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Preparing for your session

EventsAir is a browser-based platform and relies on your internet connection to
perform successfully. A bad connection will affect the quality of your microphone
and video, sometimes resulting in one or the other not working or becoming out

of sync.

In order to limit the chances of connection related issues, we recommend:

¢ Having a wired internet connection. If this is not possible, please situate
yourself where the WiFi connection is strongest

e Close any programmes that you will not need. This will reduce the number
of systems using your computer’s resources - This includes things like
Microsoft teams, word or excel, as well as any tabs not being used in your

internet browser
e If using WiFi at home, and it is possible, you could ask others not to join the

network

It is not possible to blur or add a virtual background in EventsAir, you therefore
may want to consider the location you present from.

If you are using PowerPoint slides during your presentation, it is beneficial to
have this open in the background.

On the day of your presentation, please join your session 20 minutes prior to the
start time. This is to ensure that we can check the technology is working before
we start broadcasting the online event.
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Accessing the platform

The EventsAir platform can be accessed using a unique link, which will be sent to
you by your event manager. Your link should automatically log you in to
EventsAir, but if it doesn't you will also be provided with login details.

If you log out of the platform for any reason, you can re-access the platform using
the same link and/or your login details.

You do not need to download an app for the platform, it is accessible through
your internet browser.

We recommend using Google Chrome as the preferred browser for EventsAir to
run successfully. Older browsers, such as, Internet Explorer are not compatible. If
you are using a Mac, we recommend using an alternative browser to Safari

Sometimes you may find that clicking on the link will open EventsAir in a
different browser depending on your preferred browser settings. If this is the
case, copy and paste the URL link (https//www link) into Chrome.

The first time you login, you will be

asked to update your profile. You

. can add a profile picture, include

el any social media links, check your

privacy settings, including how
your information appears to other
attendees and change your media
settings, including your

o microphone and camera.

Once you are happy with your
profile, you will need to click
‘update and close’ at the bottom of
the screen.
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Once you are in the platform, the programme for the event will show on the main
screen.

To enter your session you will need to click the button next to the session you are
speaking in, it will either say ‘preview’ or ‘join’.

YESTERDAY SEP29

10:58 AM-
9:00am
I;I Welcome and Keynote Presentation (1)
9:00am - 10:15am
10:00am
il ,I Morning Refreshment Break
i 10:15am - 10:45am

I;I New Models of Care followed by Demystifying Co-Production T
10:45am - 1230pm

12:00pm

] Lunch

hrd 12:30pm - 1:30pm
1:00pm

I;I Margaret Davenport Prize Presentations
1:30pm - 1:50pm

Once you have selected the session you will be taken through to join the ‘green
room’ which we will discuss further in the next section.
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Joining the green room

To join the green room you will need to select the green button at the bottom of
your screen labelled ‘Join green room’

AIRCast Studio [ LEAVE |
DO scssoveve  conss

MAIN STAGE

A box will appear on the right hand side {3 Check Your Settings

asking you to check your settings, Camera

including your webcam, microphone and ntegrated Webcam (0c45:6a09) v
speaker.

You will not be able to join the green g
room without selecting options in each of EVE LINE
the dropdowns first.

The fields may be automatically
populated with your default options,
which you originally selected when
updating your profile. Mic

If no options appear or you are not able
to click the ok button to move on to the Speaker

next stage, it may be because of your Headset Earphone (Jabra EVOLVE 20 MS v
device settings blocking the use of the

camera and microphone. “

Advanced
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If you are using a windows device you can amend the permissions by clicking on
the browser settings.

If you are using Edge, once in the settings you will need to locate the Cookies
and site permissions option.

You can then select https://app.rcpsych.eventsair.com/ from the list of sites
available.

From the list of permissions you will just need to change ‘Camera’ and
‘Microphone’ to ‘Allow’

(@ Location Aszk (default) o
5 AT 1

I Microphone

=3 Motion or light sensors Allaw (default) ¥
[} Motifications Ask (default) v
[ JavaSeript Allow (default) L

If you are using Chrome, once in the browser settings, you will need to locate the
Privacy and Security option. From there if you click in to ‘Site settings’

« Faculty of Old Age Psychiatry - X  £¢ Settings - Privacy and security X +

< C & Chrome settings,
® Settings

2 Youand Google Take the privacy guide

Bl Autofill and passwords R

@ sy

(% Performance

@  Appearance
Safety check
Search engine

Default browser ©  Chrome can help keep you safe from data breaches, bad extensions and more m

On start-up

Privacy and security
) Languages

_ Clear browsing data
Downloads Cle

Accessibility
System

{0 Reset settings

Extensions [/}

About Chrome

Site settings
Controls what information sites can use and show (location, camera, pop-ups and more)

Privacy Sandbox
Trial fe re off
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From site settings, if you click on ‘View permissions and data stored across sites

« Faculty of Old Age Psychiatry ( X ¥ Settings - Site settings

€ > C & Chrome settings
& Settings

4 Youand Google < Site settings
B Autofill and passwords
(%  Performance
@  Appearance

Search engine

Default browser

On start-up

) Languages
Downloads
Accessibility
System

40  Reset settings

Extensions [/

About Chrome
Camera

Sity

crophone

And then locate eventsair.com from the list of sites. You will be able to expand
this option to click on portalapp.rcpsych.eventsair.com

« Faculty of Old Age Psychiatry ¢ x  £% Settings - All sites
& > C & Chrome settings
& Settings
= Youand Google < Allsites

B Autofill and passwords

Sortby  Most visited
@  Privacy and security

G FonED Total storage used by sites: 73.9 MB Clear all data

@  Appearance eventsair.com

. 574 KB - 2 cookies
Search engine

R — « portalapp.ropsych.eventsair.com 574 KB - 1 cookie

() Onstart-up @ repsych.eventsair.com - 1 cookie
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From the list of permissions you will just need to change ‘Camera’ and
‘Microphone’ to ‘Allow’

« Faculty of Old Age Psychiatry ¢ X %3 Settings - Al sites

< C & chrome settings
& Settings

2 Youand Google & portalapp.rcpsych.eventsair.com

B Autofill and passwords
Usage

@  Privacy and security
574 KB - 1 cockie

(% Performance

Clear data

® Appearance
pp! Reset permissions

Search engine
Location Ask (defaulty

Default browser
Camera Allow
On start-up

Microphone Allow
) Languages
() Motion sensors Allow (default)
Downloads

o Notifications Ask (default)
Accessibility N
System <> JavaScript Allow (default)
) Reset settings Iimages Allow (default)

Extensions [/ 7, Pop-ups and redirects Block (default)

About Chrome Block (default)

() Background sync Allow (default)

) Sound Automatic (default)

Once you have amended your permissions you will need to close the ‘tab’ of the
session in EventsAir, go back to the main programme and re-enter the session
by clicking on the ‘Join/Preview’ button and then clicking ‘Join Green Room'’
again.

You should then be able to confirm your microphone, camera and speaker in
the ‘Check your settings’ pop up and click the green OK button to continue.

If any pop-ups appear asking for permission from EventsAir to use your camera,
microphone and/or speaker please ensure you click ‘OK’

A loading screen will then appear to test your internet connection. This can take
some time to complete depending on the strength of your connection.

Internet Quality Test

Testing your audio/video quality to optimize yo
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Once this test is complete, you will then be able to see yourself in the green
room.

If you have any questions or issues joining your session, please contact your
event manager who will be able to guide you through the process.

10



. i
RCAX &

Speaker guidance for EventsAir e ‘ PSYCH I

ROYAL COLLEGE OF
PSYCHIATRISTS

EventsAir functions

There are three different sections to the EventsAir platform. The Green Room,
Preview room and the Main Stage.

If you think about it like a theatre, the Green Room is the backstage area. When
you are here the audience cannot see or hear you. You will be able to talk to
anyone else in the Green Room and also the Event Manager. You will also be
able to hear what's going on on the main stage. When you are in the

Green Room, some of the icons at the bottom of your screen will be greyed out,
as you can only use these functions in the Preview Room or on the Main Stage,

The Preview Room, is like the wings of the stage. Your Event Manager will move
you from the Green Room to the Preview Room either before your session starts,
or just before your talk is due to take place. When you are in the Preview Room,
you will no longer be able to see the Green Room or talk to anyone in it. You will
still be able to hear what's going on on the Main Stage. When you are in the
Preview Room, if the session is live, attendees will be able to hear you, so it is
best practice, unless you are presenting, to mute your microphone. Attendees
will not be able to see you until you are moved to the Main Stage.

The Main Stage is what the audience is viewing. Your Event Manager will move
you to the Main Stage when it is your time to present. Once your presentation
has finished your Event Manager will move you back to the Preview Room or the
Green Room.

You do not need to worry about moving between each section. Your Event
Manager will do this at the relevant times.

Countdown timer

When you join the session you may notice a countdown timer in the top right of
the screen. At first this timer will be counting down to when the session begins.
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When there are 20 seconds left, this will appear on the main screen in big
numbers to count down.

The session will go live automatically at the scheduled start time and this cannot
be changed. Once the 20 second countdown begins, please mute your
microphone if you are in the preview room and prepare for the session to go live.

Once we are live, the countdown timer will change to say ‘session live' and will
show how many minutes until the session ends.

Presenting Slides

Sharing your screen in EventsAir works very similarly to sharing your screen in
Zoom and Teams.

Before you start sharing your screen, we strongly recommend that you close any
programmes that you don't need open. This will reduce the risk of sharing
something you don’'t mean to and will make sharing simpler.

If you are using two screens, before you start sharing your screen you can open
up PowerPoint and put it in presentation mode (full screen) on one screen and
have EventsAir open on the other screen.

To start sharing your screen, click the ‘Share Screen’ button which can be found
in the functions panel at the bottom of your screen.

© @....@@@.@@

Unmute Settings Share edia Atten ees Discussion Session Presenter Preview Ccmtrol
Dresentat\on Camera Screen & Sponsors Forum Information Chat

You will then be presented with a window on what you would like to share.

If you are using two screens please select the ‘Window' tab and then click on
the image of your presentation in full screen mode.

12
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Choose what to share

portalapp.ropsych.eventsair.com wants to share the contents of your screen.

Window Microsoft Edge tab

I"Primar:.,«' care mental hea...

-3 PowerPoint Slide Sho... ® B CASC Guidance - Nov 2... * Candidates

If you are using one screen please select the ‘Entire Screen’ tab and click on the
image of your screen below.

Choose what to share

portalapp.rcpsych.eventsair.com wants to share the contents of your screen.

Entire Screen Window Microsoft Edge tab

D Share system audio Cancel
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Once the screen you wish to share has been selected please click ‘Share’ at the
bottom.

If using one screen, once you have clicked share, you will then need to open up
PowerPoint and put your slides in presentation mode (full screen). Please note, if
you are using one screen and sharing PowerPoint slides you will no longer be
able to see the EventsAir platform. Your Event Manager will let you know
verbally if there are any issues.

When you successfully start sharing your screen you may see a message appear
at the bottom of your slides. If this happens, please select ‘hide’.

To stop sharing your screen at the end of your presentation you can just close
down PowerPoint, return to EventsAir and click ‘Stop Share’.

When your presentation is complete we will automatically remove your screen
share from the Main Stage so nothing further will be shared with the audience.

If you are using a Mac you may be prevented from doing so due to some security
issues that affects your browser. To resolve this, please first ensure you are using
the latest version of Google Chrome.

When sharing your screen you may see this prompt

Screen Recording

- “Google Chrome" would like to record this
computer's screen.

L_é Grant access to this application in Security & Privacy
preferences, located in System Preferences.

? Open System Preferences m

When the pop up appears, please click on ‘Open System Preferences' to
continue. If you have previously clicked ‘Deny’, you will need to manually open
the System Preferences and go to Security and Privacy and click on the Privacy
Tab.
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L < i Security & Privacy Q

General  FieVaul  Fuewall  Privecy

Alow 10 Bpps Delow 10 reord the coabents of your
. Full Disk Access screen. even whie uung other agps

- Llos and Folsers e

[ ook the lack 1o make changes

Depending on your Mac's security configuration you may need to click the
Padlock before being able to make further changes.

Select ‘Screen Recording’ and click the check box next to Google Chrome.

You will then be prompted to quit and reopen Google Chrome. The new
permissions won't save until Chrome is restarted.

eo < > = Security & Privacy Q. soarch

General  Fllevault  Flrewall  Privacy

Allow the apps below to record the contents of your

. Full Disk Access screen, even while using other apps.
. Flles and Folders
e Google Chrome
a MR 3 AonieMutic “Google Chrome™ will not be able
to record the contents of your
£ HomeKit sereen until it is quit.
You can choose 15 quit *Google Chrome*
Bluetooth now, or do it on your own later.
@ e s

€D Aoole Advertising

m Analytics & Improvements

A
B Click the lock to prevent further changes. Advanced.. | ?

15
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Once you have reopened Chrome you will then need to re-launch EventsAir by
clicking on (or pasting) your unique link. You will then need to locate your
session and re-enter the Green Room.

Other functions

There are many other functions to the EventsAir platform that you are able to
utilise during your presentation, such as, Q&A, Live Polling and Chat.

Prior to your presentation taking place, your Event Manager will arrange a
technical test with you to get you comfortable with logging in to the platform,
locating your session, joining the green room, and using some of these
functions.

If you have any further questions and/or queries please contact your event
manager.
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