STEP 1: To register for the conference, click the green button labeled ‘Save me a spot’

STEP 2: Enter your email in the box before clicking ‘Continue.’ This will be used to
identify yourself in order to access the meeting.

STEP 3: Enter your full name, and a password of your choosing which you will use to
access the conference. Be sure to check the box next to the Terms & Conditions before
continuing.

STEP 4: You should receive an invitation at the email address you used to register. When
the event begins, click the green button labeled ‘Click here to access the event.’

If you join the meeting before it is set to begin, you will be brought to this page with a
timer counting down until the meeting begins.

STEP 5: Once the meeting begins, click the green button labeled ‘Join event now!’

Once you click ‘Join event now!’ you will be given a short tutorial, describing how the
digital event works. If you wish to skip the tutorial, click ‘I’m in a hurry, take me right into
the event.’ If you wish to follow the tutorial, click the big green button labeled ‘Continue.’

STEP 6: The program will ask for your occupation and company. It also gives you the
opportunity to upload a profile picture. This information will be used for other attendees
to identify you.

If you click + Add more information, it will give you the option to add additional
information, such as your LinkedIn, Facebook, and personal web URLs, etc. Once you
are finished, click the green button labeled ‘Save Profile and Join Event.’

STEP 7: The program will ask to access your computer’s camera and microphone. This
will allow you to chat with other participants of the meeting. To give the program access,
click the green button labeled ‘Allow camera & microphone’

Your browser will ask you to confirm your permission for the program to access your
camera and microphone. Click ‘Allow’ to continue.

STEP 8: On this page, you can make sure that your camera and microphone are working
properly. If your camera is enabled, you should be able to see your face. Additionally, if
your microphone is working, you should be able to see the soundbar move as you speak
(next to the microphone symbol).
IMPORTANT: If either your camera or microphone are not working, try changing the
input. You can do this by clicking the drop-down menus labeled ‘Camera’ and
‘Microphone.’
Once you have confirmed your hardware is operating correctly, press Join Event to enter
the meeting.

You can use these
menus to change
camera/microphone
input

This is the meeting space. Each table is a different chat room. While you are in a chat
room, you can only speak and hear others who are at the same table. To change and
move between tables, hover your mouse over the desired table and double-click.

MAKE SURE YOUR CAMERA
AND MICROPHONE ARE
TURNED ON!

You can activate a text-based chat by clicking the chat button. If you select ‘General
Chat,’ everyone participating in the meeting can read what you write.
If you select ‘Table Chat,’ only people you are currently at the table with can read what
you write.
You can also select individuals to directly message. Only you and the person you
message can read what you write.

