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	Summary: 

	This report presents the progress since the last ECC meeting (6-9 December 2011, Kazan, Russian Federation) with the implementation of electronic working arrangements (EWA, formerly EWM) where facilities are provided by the ECO.
Two significant meetings using different aspects of EWA have been held, and the Office is planning to intergrate access to two major EWA facilities (Forum and electronic meeting participation) into the CEPT Portal (website).  The Office is evaluating the experience gained in order to inform improvements to the system and the guidance on how to use it.

 

	Proposal: 

	The ECC is invited to note the report.  
Comments may be made directly to the ECO: alexander.gulyaev@eco.cept.org. 


	Background: 

	Following the guidance from the ECC, ECO developed in August 2009 “ECO Guidelines on EWM” (Electronic Working Methods) which are aimed at assisting ECC entities and CEPT administrations in the application of the ECO maintained and recommended EWA. Since then the ECO guidelines have been kept under continuous review and development, previously under the supervision of WG RA and now directly by the ECC Steering Group.  



Introduction

ECO is observing a steady increase in the use of both the ECO Forum (http://forum.ero.dk) and the “GoToMeeting” software platform, the two main EWA provided by the Office. At the same time, with the introduction of the new CEPT portal (website), ECO has reviewed the concept of providing EWA to the ECC and is currently working on a revised, portal-centric point of entry to these tools, both from the management and from the participation sides.  
New ECO Forum 

More specifically, the Office is planning to integrate the ECO Forum into the new CEPT portal, by the beginning of the next ECC working cycle (after summer 2012). The new presentation of the Forum will have the same basic features, including the possibility to attach files to posts. The access concept will, in common with the rest of the CEPT portal, be based on group membership rather than on individual passwords (which is the case for the current ECO Forum). An implementation example is shown below.
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Integration of the GoToMeeting management system into the CEPT portal

Another strand of the Office’s current work within the same new concept is related to the implementation of the web-meetings management system into the CEPT portal. The specifications produced by the Office and based on the experience gained in using the GoToMeeting system have been passed to the developer and the Office is expecting its implementation in the web before the start of the next ECC working cycle. 

The CEPT portal will provide a platform to manage the whole process from creating of a web-meeting right up to the start of the session. As regards virtual participation in physical meetings, we will implement a solution which will allow remote participants to request, using the updated web-portal, either passive (only “listen” mode) or active (“listen and talk” mode) participation in web-meetings and the chairman will have all means available within the system to decide on the suitable remote participation mode, as well as on the number and representation of remote participants.

COM-ITU meetings in ECO premises with virtual participation
Following the request from COM-ITU, the Office organized virtual participation in the COM-ITU meeting 02-04 April 2012 in the ECO premises in Copenhagen for four remote participants who participated in a “listen” only mode almost throughout the whole meeting (from 9.00 to 16.00 on each meeting day). The feedback from remote participants was largely positive. 

The next COM-ITU meeting with remote participation is taking place in ECO 22-25 May 2012.

The first fully electronic meeting of FM Maritime FG

The Office would also like to inform the ECC of the first half-day web-meeting it organised for the FM Maritime Forum Group on 15 May 2012 based on the GoToWebinar system (with the “raised hand” option which is absent in the GoToMeeting system). This meeting was preceded by a training web-meeting for the group members also organised by the Office that contributed to the effective conduct of this first fully electronic meeting of the group. 23 people (including 2 from ECO) attended the meeting with an average participation time of 4 hours. The feedback from the participants was largely positive.  A small number of delegates had specific problems, some technical (but appearing solvable) and some procedural (including distraction by not being away from their own office).

Some participants suggested that in future a preferable way of conducting web-meetings instead of physical meetings would be to divide the agenda into blocks so that a series of shorter web-meetings could be organised instead of one long web-meeting. This can be however challenging in terms of achieving high level of participation in all the shorter web-meetings.

New ECO brief guides on virtual participation
Further to the report on the implementation of the ECO virtual participation system in the ECO premises in Copenhagen to the last ECC meeting (doc ECC(11)087), the Office has created brief guides on virtual participation  for participants, chairmen and chairmen’s assistants (which are complementary to the main document called “ECO Guidelines on EWM”). The new guides (see attached) are more illustrative rather than descriptive and are supposed to provide the minimum necessary information for remote participation in a physical meeting.
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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.
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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.
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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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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. [bookmark: _GoBack]To improve the quality of your virtual participation, we recommend 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. 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 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. 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




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”.
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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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