1. [bookmark: _GoBack]Introduction 

A messaging/chat system is in place on the ECC web-site for the purpose of CEPT coordination during the WRC-12. The chat system is introduced for the WRC-12 in addition to the messaging system following the request from CPG-12. 

Brief description of the facilities: 
· the messaging system is designed to dispatch short messages and e-mails with attachments, sent by CEPT coordinators to their corresponding contact persons in administrations. 
The messages are normally sent via a simple web-interface and received either on mobile phones, as SMS, or as e-mails or both. Every recipient can choose a preferred reception mode. 
· SMS to e-mail message sending feature from mobile to the group on various AIs can be made upon request from CEPT Coordinators who have no email function. 
· the chat system is introduced in order to allow discussion between CEPT delegates involved in different issues which can arise in the course of the Conference.   
· a “Meeting room booking calendar” system will be established. All CEPT coordinators can book the meeting room assigned to ECO-CEPT (room A in CCV), the non-authorised CEPT members can see the time schedule of the planned meetings and the corresponding room indication. If CEPT delegates book other room than room A, this information could also be displayed on the calendar.
· CEPT messaging/chat system doesn’t require software installation or administrative rights. 

The messaging system can be accessed at: http://ecosms.cept.org.  Further details, including user instructions, can be found in Annex. 

Additional rights to send an e-mail and sms is given to CPG chairman, vice-chairmen, secretary and ECO person.  
In order to be included in the recipient lists for the messaging/chat system, CEPT delegates will need to register their contact details, including a mobile phone number and e-mail address, which shall be operational during the WRC-12. 
CEPT Coordinators, and CEPT members registered to messaging/chat system, will be able to see contact information such as phone number and e-mail address for all users which allowed their contact details to be visible. Search function for user via a phonebook interface will be also available.
The messaging/chat system is based on the following assumptions:
· Only CEPT members should be able to register to the system, for doing this they need a registration key. Those keys have been sent to CEPT Head delegation. Once registered using the registration key, CEPT members have the possibility to change their password. 

Further details, including user instructions, can be found in an Annex.
The ECO is responsible for the functional operation and maintenance of the system. During the WRC-12 CEPT delegates can contact Mr. Conradsen (ECO) for support. (phone: +45 21720253 e-mail: søren.conradsen@eco.cept.org).

ANNEX

1. Registration process 

In order to start registration it is necessary: 

· to click on the REGISTER NOW button (box 1) to create a personal account by filling out the form requiring Registration Key provided to CEPT administrations separately by the head of delegation. 

· to log in (box 2) with your e-mail and password. 
[image: ]
Already registered users should type in their e-mail address and the password in the corresponding fields on the left hand side of the screen and to click on the ‘LOG IN’ button to access their registration settings. The email and password are not case sensitive, e.g. they can be entered either as lower case or as upper case.

Once registered users will access the welcome page of the messaging system:  


[image: ]


Latest news from different Agenda Items will be placed on the home page of the CEPT messaging system (accessible by clicking on home page tab (1)): 
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1.1 Edit user details

CEPT members have the possibility to introduce their contact details to the system as shown on figure below:


[image: ]
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1. By clicking on the box ”Public data” you will make you profile public for the users of the messaging/chat system. 
2. By clicking on “Public Subscriptions” participants will have possibility to chat in one window with all registered to the system participants. 
3. Save your profile by clicking on “Submit button”.
4. By clicking on the button ‘TEST SMS’ a test SMS message is sent to the mobile phone number entered into the form. It enables the user to verify that the phone number is correct and accepted by the system. However, this feature is only provided for convenience of the user and is not required for modification of the contact details saved in the user account.
Important: If either the e-mail or the mobile phone number is modified, all corresponding subscriptions for this user will be deleted. In such a case the user shall repeat the subscription procedure.


2. My group subscription

[image: ]

After the user has registered, the next step is to subscribe to the recipient groups and to select the preferred mode of receiving messages. 

The columns under headings ‘E-mail’ and ‘Sms’ contain boxes where users should check to select their preferred mode of receiving the messages. For each group the user is free to choose either e-mail, or sms, or both. As soon as at least one check box is selected, the background colour of the whole row turns into yellow, which indicates that the corresponding group is selected for subscription. One user can subscribe to several groups, if necessary.

After selecting all groups that the user wants to subscribe to, it is necessary to click on the button ‘SAVE SETTINGS’. Only then the subscriptions will become valid. 
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3. Chat options 

· To initiate chat option it is necessary to click on “chat tab” in the menu bar. 

Users will see groups they are subscribed to in the upper part of the menu and other groups will be shown underneath of favorite groups: 

[image: ]
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After entering a chat room, you can type a message in the input field near the bottom of the chat area. Press Enter or click Send to send the message. Your message then appears on the chat screen preceded by your username. Press Ctrl+Enter to start a new line within your current message. 
The message will be reaching all the users online in the same chat room. 

· Private Chat Window is used for a longer, private conversation taking place in it’s own window along side the room chat. 

Chatters are able to open a private window to any other chatter in the same channel to talk one to one. 
To initiate a private chat window, either right-click the user's nickname in the room user list, and select the "Private Chat" option or double-click the user's nickname directly to activate a private window. 
If someone initiates a private chat window with you, an "Accept" button will be displayed. By clicking the "Accept" button, you will accept the private chat and get in the chat window.
[image: ]

· Whisper option: 
If users choose whisper option the message will be reaching only the user you are whispering to (shown in yellow in you the chat window below).
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· In order to check new messages during various WRC-12 meetings one can use “disable focus” function. Chat window will pop-up when new message arrive:  

[image: cid:image003.jpg@01CCCAD7.9666CA40]
4. Meeting calendar
[image: ]

The CEPT messaging system have been change so there is a meeting calendar to enable the CEPT delegates to see when and where there is a CEPT coordinating meeting.
For normal CEPT delegates they can only view the Calendar, this is done by clicking on the “Meeting calendar” link in the top menu.
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5. Print service 
[image: ]

The CEPT messaging system have been change so there is a “Print service” to enable the CEPT delegates to print documents in Word and PDF formats: 

[image: ]
6. View users 
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Favorite users can be selected from the “View Users” menu item by clicking “View Users” button (1) and then picking up users from the list (2). This menu item is ONLY visible IF you have selected “Public Data” on your profile: [image: ]

1. List of all users registered for the messaging system 
[image: ]


2. CEPT delegates can see details of users with public profile:  
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