HOW TO ATTEND YOUR VIRTUAL MEETINGS
STEP 1: RETRIEVE YOUR COMPANY ID CODE
1. Log into your online profile in the b2b matchmaking platform: https://meetings.aeromarttoulouse.com/2020/signup.php)
2. Go to “My Schedule”: your company ID code will be displayed right above your meeting schedule

STEP 2: IDENTIFY IF YOU ARE THE HOST OR THE GUEST OF YOUR MEETING SESSION
1. In your meeting schedule:
a. Find the visio link provided for the meeting session:
For instance: https://advbe.webex.com/meet/V123
b. Check the company ID code at the end of the URL (in this example, it is V123)
c. If it is your company ID code: you are the host of the meeting
d. If it is a different company ID code: you are the guest
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STEP 3: ATTEND THE MEETING
1. You are the HOST:
a. Connect to your Webex account at https://advbe.webex.com,
b. Click on Sign In and use the Webex login credentials that we sent you by email (note: they can
also be found in your online profile on the b2B platform under My Schedule).
c. Then, click on Start a Meeting button to launch the meeting session.

a

b

c
NOTE: The meeting hosts must log in to their Webex account to start the meeting. They also have the
responsibility to let the guests waiting in their lobby in.
Make sure you know the people who’s waiting before you let them in.
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2. You are the GUEST: join the meeting by simply clicking on the visio link provided in your meeting
schedule.
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Options during the meeting:
1. Record the meeting
è click on the “Record” button

2.

We also recommend you locking your room while you’re having your meetings, that way guests will have to first
wait in the lobby of your virtual room until you let them in. This is an important step to make sure no one can
barge into your meeting unexpectedly. To lock your room, click on the 3 dots button and select “Lock meeting”

3.

You can share your screen by clicking on the “Share” button (you’ll need to select from the list of open

applications on your computer)
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BEST PRACTICES FOR EFFECTIVE VIRTUAL MEETINGS
1. Make sure you have a good internet connection – you might need to close all other applications to
ensure decent internet speed.
2. Make sure you have a good webcam and mic (through computer speakers and microphone or a
headset/earphones if preferred).
3. Check for proper lighting (and possibly a neutral background).
4. If you’re planning on sharing your screen, we suggest preparing copies of the data or content being
shared (in case screensharing does not work), so you may send them via email to the participants of
your meeting.
5. These are business meetings, be on time and make sure you follow your schedule.
6. We encourage you logging in ahead of time and test out your software and system compatibility.

YOU’RE ALL SET, WE WISH YOU SUCCESSFUL VIRTUAL MEETINGS!
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