
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oo Goo Posted: 19-2pr-2010 at 13:03

et At the mesting M53 in Amersfoor t was agreed 1o use the forum in order to make progress on the vorking docu
responsible person for this forum is Michael Mahier (Robert Bosch GmbH). The working document is attached

Joined: 02-Nov-2008

Online Status: Offine  Working_document_on_specific_UWB_WI28_clean.doc
Poste: 3
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Joined: 03-7eb-2005
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Oniine Status: Online
Postes 10 In addtion, T have 3lso included the comparison of separation distances for 3 typical Sm antenna LES/:
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It is recommended to use the following convention for your username: <Firstname Lastname>, for example “John Smith” (should you need to change your username at a later stage, please contact the ECO at it@eco.cept.org). 


· to complete the registration, click on the link in the e-mail which will be sent by the system to your e-mail address; be aware that your spam filter may catch this e-mail by mistake; 

· to get e-mail notification when new postings are added you must subscribe to e-mail notifications.

2.2 Subscription to e-mail notifications: 


In order to subscribe/unsubscribe to e-mail notifications of new postings in a specific sub-forum(s), select in the “Member Control Panel” the button [image: image4.png]



, then select the forum(s) which you are interested to follow. 

Note that the “Member Control Panel” is only accessible when you are logged in.

[image: image5.png]@ Forum Home > Member Control Panel

@ Member Control Panel (310 New Messages

1 subscriptions

Member Control Panel

& Control Panel | & Profile & Buddy List 3 File Manager







[image: image6.png]@ Forum Home > Email Notification Subscriptions.

% Member Control Panel =3 0 New Messages
P raq £ search [4] calendar 48 memberist 4 Logout [jean-philippe]

Email Notification Subscriptions

& Control Panel | § Profile 3 Subscriptions |

Buddy List [ File Manager

r
SE7 r
Guidelines r
SEAMCAT r

Unsubscribe
Topics that you have Subscribed to Email Notification Last Post r
User Manual 08-Jun-2010 at 17:30 r
New feature/enhancement 08-Jun-2010 at 12:12 r
About releases 08-Jun-2010 at 12:11 r
Installation Troubleshoot 08-Jun-2010 at 12:03 r

ECC Steering Group
ECO Report on receiver parameter
The future of the CEPT Conference

WG SE
SE24
SE40

WG FM
FM44.

FM46
FM48
'SRD-MG

WG RA
RA GSM onboard vessels
RA2 Radio Amateur
RA1 benchmarking

ECCPT1
SWG-A
SWG-C
SWGD

Council Ad Hoc Group
Audit Group

Unsubscribe

‘Subscribe to Email Notification of New Posts.
B ——

e | T

Select Forum to Subscribe

lect Forum — <]




 

2.3 Available options for registered users:


· New topic: To create a new topic within a given forum, click on the [image: image7.png]ECO Forums: Guidelines - Windows Internet Explorer
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button.

· Quote: To place a comment related to a specific posting with a quote click on the [image: image8.png]ECO Forums - WISE24_28LT2 and LTA - Page 1 - Windows Internet Explorer
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- up to about 27 km for long term criteria
- up to about 3 km for short term criteria

Russia proposes to include these results at the draft ECC Report and take it into consideration in the future studies. However at the same time Russia supposes that the calculation method
used for short term criteria according to ITU-R Recommendation SF.1006 may be not applicable for FSS carth stations vs. UWB compatibity case. It's connected with the fact that
constant values used for short term eriteria and percentage time calculation is developed for FSS carth station vs. FS stations compaibilty scenario and may not reflect the real density of
UWB system deployment. For instance, the 2 parameter that determines the mumber of possible interferers could be much more for UWB system case then the value n2=3 used in the
calculation

Thus PT SE24 is proposed cither to use the long term criteria only or to provide additional justification for using the calculation method of short term criteria according to ITU-R
Recommendation SF.1006 to protect FSS carth stations from UWB specific applications interference.

A

Stassya~ © Posted: 01-0ct-2010 at 11:58 & post Options @ Quote Breply

Forum Hember
uploads/555/LTEA_FSS_analysis_rev5_September_2010.xlsx
Drfririrds ploads/535/LTEA FSS analysis reva_september

Joined: 01-0ct-2010
Organization: GRFC
Online Status: Offiine
Posts: 2

A

Narasimham + © Posted: 01-0ct-2010 3t 12:53 § post options @ quote Rreply
Forum Member
Dear All,
Srirdnindy
I have noted the comments made by Russia on this topic.
Joined: 27-Apr-2010
Online Status: Offine  With regard to separation distance calculations for smaller antenna dishes (1.8m and 1.2m), I agree with the comments made by Russia. The appropriate pattem to be taken into
Posts: 10 consideration is Appendix 8. I had used previously App 7 also for 1.8m in version 4 of the document posted earlier in this forum. This pattern is applicable for antenna dish sizes
=qual to greater than 3m.
With regard to short term interference criterion, Recommendation SF1006 is the only available reference for the compatabilty studies.
Regards

Narasimham
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 button located in the post to which you want to reply.

· Quick Reply: To place a new posting within a Topic without inserting an attachment you can use the [image: image9.png]ECO Forums - Forum Feedback - Windows Internet Explorer
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Itis proposed to use this Topic in order to get feedback on the ECO Forum and to gather comments which may be relevant for all the topics.

Joined: 03-Feb-2008
Organization: ECO
Online Status: Online
Posts: 10

A

MareLD + © Posted: 22-0ct-2010 at 18:35 & post Options @ Quote Breply

Moderator Group Dear Forum members,

Please remember DO NOT use "+ in file names when uploading. The file will be seen as uploaded by will not be available for download.

In addition, the users may need to delete some files from their “File Manager” (see the attached file) in order to save some space. Please note that this will delete the
corresponding files from the forum. Therefore, the users need to check if they want to keep all the history of the discussions o delete some of the intermediate working documents.

Joined: 03-Feb-2008
Organization: ECO
Online Status: Online
Posts: 10

Best regards
Forum.doc
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Best Regards
Michael Mahler

A

Mahler + © Posted: 08-0ct-2010 at 10:51 & post Options @ Quote Breply

Forum Member Dear Al,

please find attached the outcome from the actual SE24#56 meeting on this topic

uploads/455/Temp7_UWB_Airborne.doc

uploads/455/tr_102834v010101p.pdf
Soined: 16-tay-2010  UPIO3AS/ATI/r PP

Organization: Robert
oo Best Regards

Online Status: Offiine  Michael Mahler
Posts: 13

A
MareLD + © Posted: 22-0ct-2010 at 12:42 & post Options @ Quote Breply

Moderator Group Next web meeting is planned 4 November 2010. Starting at 10H30. Please contact Michael or me if you want to join.

Best regards,
Marc Le Devendec

Joined: 03-Feb-2008
Organization: ECO
Online Status: Online
Posts: 10
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- up to about 27 km for long term criteria
- up to about 3 km for short term criteria

Russia proposes to include these results at the draft ECC Report and take it into consideration in the future studies. However at the same time Russia supposes that the calculation method
used for short term criteria according to ITU-R Recommendation SF.1006 may be not applicable for FSS carth stations vs. UWB compatibity case. It's connected with the fact that
constant values used for short term eriteria and percentage time calculation is developed for FSS carth station vs. FS stations compaibilty scenario and may not reflect the real density of
UWB system deployment. For instance, the 2 parameter that determines the mumber of possible interferers could be much more for UWB system case then the value n2=3 used in the
calculation

Thus PT SE24 is proposed cither to use the long term criteria only or to provide additional justification for using the calculation method of short term criteria according to ITU-R
Recommendation SF.1006 to protect FSS carth stations from UWB specific applications interference.
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Stassya~ © Posted: 01-0ct-2010 at 11:58 & post Options @ Quote Breply

Forum Hember
uploads/555/LTEA_FSS_analysis_rev5_September_2010.xlsx
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Joined: 01-0ct-2010
Organization: GRFC
Online Status: Offiine
Posts: 2

A

Narasimham + © Posted: 01-0ct-2010 3t 12:53 § post options @ quote Rreply
Forum Member
Dear All,
Srirdnindy
I have noted the comments made by Russia on this topic.
Joined: 27-Apr-2010
Online Status: Offine  With regard to separation distance calculations for smaller antenna dishes (1.8m and 1.2m), I agree with the comments made by Russia. The appropriate pattem to be taken into
Posts: 10 consideration is Appendix 8. I had used previously App 7 also for 1.8m in version 4 of the document posted earlier in this forum. This pattern is applicable for antenna dish sizes
=qual to greater than 3m.
With regard to short term interference criterion, Recommendation SF1006 is the only available reference for the compatabilty studies.
Regards

Narasimham
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Joined: 03-Feb-2008
Organization: ECO
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Posts: 10
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Moderator Group Dear Forum members,

Please remember DO NOT use "+ in file names when uploading. The file will be seen as uploaded by will not be available for download.

In addition, the users may need to delete some files from their “File Manager” (see the attached file) in order to save some space. Please note that this will delete the
corresponding files from the forum. Therefore, the users need to check if they want to keep all the history of the discussions o delete some of the intermediate working documents.
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Posts: 10

Best regards
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2.4 Member Control Panel option
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corresponding files from the forum. Therefore, the users need to check if they want to keep all the history of the discussions o delete some of the intermediate working documents.
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 (in the top menu) you can:

· edit your profile;

· (un)subscribe to individual sub-forums; once subscribed you will be notified by e-mail about new posts in the selected sub-forums (see detailed description of the procedure above);

· exchange personal messages with others through Private Messenger;

· delete some files from the "File Manager" (see the attached file) in order to save some space. Please note that this will delete the corresponding files from the forum in question. Therefore, you need to check if you want to keep the entire history of the discussions or delete some of the intermediate working documents. 


2.5 Procedure to attach a document


The ECO Forum provides you with the possibility to attach documents to a posting.
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Note that there are some restrictions on the names of the files to be uploaded (e.g. “#” is not allowed). If a file containing such a character is uploaded, no warning is displayed, but the file is not downloadable. 


Even if these files are not available for download, they are present in the relevant sub-forum. This implies that the users may need to check the “File manager” in order to delete the files and release some space in their account. This should be done cautiously since the corresponding files will be deleted from the forum. Please see the annex for more information.

3. Support from the ECO

The general maintenance of the ECO Forum is the responsibility of the ECO. You may find some help using the “FAQ” part of the Forum.
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This provides guidance, in particular relating to login, definition of your preferences etc.
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The ECO has also created a sub-forum called “Feedback” where you are welcome to share your experience in working in the ECO Forum and also provide feedback on this Guide.

Any further queries related to the ECO Forum should be addressed to it@eco.cept.org. 

Annex

How to delete files in the “File Manager”

1) Log in


2) Go to the “Member Control Panel”
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3) Go to the “File Manager”


[image: image26.png]@ Forum Home > Member Control Panel

@ Hember Control Panel 10 New Messages

Member Control Panel
@ Control panel | & profie 2 subscriptions.

Hember Control Panel

edt profie
Make changes to your profile and forum preferences

Registration Details
Make changes to your login password and/or email address

Profil Information
e Vel emrwend Endtmtatiss ot Tt it

4 Buddy List

Draq £ search (9] Calendar % vemberist @ Logout [Marci0]






4) Delete the relevant files
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Please note that deleted files from the “File Manager” will not be available as attachments in the posts where they were attached. It is therefore recommended to delete files only after the limit for the allocated file space (500 MB per user) has been reached.


