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Welcome

We are delighted to welcome you to
our Meet the Industry event

This event provides an ideal opportunity for you to network
with a wide range of other tourism businesses across Northern
Ireland. In turn this will allow you to-

® build knowledge on other tourism experiences and businesses
® support future cross- selling

® build mutually beneficial working relationships with other
tourism businesses

® hone your virtual selling/presentation skills

As you are aware we have been running events throughout the
year and this will be the 2nd year of Meet the Industry. Feedback
from last year’s event was extremely positive and as such

we have extended the duration of the event this year to take
place over 2 days. We will be continuing to run further events
throughout the year and ensure the Northern Ireland industry
are supported throughout 2022.

This pack will provide key information to help you plan for the
eventincluding a user guide to familiarise yourself with the
Converve platform.

We look forward to seeing you there and meeting up with you
againinthe near future — until then take care.

The Industry Development Team,
Tourism Northern Ireland.
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Section1:

What You Need To Knhow

® Virtual Meet The Industry takes place Tuesday 25th and
Wednesday 26th of January.

® Appointments will be made using Converve. Appointment requests
will open from Tuesday 18th January.

® During the video meeting, there s the facility to share your screen
to show images /presentation etc.

® Theevent will runfrom 9:15am to 6.00pm, allowing you flexibility in
arranging meetings throughout the day to suit your own schedule.
There will also be a 1-hour prescheduled lunch break.

® Each meeting will be 10 minutes long followed by a 5 minute break
between meetings. After 8 minutes you will get a 2 minute warning
that the appointment will be coming to anend. It is up toyou toend
the call as the video call will not automatically end.

® We will be hosting a Virtual Event training session which will take
place on Friday 21st January at 10am.

® Please ensure you have the latest version of Chrome or
Firefox loaded onto your PC or laptop when you are using
the Converve system.
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Section 2:

Using the converve
Appointment Platform

Those of you that have attended Meet The Buyer previously will have used
Converve when scheduling your appointments and for the meetings at last
years virtual event.

Quickstart

To join your meetings on the day of the event, open the Converve Event platform
and open "My Agenda".

@ Anna Zawislak Hello Anna Zawislak
Eatprofie Your personal homepage

| £ Dashboard
Live Stage Upcoming Sessions
P
09am - 10am Workshop 1

10am - 11am Workshop 2

Newest activities

All scheduled meetings can be accessed on this tab. At the time of the meeting
clickonthe button "Start Video Meeting".

® 09:30-10:00
</ Cafe Barista

® 11:00-12:00 ~~ T Introduction into netweorking
</ Online ( ) uvestage

" asdfasfadsfasd...

#7"_ LUNCH (proudly sponsored by converve.com)
4 Plaz { | Retallers meet to the latest trends In the Pos-Trends.

© 14:00 - 14:25

< online Meeting
© 14:30- 1455

Please allow the use of the microphone and camera so that the meeting
canstart when both parties have started the video meeting.
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Before the meeting

1. Open the device settings at the bottom right of the meeting window.
2. Select your preferred web camera and audio input and output.

3. Startatest sound, speak a little into the microphone and pay attention to the blue
bar below your picture. If it is moving while you are speaking speak, everything is ok.

If you can see yourself, the blue bar is moving while you are talking and you can hear a
test sound you are then ready to start the meeting.

Meeting Controls

1. "Share screen" offers the possibility to stream your own screen or special
applications or tabs live for your meeting partner.

Opens and closes the chat function.
Activates / deactivates the microphone mute.
. Exitsthe video call.

Stops / starts the broadcast of your own webcam.

O v oA W N

. Activates / deactivates the tiled view:
- Additional Settings

- Language

- Video quality

- Device settings
Camera and microphone selection
Sound test

- Profile settings
- Full screen mode

- Shortcut keys
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The Converve Meeting solution is web based and can be used on both desktop and
mobile devices. We recommend that meetings be carried out on larger devices, such as
desktop computer or notebooks, as features such as screensharing may be difficult to
use. We recommend using the latest versions of Chrome or Firefox.

Desktop Computer & Laptop requirements

Itisimportant that you run the latest version of your browser. Below you will find the
minimum operating system requirements:

Windows: Windows 7 and later
Mac: Mac0S10.10 and later

Linux: Any x64 based system

Supported browsers

We recommend using the latest versions of Chrome or Firefox.

Chrome

e ®
Your microphone and camera settings can be accessed _ x

. . Camera and microphone allowed
d] reCtly n Chrome' This page is accessing your camera and microphone.
Camera: & e sy e
. . . . . and microphone

Settings -> Privacy and security -> Site Settings -> Camera o AW‘,ﬁysb‘:ck mere and microghane sccess
Microphone: Microphone: ‘ Default -
Settings -> Privacy and security -> Site Settings -> Microphone Camers | <922 FroSream Wecam

This page may need to be reloaded before the new

When the meeting starts, please allow both the microphone settings take effect.
and the camerato be used. Manage m

Firefox

When the meeting starts, allow both the microphone and the camera to be used:

il B & nttps:/www. IETENE

Weuld you like to share your camera and
microphone with Eesse—

Camera to share:

FaceTime HD Camera

Microphene to share:

default (Built-in Microphone)

Share Selected Devices |
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How to Schedule an Appointment

Once the appointment setting function is open please click on My Agenda.

AAAAAA

Virtual Meet The Buyer 2020

Northern
[reland Department for the
Economy

Wwww.economy-ni.gov.uk

At the time you wish to make the appointment click on Who is Available
to seethelist of industry who are free at this time.

My Agenda Download your schedule (°DF)
Business Soluions . Tourism Norther Soluons T

Tuesday 08:00

aaaaaaaaaaaaa
© o8:20-0835

© o0840-0855  Block timesior

© 09:00-09:15

© 0920-0935
9 Online Meet

Attendees

Abbey Group

When doyou

2910712020 08:00 10 2000

30/07/2020 08:00t0 2000 3110772020 08:00t0 2000
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Section 3:

converve Piatform FAQ’S

How do I take appointments with the industry?

The meeting agendais as per our Meet The Buyer event. You will have your meeting
schedule and each appointment will have a 'start video meeting' and ‘end video
meeting’ button.

Am I expected to be available all day
of the event from 9:15am to 6.00pm?

Industry can tailor their schedule to suit their own needs over the course of the day.
You can block out individual time slots when you are not available to ensure no one
canrequest a meeting with you at these times.

CanIchange my appointment once
Meet The Industry has started?

You can change your appointments up to and during the meetingin the
meeting scheduler.

How do I get to my next appointment?
By using the meeting agenda —‘Start Video Meeting’ and ‘End Video Meeting’.

What happens if I need technical assistance

on the day - who do I contact?
You canrequest technical support whilstin the Converve platform. If yourissueis
loggingin to Converve please contact us at tourismni@event-ful.co.uk

CanIshow video/share my presentation
through the platform?

You can share your screen as shown in Section 2. You can also use a chat
function during your meeting to direct to your website or other links that
you are talking about during the meeting.
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Is there any further video content/resources on the platform
to view if in between appointments?

Tourism NIwill offerindustry the option to view additional content within Converve.
There will be a pre-recorded welcome message from Tourism NI Chief Executive John
McGrillen. There will be additional supports and links to further relevant content on
our website. These will be available to view throughout the duration of the Meet the
Industry Event.

What happens if there are no-shows, cancellations or I cannot
attend an appointment?

If you arerunning late or can no longer make an appointment, please make the
individual you are meeting aware. If there are circumstances in which you become
unavailable for a period of appointments please let us know at the help deskin
Converve. Alternatively if the person doesn’t make your appointment please feel free to
view our resources before your next appointment. You will have their details to arrange
adiscussion again later that day or following the event.

Will meetings auto time-out and be cut-off or will it be up to
attendees to finish on time?

It isuptoattendees to finish their appointments on time. The appointments will not
end themselves. Meet The Industry appointments are 10 minutes with a 5 minute break
which gives you time to prepare for the your next meeting or to take a short break.
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we're here to Help!

Tourism Northern Ireland are happy to work with you during and
following the virtual event, providing advice and assistance.

® The Tourism NI website has a dedicated COVID-19 section which you can
visit by going to - https://www.tourismni.com/covid-19. Here you will find
information about mitigating the effects of COVID-19 with clear guidance on
keeping your customers safe, finding financial support and advice on recovery.

@ Tourism NI are continuing to do all we can to support our tourism businesses.
We have coordinated a series of tailored Tourism Enterprise Development
(TED) webinars designed specifically for the NI tourism and hospitality
industry at this difficult time—opento all industry.
https://www.tourismni.com/build-your-business/events-webinars

® To keep up to date with all forthcoming events and activity ensure you are
signed up to our mailing lists by signing into your account on
www.tourismni.com and going to Preference Centre (tourismni.com)

® Remember to get join the conversation during the event with the hashtag
#MeetThelndustry

Contact a member of the Industry Development team at
industry.development@tourismni.com if you require any further information.

#MeetThelndustry
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