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Attendee/Participant Session Checklist
[bookmark: _Toc454974738]Participant Procedures

At least 1 week before event
· Notify the session host/moderator of any Accessibility  issues
· Check you have a headset as this will give you the best sound quality (do not use the computer’s built in speakers to avoid audio feedback problems).
· Familiarize yourself with the Collaborate interface and features (e.g. the Whiteboard tools).
· If using a mobile device, download the BB Student App. 
· Make sure you have the Google Chrome browser installed.

15 minutes before a session
Join the session and check the following 
· Enter the virtual rooms via Chrome browser for the best experience
· Check your headphones, microphone and video settings.

During a Session
[bookmark: _GoBack]Make sure you are aware of the room etiquette for the session e.g.:
· Raise your hand if you want to ask a question or make a comment
· Lower your hand when your question is answered or you have made your comment
· Mute microphone when you have finished speaking
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If you require this document in an alternative format, such as larger print, please email Susan Greig at is.helpline@ed.ac.uk or call 0131 650 4489
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