A guide to

Personal and Public
Involvement (PPI)

Participating in a video conference using Webex

This guide is designed to support you to participate in a video conference meeting using Webex technology.

What equipment is needed to participate in a video conference?
Equipment is required with access to wi-fi or the internet. You may participate in a video conference using:

e A desktop computer with camera;

e Alaptop with camera; or a

e Tablet or Smartphone — note that some users experience difficulties using these devices and desktop or
laptop are recommended.

Connecting to a Webex video conference:

e Follow the link that has been shared by the meeting organiser.

e [f the “Join Meeting” link on the invite will not work and you cannot log on via video call then you can dial
in using the phone number on the invite.

Things to consider when participating in a video conference.

e Consider the backdrop which other participants will be looking at. Does the room have good natural lighting
or to brighten up the meeting, turn on an overhead light.

e |t may be helpful to wear bright coloured clothes to enable other participants to identify who is
participating.

e Position your camera to make sure it is eye level to help other participants to see you. Look into the camera
when talking rather than at the screen.

e |t can be helpful to mute between speaking to reduce background noise. Remember to turn off the mute
button when speaking.

e [f you have a question or comment during the meeting, use the “raise hand” option beside your name in
the participant list on the right hand side of the screen.

e The chat function is located on the bottom right of the screen which can be used to support your
involvement during the meeting.

For more information on Involvement, Co-Production and Partnership Working
please visit the Engage website
http://engage.hscni.net
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