Dear [Attendee’'s Name],

We are excited for your participation in the upcoming virtual roundtable on [Date] at [Time]. To
ensure a seamless experience, we've compiled some troubleshooting tips that may help you
address any potential issues.

Troubleshooting Tips:

o Check Your Internet Connection: Ensure you have a stable internet connection.
Consider using a wired connection for improved stability.

e Update Your Software: Ensure that your browser and any necessary software (Zoom,
Teams, etc.) are up to date.

e Test Your Audio and Video: Before the roundtable starts, test your microphone and
camera settings to ensure they are functioning correctly.

e Join Early: Log in 10 minutes early to address any technical issues that may arise.

o Disable Background Applications: Close any unnecessary applications to free up
bandwidth and prevent distractions.

If you encounter any issues during the roundtable, please feel free to reach out to our support
team at [Support Email] or [Support Phone Number].

Looking forward to a fruitful discussion!

Best regards,

[Your Name]

[Your Title]

[Your Organization]



