Fifth Meeting of the Asia/Pacific
Aerodromes Operations and Planning
Subgroup (AOP/SG/5

eams Familiarization



https://www.icao.int/APAC/Meetings/Pages/2021-AOP-SG5.aspx
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HOW TO CHANGE SCREEN NAME?

Meeting now

Web Version (Installation Free)
Format:
« [State/Org] - [Name]

* e.g. Australia — John Smith
ICAO — Punya Shakya

Important Note: You will not be admitted
If we cannot match your name with any
: registration.
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Before Joining

Choose your audio and video settings for

Meeting e Switch your camera and
microphone OFF

« To reduce bandwidth
requirement for everyone

« No good:
Join now Join now

% @ ) 2 @) | pcMican
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Meeting Screen

Search for or type a command @ - 0
People x kX
in-.-'ire somecne &
Currently in this meeting (1)
Pang, Steven Ka Ho /

5P
L]

Participant List

(or Chatroom
depending on your
selection)

More
Actions

Mic | Chat

Wiaiting for others to join...

Camera Leave

o007 W & [ e M E -~

/1]

Raise Participant
Hand List

Share Screen
*speakers only

NO COUNTRY LEFT BEHIND

Depending on the
MS Team version,
these icons may be
shown on the top
right corner of the
main screen
instead.
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Want to speak?

 Use the Raise Hand function
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Want to speak?

 If you do not see the hand icon:

— If you still could not find the hand icon,
please type a message Iin the chat
room

— Please wait for Chairperson /
Secretariat to call your name before

you speak

£02 Show device settings

B Show meeting notes

(i) Show meeting details
= Enter full screen

[E] Show conversation

23 Hide participants

™ Raise your hand

i Keypad
© start recording

. . @@ End meeting
to joi

[#4 Tum off incoming video

o[-
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C

Search for o

O

at

lcommand @ — (] *

Meeting chat X

r: Pang, Steven Ka Ho joined the meeting.

Wiaiting for others to join...

T‘:__-'PC a new message

A ) 2O @B - B
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Device Settings

Device settings X

£03 Show device settings
Audio devices

B Show meeting notes

PC Mic and Speakers ~
O Enter full-screen Speaker
78 Show background effects Speakers (Conexant ISST Audio) v
Turn on live captions (preview, English US only) (=) L ]
i Keypad Microphone
© start recording Internal Microphone (Conexant ISST ... v/
o> End meeting i3

[Z4 Turn off incoming video

T
Camera

HP HD Camera N
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Connectivity Issue?

To preserve bandwidth:

Mute your camera and microphone
Turn off iIncoming video
Close unnecessary applications

If sharing internet/WiFI, request
others not to download files, watch
online videos, etc.

NO COUNTRY LEFT BEHIND

o3 Show device settings

B Show meeting notes

I Enter full-screen

7% Show background effects
Turn on live captions (preview, English US only)

i Keypad

© Start recording

> End meeting



