Instructions for Attending the Conference
Remotely

Dear Attendee,

We are excited to welcome you to the upcoming conference, which will be held remotely on
[Date]. Please follow the instructions below to ensure a smooth experience:

Before the Conference

o Verify your registration: Please confirm your registration by visiting this link.

e Check your email: You will receive a confirmation email containing your unique login
details.

o Download necessary software: Ensure you have downloaded any required applications
(e.g., Zoom, Microsoft Teams).

Day of the Conference

« Login early: Access the conference platform at least 15 minutes before the start time,
o Test your equipment: Ensure your microphone and camera are functioning properly.
« Review the agenda: Familiarize yourself with the schedule of sessions and speakers.

During the Conference

« Join breakout sessions: Follow links provided in the main session to participate in smaller
groups.

o Engage with speakers: Utilize the chat feature to ask questions and share comments.

« Take notes: Use a digital note-taking tool to keep track of key points.

After the Conference

o Complete the feedback survey: Your input is valuable to us, and the survey link will be
shared at the end of the conference.

e Access recorded sessions: Links to recorded sessions will be emailed to you within a
week.

Thank you for your participation! We look forward to a successful conference.

Best regards,

[Your Name]

[Your Position]
[Your Organization]
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