UN/CEFACT 38th Forum - tips and advice for
successful virtual meetings

Webinar best dos and don’ts: Before you begin:

* Mute your microphone when not speaking - If you are using a headset, make sure it is properly

* Do not use your keyboard while your microphone is on plugged into your device

* Avoid background noise as much as you can - If you are using external speakers and microphone, make
* Avoid interrupting or speaking over each other sure they are properly plugged into your device

» Use the raise hand function to request the floor « Use an audio and video checking software

* Use the chat for comments; please use the “chat to - Switch off video when not speaking to save bandwidth
everyone” feature sparingly

 In webinar events, use the Q&A for questions

related to the interventions

Tips

Download the Webex Meetings application for your
desktop at: http://cs.co/get-webex-meetings

The application is available for multiple operating
systems. Install well before the start of the meeting.

Close background applications and browser
sessions for the best experience. When two
screens are available, use them but have the
Webex session run only on one computer at a time

Run a speed test. Use the health checker feature
at the top righthand corner of your Webex
Meetings app to check if your Internet connection
is sufficiently good

When possible, hardwire your workstation. Ethernet
(LAN) cable is highly recommended as depending
on your location, WIFI may be weak and can cause
lags and sound breaking up choppy sound blurry
image. Do not participate in meetings from moving
vehicles or public venues (cafes, stations, airports)

Try to avoid echoes and background noise by using a
specialized microphone or a headset - not only good
for yourself but other participants will appreciate the
effort

UN / CEFACT



http://cs.co/get-webex-meetings
http://cs.co/get-webex-meetings

Using Webex for the 38th UN/CEFACT Forum

1. Logging in
Use the credentials provided in the invitation

U N EC E United Nations Economic Commission for Europe

Event Information: Forum test event #01

Registration is required to join this event. If you have not registered, please do so now.

Event status: © Started (Register)

Date and time: Tuesday, February 16, 2021 11:00 am
Europe Time (Paris, GMT+01:00)
Change time zone

Program: UN/CEFACT Online Forum - Test
Duration: 1 hour
Description:

By joining this event, you are accepting the Cisco Webex Terms of Service and Privacy Statement.

SITE MAP

(S)

English : Paris Time

Join Event Now

If you have registered for this event, provide the following information to join now. If you have not,
click Register.

Registration ID: 339300

Event password: [seeesessnnes ]

Join Now

— Join by browser NEW!

If you are the host, start your event.

Please see your registration confirmation for the registration |D and event password. If you lost
your registration ID, click here to have it sent to you again.

Test Event 2 O

https://unece.webex.com/unecefonstage/

g.php?
MTID=e01bf8cd8dbf548b9e4023b0da98
aealb

<O

unece.webex.com e

Your registration was approved for the
following Webex event.

Host: UNECE Trade

(support.trade@un.org<mailto:support.t

rade@un.org>)
Event number (access code): 128

489 0502
Registration ID: 284593
Event password: 8AbbYSRev42

Friday, February 26, 2021 11:00 am,
Europe Time (Paris, GMT+01:00)

Join event <https://unece.webex.com/
unece/onstage/g.php?
MTID=eeb691aa36d7bdcOaf7acbee8b1
d06381>

Join the audio conference only
1-650-429-3300 Call-in toll number
(US/Canada)

Global call-in numbers<https://
unece.webex.com/unece/

my status: &) Accepted
comments: Add Comments




Using Webex for the 38th UN/CEFACT Forum

2. Installing Webex Meetings

Step 1 of 2: Add Webex to Chrome

Follow this one-time process to join all Webex meetings quickly.

o Cisco Webex Extension

Add Webex to Chrome

Add to Chrome

Select Add Webex to Chrome. Select Add to Chrome in the Chrome store.

Add Webex to Chrome

Don't want to use an extension? Run a temporary application to join this meeting.



Using Webex for the 38th UN/CEFACT Forum

3. Features - Chat

To send a chat message:

@ Open the Chat panel

[ NN ) Q cCisco Webex Events ® Event Info Connected @

® In the drop-down list, select the recipient
Speaking: UNECE Trade (Host) €5 UNECE Trade (Host) of the message

® Type your message in the chat box and
press Enter

Host L I
I Presenter
v Chat
3. Features - Mute I | N E‘ : E | ra d e i Host & Presenter i
I All Attendees I
All Panelists ]
H OS‘t I UNECE Trade I
l send to: ’.
I c Select an Attendee... I
]
[]
I > Q&A X
- ]
0 & Participants () Chat = --- i
|
) S N & 'S
( @ Mute B [ Start video -~ jel Participants( (O chat B




3. Features - Raise hand ® EventInfo | Connected ®

USing Webex for the ® Open the Participants Panel by clicking s [

38th UN/CEFACT

Forum

Speaking: UNECE Trade (Host)

on the Participants button in the bottom Q Search
right corner

v Panelists (2)

In the Participants Panel, click on the NA O j
hand icon in the bottom right corner, just

above the Chat Panel. The hand next to e ivicatii ) .
your name signifies that your hand is Attendee (0 total. 0 displayed)

raised.

® Click the button again to lower your hand

o Cisco Webex Events

3 UNECE Trade (Host)

UNECE Trade .

() Chat

£ Participants

Host

@ Mute ~ [} Start video ~ °

|

v Participants (2) X
Q_ Search
v Panelists (2)
om0,
W “ T @
e
qpu®
UT. O UNECE Trade ul
Host
v Attendee (0 total, O displayed)
1, |
> Chat X
£ Participants () Chat

() Event Info

Connected @




Using Webex for the 38th
UN/CEFACT Forum

4. Test Call to check settings
Webex offers a test call you can join to check your settings

Follow the link https://www.webex.com/test-meeting.html

Enter your name and email address to join

If this is your first time using Webex, you will be prompted to
download the application, proceed with the installation
Please bear in mind that most browsers require explicit
permission to open an external program

Once the software is launched, click on Join Meeting

Join Meeting Test
2:46 PM - 2:56 PM

‘% Audio: Use computer audio -

{5} Test speaker and mic

8 Mute ~ [/h Start video ~ Join Meeting

Me

O Cisco Webex Meetings

rophone

£ Participants

() Chat | ---



https://www.webex.com/test-meeting.html

‘ Settings

Settings
U . ‘ H ' b f h 38 h Speaker and Microphone Camera Speaker and Microphone Camera
g Speaker Speaker
U N/ C E FAC I F orum ' You can test your speaker and Use System Setting (Headpho... v Test Use System Setting (Headpho... -/ Test
w . .
microphone by selecting Test Output level Use System Setting (Headph...
Output volume —_—
Headphones
Microphone CaptoDevice
Q Cisco Webex Events Use System Setting (External... v Test Use System Setting (External... v Test
€5 UNECE Trade (Host) Audio Connection Input level T T I Input level L
Input volume Input volume
Automatically adjust volume Automatically adjust volume
Remove background noise Remove background noise
. Sync mute button status on microphone device Sync mute button status on microphone device

\ W 4
You're using computer for audio® & ®

., "

A A A AR E————————.

Music mode ©® Music mode ©

Switch audio

UNECE Trade

Host

4. Troubleshooting - sound

g callin

You're using co

Click on the 3 button icon in the bottom toolbar, then click
on “Switch Audio”

<) Switch Audio

Video System

SJ Connect to a Video System

In the Audio Connection window, click on the settings icon

Meeting

Check each setting in turn:

For Speaker, make sure the sound is set to play through
the right outlet - e.g., headset if you are using one

For Microphone, ensure that it is set to to the right setting
and device

& Copy Event Link

( T
8 Mute ~ [ Start video ~ CEE °
\ "% 4
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