EventsAir User Guide - Speakers

Please see the guide below on how to use the EventsAir online conference platform. If you
have any questions, please do not hesitate to contact the producer of your event.

Your login details for EventsAir will be sent 24 hours in advance — please feel free to log in the day prior to the event
to get a feel for the platform.

Please note that this is an in-browser platform, you will not need to download additional software beyond the platform
you are presenting on (Zoom or GoToMeeting). Your producer will inform you which software you are presenting with
in the joining instructions. Please ensure that you have the software indicated by your producer downloaded and
logged in prior to the event (e.g. Zoom or GoToMeeting)

Conference Day

Please log in with plenty of time to spare before your session to familiarise yourself with the programme. You can find
the start time of the event, and your session, on the Government Events webpage linked in the joining instructions
email.

Please note if you click the back button on your browser you will be taken away from the platform and you will need
to log back in.

Please have your presentation open on PowerPoint so that you are ready to share once your session starts.

Please see below an example of how the programme will look on the day including a timeline with the scheduled
presentations:
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For the section of the day where you will be speaking, you will see a preview button. You will be able to enter your
session at any time throughout the day. Please note that each session is comprised of a couple of presentations and
a joint Q&A. Click on the preview button to enter the next page:
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Once you are in your session area, you will be able to see the different functions within the speaking platform,
including a countdown to your session start time. Here you can also preview what the audience will be viewing
throughout the conference and chat to other presenters, events staff and the technical team:
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You will be able to join your presenting session prior to your session going live by clicking on the ‘Join as Panellist
button. If you are using Zoom, please ensure you are logged into your Zoom account prior to joining as a panellist.

Once you press this button you will join the online video platform where you will be met by the tech team. Please
ensure you join your session 20 minutes prior to the official start time so we can get you set up to present and
introduce you to the Chair and other speakers in your session. The producer and technician will be present in this
session to answer any questions you may have.
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We would ask that you share your presentation slides while you are presenting. This will ensure you are able to
control when your presentation moves on to the next slide. The technician and producer will be on hand on the day
to ensure that you are able to share your screen and provide any other additional support you might need.

If your session is using Zoom you can find a useful guide (including video tutorial) on how to share your screen here.

If your session is using GoToMeeting you can view a useful video on sharing your screen here. You can also view
written guides for Mac here and Windows here.

Once it is your time to present, the chair will welcome you and you will be invited to speak and share your screen to
start your presentation. The Tech Team will unmute your microphone.

If another speaker is presenting, please ensure you are muted and your video is turned off so you can relax and
watch the presentations.



Q&A

For the Q&A, please ensure your video is switched on and that you are not on mute.

The Chair will be able to select questions from the audience via the EventsAir platform. Once you have answered a
question, you can tick the check mark to send the question to the answered column:
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For the Q&A, you will feature alongside the other speakers in your session. Please note that at this stage you will be
visible (and audible) to the audience and other speakers. We recommend that if you are not answering a question
you keep your microphone muted to avoid background noise.

Once your session is finished it will end automatically and you will be free to re-join the main conference page
through the ‘back to timeline’ button.



