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HOME  >  PRESENTING

1.   Make sure your camera, network, and microphone work. There is a session available to test these, if needed, during the first 15 minutes of each  
day of the conference.

     Wednesday October 14th @ 11:15am EDT

     Thursday October 15th @ 11:15am EDT

     Friday October 16th @ 11:15am EDT

2.  Make sure you have the Zoom link (not the Whova app link) to join the live session, it is available on the agenda. If you don’t have one, request one from the 
following organizers: Samuel Campbell, shc6@queensu.ca or Alice Rush-Rhodes,  arush@queensu.ca.

3.  Click the Zoom link. If you’ve already installed the Zoom application, it should start automatically. Otherwise, follow the instructions to download the Zoom  
application and enter the Zoom meeting/webinar code supplied. If you don’t have this number, please contact the following organizers:  
Samuel Campbell, shc6@queensu.ca or Alice Rush-Rhodes,  arush@queensu.ca.

4.  If you are using slides or pre-recorded video, open the slides/video, click “Share Screen”, and select the slides/video you want to share.

desktop On Desktop App

If you are experiencing trouble presenting or using the app beyond what it covered in this guide, please don’t hesitate to get in contact with our support staff.

If you are a member of the Elentra Consortium Slack, please contact Eric Green (egreen) or Graham Stratford.

If you are not a member of the Elentra Consortium Slack, please contact via email either Eric Green, eg74@queensu.ca, or Graham Stratford, stratg@queensu.ca.

exclamation
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HOME  >  SEE WHO IS ATTENDING

1.   Sign into the app.

2.  Find the Speaker Hub section and click on My Session and  
Audiences.

3.  From there, you can find all the sessions you speak in. Tap the one you 
want to check.

4.  Tap the Attending option and you will see the list of people who  
added the session to their personal agenda.

1.   Sign into the web app.  
(whova.com/portal/webapp/eeft_202007/)

2.  Click on Agenda in the left-hand menu.

3.  Select your session in the list of session.

4.  Underneath the streaming window displays the 
count of people who have added your agenda to 
their personal agenda.

mobile On Mobile App laptop On Web App

If you are experiencing trouble seeing attendance or using the 
mobile app beyond what it covered in this guide, please don’t 
hesitate to get in contact with our support staff.

If you are a member of the Elentra Consortium Slack, please con-
tact Eric Green (egreen) or Graham Stratford.

If you are not a member of the Elentra Consortium Slack, please 
contact via email either Eric Green, eg74@queensu.ca, or  
Graham Stratford, stratg@queensu.ca.

exclamation

If you are experiencing trouble seeing 
attendance or using the web app  
beyond what it covered in this guide, 
please don’t hesitate to get  
in contact with our support staff.

If you are a member of the Elentra 
Consortium Slack, please contact Eric 
Green (egreen) or Graham Stratford.

If you are not a member of the Elentra 
Consortium Slack, please contact via 
email either  
Eric Green, eg74@queensu.ca, or 
Graham Stratford,  
stratg@queensu.ca.

exclamation
Make sure you use the email address you used when you registered the 
event as a speaker. Otherwise, the speakers’ will not be available to you.star

For more granular information about who is  
planning to attend your session, please use the 
mobile app.

mobile
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HOME  >  ANSWERING Q&A

1. Log into the app.

2. Tap “Questions from My Audience” under “Speaker Hub”

3.  The session shows all the questions asked by the audience, 
arranged in order by the number of votes for each ques-
tion.

    •   If it is during a live session, you may answer the questions 
directly on stream.

    •   If it is before or after the live session, you can tap onto the 
question and answer it in the app.

1.   From the Webapp homepage, select "Session Q&A" 
on the left hand sidebar menu.

2. Choose your session from the list of all sessions.

3.  You will see all visible questions here, as well as the 
votes associated with them. When you select a 
question you can see any chat messages associat-
ed on the right hand half of the screen.

mobile On Mobile App laptop On Web App

If you are experiencing trouble 
using Q&A or using the mobile 
app beyond what it covered in 
this guide, please don’t hesi-
tate to get in contact with our 
support staff.

If you are a member of the 
Elentra Consortium Slack, 
please contact Eric Green 
(egreen) or Graham Stratford.

If you are not a member of 
the Elentra Consortium Slack, 
please contact via email ei-
ther  
Eric Green, eg74@queensu.ca, 
or Graham Stratford, stratg@
queensu.ca.

exclamation
If you are experiencing trouble using 
Q&A or using the web app beyond 
what it covered in this guide, please 
don’t hesitate to get  
in contact with our support staff.

If you are a member of the Elentra 
Consortium Slack, please contact Eric 
Green (egreen) or Graham Stratford.

If you are not a member of the Elentra 
Consortium Slack, please contact via 
email either  
Eric Green, eg74@queensu.ca, or 
Graham Stratford,  
stratg@queensu.ca.

exclamation
We strongly suggest you use the Chrome browser 
to view streaming events.  
Other browsers may have incompatibility issues that 
may impact your experience.

chrome

Questions can  
be marked as  
answered in the app.

question

You can hide a 
question if you don’t 
want it seen by the 
audience.

user-secret

You can keep a 
question visible to 
the audience and 
yourself by pinning it.

lock
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HOME  >  CHECKLIST

square  Recommended Pre-record your talk and send it to your organizers as a back-up in case you may have any technical or net-
work issues during your talk.

square  Test your camera, microphone, and screen-sharing etc. You can do this with your friends or colleagues.

square  Consider a dry run of your talk and time it. Speaking in front of a camera feels different from speaking in front of a live audience.

square  Instead of a mobile phone, we recommend you start Zoom on your computer, which provides more stable network and  
better performance.

square Choose what background you want to use. You can choose from a virtual background provided by Zoom or by the organizers.

square Make sure the main light source isn't coming from behind you. If you are close to a window, try not to be in darkness.

square If possible, close other applications on your computer and silence notifications.

square  Let other people in your home know about your presentation so that they won't use too much bandwidth while  
you're presenting.

square  Test your internet speed. A good minimum is 2 mbps for both upload and download. Test here at: https://www.speedtest.net/

square  Test your video/audio. The easiest method is to start a Zoom meeting with friends or colleagues and see if they can see and 
hear you, and don't forget to test your slides or screen-sharing too.

square Take advantage of our Pre-Conference Technical Tests offered during the first 15 minutes of each conference day.

check Before you go live

hammer Thing to test



HOME  >  EMERGENCY

If something unexpected happens during the event or session, please follow this guide to resolve it.

Cannot join the session as a speaker or panelist.

Please join from the Zoom client instead of the event app.

If it requires a password, please contact the session host to resend you the link or remove the password.

Your internet connection has problem (unable to reconnect, or has unbearable delay):

Please contact the session host to use your pre-recorded video.

Cannot share screen or share video:

Please contact the session host to make sure they set the permission correctly or enable them on the Zoom client.

The camera does not work properly: 

Please check with the session host if it's OK that you present without a camera. If it is fine, you may still present with audio and 
slides. Otherwise, please ask the host to start the pre-recorded video.

The audio device does not work properly:

Please contact the session host to use your pre-recorded video.

Exclamation-Triangle In case of an emergency

If you are experiencing trouble using Q&A or using the mobile app beyond what it covered in this guide, please don’t hesitate to get in contact 
with our support staff.

If you are a member of the Elentra Consortium Slack, please contact Eric Green (egreen) or Graham Stratford.

If you are not a member of the Elentra Consortium Slack, please contact via email either Eric Green, eg74@queensu.ca, or Graham Stratford, 
stratg@queensu.ca.
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