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Introduction: a major component to the International Code Council’s digital transformation involves the ability for

all Code Council stakeholders to successfully engage in virtual meetings. As we advance our digital efforts, the
organization, management and understanding of the virtual meeting platforms are critical. The following guide
addresses the best practices and a comprehensive look at the platforms used by the Code Council.

Which Virtual Meeting Platform Should You Choose?

Use Microsoft Teams: (any or all can apply)

v

v

Designed for real-time collaboration and
conversation between a group of peers

Best used for smaller, internal-only groups
rather than a structured one-to-many
presentation

All participants have ability to share webcam
video, applications, and request desktop control

Additional features include audio calls,
chat, whiteboard, and customized background

Live Event designed for presentation style
meetings, where most attendees are “view
only”; can only participate via text-based

Q&A. Allows multiple, virtual presenters who
can share audio, webcams and their screens to
present content.

Use Webex Meetinq: (any or all can apply)

v

v

Present information, share applications, and
collaborate on projects in a centralized space

Collaborative sessions, internal and external
meetings, product and project coordination as
well as demos

Participants may speak in the meeting at any
time, as well as share video, present & annotate
documents, or share an application or their
desktop

Host retains some control, such as the ability to
mute individual participants, eject participants,
and assign participant privileges, such as the
ability to save or print shared documents locally

Use Webex Event: (any or all can apply)

v

D N N NN

Meant for a one-to-many lecture type meeting
Webinars

Registration approvals and custom forms
Large meetings or public addresses

Host retains all controls, such as the ability to
mute and unmute individual participants, eject
participants, and assign participant privileges,
such as the ability to save or print shared
documents

All participants can join the audio broadcast of
your meeting

Non-verbal communication tools in the form of
a written Q&A Panel and Chat, are provided to
your participants

Use WebeX Tl’al n|nq (any or all can apply)

v

Deliver highly interactive and effective online
training and e-learning

Distance training sessions

Ability to quiz participants and provide instant
grading

Ability to break out into smaller groups for
discussion and brainstorming

Ability to schedule recurring sessions

Host up to 1,000 Participants (including host and
panelists)
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Best Practices for Virtual Meetings

Microsoft Teams

Webex
[ ]
[ ]

Include two or more Code Council staff members.
Do not include non-ICC staff members.
Dial-in feature is currently not purchased for the Code Council.

Meeting
Include two or more Code Council employees.
Include non-ICC staff members.
Executive Board Meetings.
When meeting is created, choose to mute all attendees on entry.
The host should start the meeting at least ten minutes prior to the scheduled start time.
Throughout the meeting, the host will monitor attendees’ hand raises and the Q&A window (if enabled)
and call on the attendee(s) to speak or answer specific questions.

Webex Event

Include two or more Code Council staff members and participation from general members of the public.
When the event is being created, choose to mute all attendees on entry.

Code Council All Hands Meeting.

Code Council Board Meetings.

If a separate panelist is designated as the presenter, pass them the presenter role at the start of the
meeting.

The host should start the event at least ten minutes prior to the scheduled start time.

Throughout the meeting, the host will monitor attendees’ hand raises and the Q&A window (if enabled)
and call on the attendee(s) to speak or answer specific questions.

Webex Training

When the event is being created, choose to mute all attendees on entry.

If a separate panelist is designated as the presenter, give them the presenter role at the start of the
event.

The host should start the meeting at least ten minutes prior to the scheduled start time.

Throughout the meeting, the host will monitor attendees’ hand raises and the Q&A window (if enabled)
and call on the attendee(s) to speak or answer specific questions.
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Microsoft Teams

Hosting Meetings using Microsoft Teams

The calendar in Teams and your Outlook calendar are connected, so when you schedule a meeting in
Outlook it appears in Teams and vice versa. There are several ways to schedule meetings.

Schedule Teams meeting from Outlook

Microsoft Teams includes the Outlook add-in, which lets you create new Teams meetings directly from
Outlook. It also allows others to view, accept, or join meetings in either app.

Note: Scheduling a Teams meetings from Outlook does not give you the option to select a channel
to have them in.

To schedule a meeting:

= Open Outlook and switch to the calendar view. Click New Teams Meeting at the top of the view.

Home Send / Receive Folder View Help Adobe PDF

LA = o)

i MNew MNew Meet  Scl Mext
ment Meeting ltems ~ Maow

Mewr Webex i Go To ]

= Add your invitees to the Required or Optional field—you can even invite entire contact
groups/distribution lists.
=  Add your meeting title, location, start time, and end time. Then click Send.

Start time Thu 6/25/2020 [F1] 1200 AM ad MAldy MW =

End time Fri 6/26/2020 [F1] 1200 AM Ad O Make Recurring

h Microsoft Teams Meeting

Join Microsoft Teams Meeting

Leamn more about Teams | Meeting options
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Schedule a Meeting in Teams

There are three primary ways to schedule a meeting within Teams, each followed by a scheduling form.

= Select Schedule a meeting icon (2 in a chat (below the box where you type a new message)
to book a meeting with the people in the chat.

Type a new message

= Go to Calendar on the left side of the app and select New meeting in the top right
corner.

o + New meeting
Teams

| Schecle oW meeting |
E E] WO rk we ek_

Calendar

S

'

= Select a range of time in the calendar.
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The Scheduling Form

Scheduling meetings within Teams, a scheduling form appears. Enter meeting title, invite
people, and add meeting details, select Save. This will close the scheduling form and send an
invite to everyone's Outlook inbox.

New mee‘ting Details Scheduling Assistant

Time zone: (UTC-08:00) Pacific Time (US & Canada)

jadd title
Add required attendees

Jun 22, 2020 - Jun 22, 2020 12:30PM ~ 4h30m @  Alday

Does not repeat

Type details for this new meeting

*Best Practice: Use the Scheduling Assistant to find a time that works for everyone.
ing Details Scheduling Assistant

8:00) Pacific Time (US & Canada)

Jun 29, 2020
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Add meeting to a channel

Adding a meeting to a channel, everyone in the team will be able to see join meeting. Channels
cannot be edited or added once the invite is sent. If changes are needed, a new invite with the
updated channel will need to be sent

= Select New meeting.
= Type the name of a channel where it says Add channel (under the time and date fields).

Does not repeat

Add channel

= Once you've added the people you want, select Scheduling Assistant to find the best
time.

Note: If a recurring meeting, open the dropdown menu next to Does not repeat (just below the
date). Choose how often you want it to occur from the default options or select Custom to
create your own cadence.

Suggested: Mo suggestions available.

Does not repeat

Does not repeat

Every weekday (Mon - Fri)
Daily

Weekly

Monthly

Yearly

Custom
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Attending a Microsoft Teams Meeting

e C(Click Join Meeting

Team Meeting m

e Turn on/off Video, turn on/off Audio, select Audio Device, then click Join Now.

Choose your audio and video settings for

Team Meeting

Join now

) ﬂ 33 Sennheiser DECT

Other join options

o) Audio off %, Phone audio (=] Add a room
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e Microsoft Teams Tool Bar Options — Select options while attending meeting.

£33 Show device settings

B sShow meeting notes

T Enter full screen

Show background effects
[£2] Turn on live captions (preview)
i Keypad
© Start recording
o= End meeting

[#4 Turn off incoming video

Turn On/Off Video Turn On/Off Microphone More Options  Raise/Lower Hand  Hang up

00:45 [ D

Show Conversation

Share Screen, then Select Screen or Window to share

Window

T3

Team Meeting (Meeting) ...  Virtual Meeting Guide - ...

Show Participants

1 Reminder(s)

10
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Webex Meeting

Hosting Meetings using Webex Meetings
e Compile list of emails of attendees.
e Loginto your Webex account: https://iccsafe.webex.com/
o Schedule for: Select Myself or Alternate Host
Enter Meeting topic
Enter Meeting password
Select Date and Time
Enter list of attendees
Select Start
If instant meeting
=  Select Mute and Video options
= Start Meeting
=  Wait for others to Join
o If scheduled meeting for a later time
¢ Meeting will be added to your calendar
¢ When meeting time approaches, select start from your calendar invite or log into your
Webex account, Select Start next to the upcoming meeting

O O 0O 0 O O

Once meeting has started, Webex Tool bar options will appear

Mute/Unmute  Share Screen  Participants More options

00000000

Start/Stop Video Record Chat End Meeting

=  Mute (Muting and unmuting)
= Video (Starting and stopping video)
= Share Content (Can share a screen or application) by selection screen

11
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Share Content

Screen 1 Screen 2

) Start ¢ Snipping Tool i@l Microsoft Word & Microsoft Outlook
e . Romate
; f —
A Cisco Webex Me... W@ Microsoft Teams § Google Chrome &k LTClient

Recorder (record to cloud or computer)
Participants (Displays list of participants)

~ Participants (1) =

Q

o Lynne Molda o
Host, me

o Drag Webex icon on presenter name and move to another attendee to make

presenter
o Right click on attendee’s name

Change Role To

Assign Privileges...

Mute

Stop Video

e You can reassign their role to presenter

e Mute and Unmute attendee
Chat (Opens up chat window for allowing communication between attendees)
More Options

12
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Notes Polling

@ Lock meeting
S Invite and remind
0 Copy meeting link

% Audio connection

i Speaker, microphone, and camera

Lock meeting (no one can enter meeting)
Invite and remind (send an invite to someone you want to add to meeting)
Copy meeting link (used to send and link to others outside of Webex)
Audio Connections (test and change audio connections)

= Test speaker and microphone connections

= Have Webex call you at a specific number

= View call in information
o Speaker Microphone and Camera (test and change settings)

O O O O

Attending a Webex Meeting

Join Meetin
Join Webex Meeting for Outlook Calendar or from email Iin s e 9 )

=  Mute or unmute Microphone, Start or Stop Video, then Click the Join Meeting

Mute/Unmute Microphone

~

_/"" 3
| 4 ]
A X

N

o <223
.

Start/Stop Video

= Once in meeting the Webex Tool bar options will appear

Mute/Unmute  Share Screen  Participants  More options

0000060

Start/Stop Video Record Chat End Meeting

13
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=  Mute (Muting and unmuting)
= Video (Starting and stopping video)
= Share Content if presenting (Can share a screen or application) by selection screen

Share Content

Screen 1 Screen 2

] Start <2 Snipping Tool @ Microsoft Word B Microsoft Qutlook
= Eul = S
[
@ Cisco Webex Me... W@ Microsoft Teams & Google Chrome b LTClient

= Recorder (record to cloud or computer)
= Participants (Displays list of participants)

~ Participants (1) hod
Q

YL Lynne Molda
Q Host, me

=  Chat (Opens up chat window for allowing communication between attendees)
=  More options

0 Copy meeting link
%, Audio connection

{8 Speaker, microphone, and camera

o Copy meeting link (used to send and link to others outside of Webex)
o Audio Connections (test and change audio connections)

= Test speaker and microphone connections

= Have Webex call you at a specific number

= View call in information
o Speaker Microphone and Camera (test and change settings)

14
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Webex Event

Hosting Meetings using Webex Events

Scheduling a Webex Event Template:
* Event type:
* Event name: Sample Event @

OListed on public calendar (@
[ Delete from My Meetings when completed
Registration: MRequired ()

* Event password: MwstrasM3s () @ The password must be ai least 4 characiers

Program: | Select a program | Add & new program

Date & Time:

Startdate: e - =
* start time: ®am Opm  Plan event fime zones
Estimated duration: minutes

* Time zones: | Chicago (Central Daylight Time, GMT-05:00) v‘
|N0ne v‘
|N0ne v‘
|N0ne v‘

Atiendees can join minutes before the scheduled start time
Aftendees can also connect to audio conference

Email reminder: Send me a reminder email minutes before event starts

Audio Conference Settings:

Select conference type: | webex Audio v]

Display global call-in numbers
[ Aiow attendees to receive a call back (call-in will stil be available)

[JProvide audio to attendees using Audio Broadcast E]

Mute upon entry for all participants

Entry & exit tone: | No Tone v

Event Description & Options:

Description: This is a sample Event

Upload a
Host image: Upload a picture of yourself or the presenter

picture about the event description

Event material: Upload event material for attendees to download before event starts
Other UCF options: [1Do not allow attendees to share rich media files in this event
Request attendees to verify rich media players

Who can view the attendee list: O Al participants
® Only the host, presenter, and panelists
Video: - Turn on video
Post-event survey: Creale post-event survey

Do not display survey to attendees

Display survey in pop-up window

Display survey in main browser window (instead of destination URL)

Destination URL after event: http://

15
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Attendees & Reqgistration:

Attendees:

Invite friends:

Maximum number of registrants:
Registration form:

Destination URL after registration:
Approval required:

Registration password:

Registration ID required:

Presenters & Panelisis

Panelists:

Panelists info:

Panelist password:

Confirm password:

Email Messages:

Email format: O Plain Text

reate invitation list
ew invitation list

Allow registrants to invite friends to this event

1000

Click here to customize your registration form
http://

OYes ®No Set up approval rules

OYes, specify password:

®No

Oes ®No

Create invitation list
View invitation list

I Alow panelists to upload documents associated with the event.

(recommended)

@HTML Include iCalendar Attachments

Invitation emails: Aftendees | Panelisis
Registration emails: (4 Pending M Approved MRejected | Event in Progress
Event updated emails: All Approved Registrants | All Affendees | All Panelists

Reminder emails: [] 15t Reminger
[2nd Reminder
Follow-up emails: (1 Thank You for Attending

[ Absentee Follow-Up Email

Save as template...

[wne — v[25 v[2020 ¢ | [8 +[15 v|®am Opm
[wne — v[25 v[2020 ¢ | [8 +[15 v|®am Opm
[ne  [v[25 v[ao0 ¢ | [o v[15 v|®am Opm
[wne — v[25 v[2020 ¢ | [0 +[15 v|®am Opm

16
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Managing a Webex Event

Before the event starts, the panelists can hold a practice session to perform microphone checks and
the attendees will not hear this audio.

Q

File Edit Share View Communicate Participant Help

Information

o
Start Recording

Recorder Settings v

Welcome Message...
Options...

Start Practice Session

Restrict Access

The Event window will have a yellow tint on the top border indicating a practice session.

Ele Edt Share View Communicate Particpant Event Help

Cisco Webex Events

To exit the practice session, select event then End Practice Session.

o

File Edit Share View Communicate Participant Help

Information

o]
Start Recording

Recorder Settings

Welcome Meszage...

Options...

End Practice Session

Restrict Access

Choose your preferred Audio Method before the event starts.

Q Cisca Waber Luents @ x

Sample Event
#30AM - 930 AM

SS

2 bse computer for s [~

17
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Select Event then Options for event to enable/disable desired meeting features.

Q

File Edit Share View Communicate Particip{nt Hglp

vent Options

Infarmation
@

Start Recording
Recorder Settings O

Options...

Start Practice Session

Restrict Access

Event toolbar allows turning on/off enabled features.

QaA

@ Lockevent

& Invite and remind
] Copy event link
%, Audio connection

& Speaker, microphone, and camera

000006000

To share content, select Share then choose sharing option.

Q
File Emiew Communicate Participant Event Help
My Screen Ctri+Alt+  »
© Eile (Including Videa)...
Application v
Whiteboard Ctri+Alt+M

Web Browser...
Multimedia...

My Event Window

18
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o [f participant view is turned on, you will be able to see them on the right portion of the Event
window.

Fle it Saee View Commmess Pacpan Fuset el

@ Suni Sehenzyegam ez 4

. syagam
2 ot
trdes 1D diloyed)

SS

e An attendee can be promoted to panelist from this window.

x

Attendee List

V| Select all [e)

! & Name (1) ~ Feedback ¥ Audio panels:

0  AutoRegister sd..

[EEr—
Make Panelist

=2 Promote to panelis

e Assign presenter role to a panelist by right clicking on their name and selecting Change Roles To.

Cisco Webex Events - & x
!

O AutoRegister sdselvanayaga. @

v Panelist:2

gy & St Seanmgim

@9 O_AutoRegister sdselvans gsm®. ']
Change Role To ‘
P T

e Attendees raise their hand, view in participant panel.
Cisco Webex Events - a x
]
1 Sunil Selvanayagam (Host) % 2 [t () *
Q
v Panelist: 1
Sbo ium\sa\vanayagam n
-
~ Attendee: 1 (1 displayed)
As O AutoRegister sdselvanayagam@. '] )

19
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Attending a Webex Event
Join a Webex event

e Click Join Event

s

cisco VWebex

Join my Webex event in
progress.

Sample Event

Monday, June 29, 2020 11:00 am, Central Daylight Time (Chicago, GMT-05:00)

Event number (access code). 145 769 5690
Event password: TW21Jp8jgrN
Registration password: This event does not require a password for registration

Join event

Join the audio conference only
+1-415-855-0003 US Toll
1-844-740-1264 USA Toll Free
Toll-free dialing restrictions

20



INTERNATIONAL
CODE
COUNCI®

e Enter first name, last name, and email address. If event password is not pre-populated, please refer
to the invitation for password. Click Join Now.

eeh: For Ny INTERNATIONAL CODE COUNCIL®

Webex RN
cisco VWebex -y

Event Information: Sample Event

Event status: © Started goljEvCniHoW
Date and time: Monday, June 20, 2020 11:00 am
Central Daylight Time (Chicago, GMT-05:00)
Change time zone

To join this event, provide the following information.

First name:

Duration: 1 hour

- Last name:
Description:

Email address: sdselvanayagam@gmail.c

Event password: sssass

By joining this event, you are accepting the Cisco Webex Terms of Service and Privacy 9

Join Now

e Select your audio connection preferences. Click Join Event.

Q@ Cisco Webex Events @ x

Sample Event
11:00 AM - 12:00 PM

ou using

“’:5 Use computer for audio ¥ () Wirecast Virtual Micrapho...
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e Toview call in information, select the information icon found on the top left corner.

File Edit View Communicate Participant Event Help

@ 4} Sunil Selvanayagam (Host) &

Erentormation] | O

Sample Event

Host: Sunil Selvanayagam

Event number:

145 769 5690

Audio connection:

USA Toll Free: 1-844-740-1264
US Toll: +1-415-655-0003

Access code:

145 769 5690

Attendee ID:
7

SS

e If you are given presenter permissions, you can share content using the “share content” icon. If you
don’t have the presenter role, the “share content” option will be grayed out as shown below.

are content

e Select the Raise Hand option to raise your hand and get the panelist’s attention. Panelist will
unmute you to ask question. Please lower hand once question has been answered

v Participants * v Participants x

Q Q

v Panelist 1 w  Panelist: 1

P - Sunil Selvanayagam
- Sunil Selvanayagam sg )
D ¥ag ol 2 VY tox

w Attendee:

w  Attendee:
i 0 Attendee 1 e £ Attendee 1
= Me
Me
v Q&A Raise Hand| . gga Lower Hand

22
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e The host will have control over your microphone. If you are muted, the host will unmute you.

ou cannot

e If the host has enabled the chat feature, you will be allowed to enable/disable the chat window
using the chat icon.

e You can select who you want your chat directed to using the “to” dropdown menu in the chat
window.

~ Chat *

Host
Presenter
Host & Presenter

All Panelists
Sunil Selvanayagam

To: | Host
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Webex Training

Hosting a Webex Training

Manage a Training Session

At the start of the event, select audio connection.

Share View Audio

Quick Start Session Info

Suni Selvanayagam's training session

Topic: Sample Training

Q Audio Conference

@ Use your phone or computer to join this audio conference.

\ &

Audio Conference

\ E,,Zf“,

Invite & Remind

Call Me

~ Use Computer for Audio

Call Using Computer

Test speaker/microphone

g Share My Desktop

The session window will allow the host to share content, configure audio options, and invite
participants.

Sesson Info

Sund Selvanayagam's raning session

Topic: Sample Training

= &

Invite & Reminc
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e Select session then session options to enable/disable features.

]

File Edit Share View Audio Participant

R Ereakout  Help

Information Quick Start Session Info

Quick Start Session Info Audio & Video Statistics...

Start Recarding Sunil Selvanayagam’s training session

Topic: Sample Training

Sunil Selvanayagam's training session

Topic: Sample Training

Recorder Settings

Greeting Message...

Session Options...

Q Training Session Options X
Restrict Access

Commurications [ True Color Mode | mport Mode |

Select the modes of communication that you want to allow
./ Chat
v QaA
.~ Feedback
v Video
 View video thumbnails

./ Attention tracking

o

e Select breakout then breakout session assignment to configure a breakout session or reconfigure a
previously scheduled breakout session.

Q
File Edit Share View Audie Participant Sessi Ip

Open Breakout Session Panel
Quick Start Session Info Start Breakout Sessions

End Breakout Sessions

Suni Selvanayagam's training session Ask Allto Retum

Topic: Sample Training

Join Breakout Session 4
Eroadcast Message...

Share Breakout Session Content...

e Select add session to configure breakout session.

Q Breakout Session Assignment x

Create breakout sessions and assign attendees:

te Manually

To ereate breakout sessions manually, manage your assignment below:

Not Assigned: Assigned:
v Panelsts ~ Group descussion 2
O sunil Selvanayagam ~ Group Discussion 1
~ Attendees ~ Test Session
>>
<<
<« > > Options for:

Allow attendees to create breakout sessions

25



Once sessions are added and configured, breakout session can be configured and started.

“ Breakout Session X

Breakout Assignment
Manual Assignment

~  Group descussion 2: 0
~ (Group Discussion 1: 0

~ Test Session: 0

Quek st Sesson 1fo

The right side of the session window allows the host to control the session.

A= ] ® .
flomitl o i
Suni Sevanayagani's tranng sesson © Roorg ¥ Paticipants # ox
Topic: Sample Training '
S —

Y I ————c T

“ Ationdoa: 0

&

Audio Invite & Remind a|v]x 0] - e
o KX = (& |1
v nat x
Send to: AlPaticsarts
3 share My Desktop | v =a
@ End Training Session
e Semon . 145 134 6900 | You are aricating 1 1 auds conference sing v comuter

1 Sorakcoow [N | Connectae

o If atest was created and selected during scheduling, the host can select a test and launch it.

w Testing x
Title © status
Example Test(2) Mot started

Refresh for All Launch for All
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Attending a Webex Training

Joining from an Email Invite

e C(Click on the link to join training session.

messenger@webex.com
tome *

Hello sdselvanayagam@gmail.com,
Please join my Webex training session that is currently in progress.

Topic: Sample Training

Host: Sunil Selvanayagam
Session number: 145 466 9554
Session password: 3mrMHYqHz65

To join the training session

2. Enter your name and email address (or registration ID}).
3. Enter the session password: 3mrMHYgHz65

4. Click "Join Now".

5. Follow the instructions that appear on your screen.

To join the session by phone only

To receive a call back, provide your phone number when you join the training session, or call the number below and enter the access code.
USA Toll Free:1-844-740-1264
US Toll:+1-415-655-0003

Having trouble dialing in? Try these backup numbers:

USA Toll Free:1-844-740-1264

US Toll:+1-415-655-0003

Show toll-free dialing restrictions: https://www.webex. com/pdf/tolifree_restrictions.pdf
Access code: 145 466 9554
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e Select audio connection.

Topic: Sample Training
Host Sunil Selvanayagam
Audio Conference USA Taoll Free 1-844-740-1264 .
US Toll +1-415-655-0003 2 Puilts CerEane: - %

Sh ll global call-i e
0 &% global caldn Umbers 6 Use your phone or computer to join this audio conference.

Access code 145 466 9554
Attendee ID 35 s Phone! | call me ata new number
Training session number: 145 466 9554 EE - Enter 3 phone number x

f-

~ Use Computer for Audio @

Call Using Computer

Test speaker/microphone

2]

e If the instructor is not sharing content, the Webex window will only display your attendee

information.
£ 2 & Participant 0 Breab
- |
o ox
Topic: peakan
Attendee: 1
s i =
. v i F @ -
v Testing x
o =
Example Test(3) Not started

Jax Sesson Mo, 145 466 955
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e If the Instructor is sharing content, the window will reflect those contents.

About = Advocacy = Membership = Professional Development *

Certified

Commercial Building
Inspector

|7E| v
Trusted Source for Coronavirus Response
Center

Leaders in the global built environment
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e While instructor is presenting, participate in the event by hovering on the toolbar and select option.

I . = O .

Audio  Participants Chat Annotate QsA

4 Testing

Manage Panels...

Viewing Sunil Selvanayagam's applications

Ask to Control
Journal Store cdpACCESS

Audio Conference...

INTERNATIONAL Speaker/Microphone Audio Test...
CODE About ¥ Advocacy ¥ i F i
COUNCIL Vicie

Session Info...

Audio & Video Statistics...

A New Way to Share Your | Returto Session Window
Credentials

Certified

LEARN MORE — Commercial Building
Inspector

e During the breakout session, if presenting, click yes on prompt.

Topic: Sample Training
Host Sunil Sehanayagam
Audio Conference USAToll Free  1-844-740-1264
Us Toll +1-415-655-0003
Show all global call-in numbers Q Breakout Session ®
Access code 145 466 9554 You have been assigned as a presenter for a breakout session. Do you

want to start the session now?

35
145 466 9554

N s

e When a breakout session starts, there will be a notification of audio conference session switching.

= N

Q Audio Conference p—

‘four audio conference will be switched from the main session to i .
this breakout session. Audio Conference New Whiteboard

Do you want to continue?

- ) -

‘ I:I Share My Desktop v
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e Within the breakout session, sharing content, chat, and assign roles is available.

Sesson Info

Breakout Session: Breakout session 1

v Session Ho, 145 466 9554 | You are partickat = using your compute!

e if help is needed, select Ask For Help.
Breakout Session Participants Chat

' Breakout Session

You are currently connected to the breakout session

"Breakout session 1",
e )
Elapsed time: 3:24

~ Participants x

Q E Attendee1

e Select End breakout session to end meeting.

. = ]
an - e
Breakout Session Participants Chat

v Breakout Session

You are currently co
e p

End Breakout Session

ElapTe

nnected to the breakout session

Ask For Help

~ Participants

O E Attendeel

e  When instructor ends breakout session, session will end automatically in 30 seconds.
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Q Breakout Session Manager x

This breakout session will end automatically in 30 seconds.

e If the Instructor starts a test, the test will open in your default browser, select refresh to begin test.
Take Test: Example Test(3)

Student name: Attendee 1
Student email address: sdselvanayagam@gmail.co

Test title: Example Test(3)
Test Description:
Auther:  Sunil Selvanayagam
Time limit:  (none)
Number of allowed attempts: 1
Number of questions: 2
Maximum score: 100

Please wait for your instructor to stai || i I il

e Answer questions, the click submit test.

Take Test: Example Test(3)

Student name: Attendee 1
adaress: com

Test title: Example Test(3)
Test Description:
Author: Sunil Seivanayagam
Time timit: (none)
Number of aliowed attempts: 1
Number of questions: 2
Maximum score: 100 points

Submit Test

I sunil the best?
Yos
(50 pownts)

[t v A |

Why is sund the best?
Yes
fm Positive

(50 posnts)

e Once the test has been submitted, you can view the results instantly.

Test Submitted: Example Test(3)

Your test has been submitted to the instructor.

Your test is scored and graded automatically. You can view the resulfs now.
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Please reach out to International Code Council IT Support Staff for further assistance.

Email ICC IT Support Staff at MeetingSupport@iccsafe.org
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