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1. Technical equipment and the right web browser

Please use a computer with a current Windows 10 /
MacOSX operating system, such as:

* PC

* iMac

* Laptop

* Macbook

If you want to perform live a webcam and a microphone is
required. We recommend to use a headset. This avoids
feedback of the sound and provides a good voice quality.

Basically every modern smartphone or tablet can
participate in a hopin.to event.

However, for performance reasons the above mentioned
device category is recommended.

Please make sure that notebooks are connected to a
power supply via power supply unit.



1. Technical equipment and the optimal browser

Google Chrome

We recommend using google chrome in it‘s
latest version!

You should have an Internet connection with at
least 10 Mbit/s download/upload and DO NOT
use VPN. Please also note the network
requirements of Hopin.

For Mac-users:

It is recommended for Mac users to switch to
the “Google Chrome” browser instead of the
standard “Safari” web browser.

Please note, that the Microsoft Internet
Explorer is not supported!


https://support.hopin.to/en/articles/4300282-network-connectivity-settings

2. Registration on hopin.to

a) You've received a link from the organizer
to purchase an event ticket:

Findevents  Help v @ % Open thIS Ilnk

Tutorialvideo ¢ Tickets From $0.00 to $500.00
5 Sep 25, 120AM t0 Sep 27, S10PM 2 2 peopl atencing o b) The registration page of the event opens
Be ticket - exhibitor Free . . .
up. You will see all available ticket
~ ticket - moderators and speakers Free
1 N \ ‘ ) (0] pt 10NsS:
i.‘:thopin = g : ticket - organization Free L
Events without limits " ticket - visitor Free o
3 - s - click on your desired ticket category
ree ticket Free
ticket - VIP ticket $500.00

c¢) When you confirm your ticketpurchase
by clicking the , Checkout” button, you
will receive the virtual ticket and thus

We will use this event to show you how to find your way around the Hopin site.

Description Sponsors Schedule Booths
Checkout e

o Hosted by

el L [ - have access to the event,
® =
:E:E‘:nart . i i
Bl —> You will now be asked to to log in with
your account.

Schedule

Today TH20PM-1200PM - Stage . —> If you don‘t have a hopin.to account yet,

Introduction

we will explain how to create one on the next
page.




2. Registration on hopin.to

“hopin
Sign up to get started o 1) Please enter your contact details and an email
Already registered? Sign in addreSS here.

2) Please choose a secure password.

e S
innovationDays 2020

)
Digitale Events - live & online g 3)

Please note that the key information is your
given email address. You’re going to use this to
log in to hopin.to at future events too.

You're almost registered for this event, please login or signup for a Hopin account to
attend.

— — You should therefore check it’s correct spelling
twice.
Email address
4) Confirm your agreement to the general terms and

conditions and the data protection regulations.

Password

Click the ,,Sign up“ button.

By creating this account, you agree to Hopin's Terms & Cenditions and the

Privacy Policy.

BTN ()

Or continue with




3. Basic functions

Chat

f Event starting in 7 weeks 1 day

In the ime you can create your profile or preview the event.

T m

"7inn6vationDa\/s 2020

Digitale Events - live & online

innovationDays 2020 - DE - Showcase Test lit.Love
=) Nov 15, 8:00AM - Nov 17, 2:00PM (+01:00) (3 Add To Calendar

amm Hosted by
'::. smartEvents

()

. Powered by 2¢hopin Start typing...

You will then be directed to the

=S appropriate event.
o If the event has not yet started, you will
see this view.
As soon as the event is opened, the view
is updated automatically.




3. Basic functions

@© e biggest tech conference int

z M 10 @- Upon entering the event you will find

Jd ~ ne yourself in the reception area.
;
#hopin i You will find a description, the exact time
e

" Wl ; schedule and, if applicable, the sponsors of
Events without limits _ the event.

3 D %

“imare Tutorialvideo

2d:5h:46m
Hosted by Online-Event

Description

HERE in the reception you can get an overview of the event
Look for which area is currently live, when your favorite speaker or artist is performing and who has sponsored this event.

Proudly Supported By

e
= xSMa rt
Events




3. Basic functions — how do | get to the stage?

Click on ,,Stage” in the left
menu bar.

.
“asmart
Events

L]

Reception

o The stage area opens up and
you can see what happens on

the stage or what is going to

, — R — happen next.
Sessions Eve nt ;‘ - IS . ¢ = - s —— pp

Networking

1, :
“hopin

Expo




3. Basic functions — stage functions

Pause/ Play the stage
program.

©

Adjust the stage’s
volume.

PTG
v ‘ . 7 ,;.
LR .""’

This function allows you to display the
stage program in an extra window. You can
now navigate through the event and
follow the action on stage.

-

ick this icon to
activate the full
screen view of
the stage.

You can adjust the
quality of the
stream to your
bandwidth here.

10



4. Basic functions — how do | get to a session?

> C @ © & S hitpsy/apphopin, o Click on ,,sessions” in the left menu bar.

The Sessions page opens and you can
A see all sessions that have been created
and shared for you in the event.

Tutorialvideo  Online-Event ) Timeleft 2d:5h:44m
e To enter your session, click on the
o m AR desired session rom.
Support . .
| e You are now in your room.
° —= | "¢ Depending on the event, you can also

share your audio and video (and then
be seen by the audience).

A Cmart  Innovat -
Events  veranstaltet

.

Welcome to the session

11



4. Basic functions — how to interact with others in a session

Share Audio and Video

app.hopin.to méchte:
& Mikrofon verwenden

B |hre Kamera verwenden e

Blockieren

Zulassen

r
Audio/Video Settings d
You're about to use your web cam. For others to see a

hear you, your browser will request access to your cam and
mic. You can still turn them back off at any time.

g, Mikrofon (High Definition Audio Device) v

@ Integrated Webcam v

Remember my settings for future sessions

———————————————

Click on ,,Share Audio & Video”.

You may have to confirm the sharing of
your camera and microphone by the
browser again.

A new window will pop up. You cannow
select which microphone and camera
you want to use.

If your device’s have been set up

properly, hopin.to will automatically
recognize them.

12



4. Basic functions — after interaction

Are you sure you want to leave?

If you leave, you will have to request again.

=] -

Please stop sharing audio and video after
you‘re done talking.

You can do so, by clicking the red , Leave”
button in the upper right corner.

You will have to confirm this twice.
This will only end the sharing of audio and

video. You will still be able to see what
other people share in the session.

13



5. Basic functions — what is networking?

Reception

Tutorialvideo  Online-Event

Are you ready?

Click the button below to meet someone.

Ready

2d:5h:38m

Network!

Click on ,,Networking” in the left menu
bar.

The networking area opens. You can
connect to other participants by clicking
on "Ready" to exchange and network.

14



6. Basic functions — the exhibition area

o Click on ,,Expo“ in the left menu bar.

Zasmart

R':[ o The exhibition page will open and you will
be able to get information about the
exhibitors. There are, depending on the

e exhibitor, videos, presentations or live
shows.

Semsone S Tutorialvideo  Onine-cvent BTt REe |
You enter the booth by clicking on it.

Networking

Expo

15



7. The Chat

© e biggest tech conference in the world &

o The chat of a hopin event is located on the right side of
the event page

M,

“hopin

. . . e Each session room has its own session chat.
Events without limits

2 3%k o6 e s

In this chat only the participants, speakers and
moderators of the session can communicate, ask
questions or express their opinions.

All other participants of the event or another session

|> e2 A B @ v cannot see what is written.
Chat Polks People e If you want to use the general event chat, press "Event".
Event  Session You can hide and unhide the chat by using the arrow

Q 9 above the chat tab.
Max Musterma 16 minufes ago

Great Session!

16



7. The Chat

> o2 a s @

Chat Polls People

Event Stage o

Max Mustermann in a few seconds
Great Event!

o If you are a spectator of the stage, a chat
is available to you, which is only visible to
the other spectators of this stage.

This applies to every part of the event.
Each exhibitor or stand also has its own
chat.

17



7. The Chat - Polls

Next to the chat tab is the "Polls" tab. You
will see event-wide questions that you

I% ® 2 o ! = Q " can answer.

Chat Polls People e After you have answered a question, the
result of the survey is displayed.

"t smartEvents Pro « a few seconds ago

How do you like hopin? e

Very good

goes already....

don't like it




7. The Chat - Attendees

o The “Attendees" tab shows you all the

|= e2 )
people who have registered for the event.
Chat Polls
People M . . .
Ry "essedes e You can quickly find other attendees using
the searchfunction.
Search (> §

o If you want to start a private conversation

with one of the participants, click on this
participant. A new window will open. On
the next page we will explain how to
communicate with the participant.

@ Max Mustermann
Experte fiir digitale Events
@ Recording smartEvents

=2 Technik smartEvents

#me smartEvents Pro

lick to load more...

19



7. The Chat - Attendees

> e2 T O~
Chat Polls People
‘ -4
]

Technik smartEvents

Invite to video call

Max Mustermann in a few seconds
Hi, how are you?

Start typing... o

You can send the participant a private message.

To do so, write the message in the chat window
and send it by pressing the Enter key or using
the arrow-symbol next to the text window.

20



8. Information

Not for every event all features are active or can be used in the same way.
Your organizer will inform you about possible other uses (e.g. of the session rooms).

If you have further questions, please feel free to visit our website smartevents.de/attendees.

21
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Thanks for your attention!
We hope you‘re having a good time using hopin.to




