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We hope you are looking forward to ATE Online. To ensure the smooth running of the event, please read the
following information in detail.

ATE is being held as a hybrid event, with the virtual component allowing Australian sellers and buyers, unable to
travel to Sydney, to exchange knowledge and make business connections. The online platform is the same used to
deliver ATE21 online. Rigorous testing has been put into ensuring the online experience is enjoyable and productive
but please bear with us if there are any technical issues, which we’ll do our best to resolve promptly.

Should you have any questions or need assistance, please contact us.

Before the event, ensure you have the following:

e A desktop computer or laptop available for use

e If your computer or laptop does not have an inbuilt front facing camera, organise a web cam if you would
like to conduct your appointments with video (recommended)

e Ensure your computer has a built in microphone or organise a headset

e Access to the latest version of Google Chrome, Safari, Mozilla Firefox or Microsoft Edge — Internet Explorer
is not supported

e Access to a high-speed internet connection

As the platform uses the latest video technology, check your browser and operating system (0S) is updated to the
latest version. To test what browser version you are using, go to what is my browser and update if required.

Review your appointment schedule as soon as possible and prepare for each appointment using the directory. Both
your appointment schedule and the directory are available via the Seller Info Hub. We recommend downloading an
updated version of your appointment schedule in case there have been any last-minute cancellations.

Please remember to action appointment requests to maximise your schedule. Requested but not confirmed
meetings will not appear on the online platform.

Your printed schedule report is set to Australian Eastern Standard Time (AEST), whilst your schedule on the online
platform will be set to your browser settings. Keep this in mind and ensure you are online with sufficient time prior
to your appointment taking place. We recommend you log in at least 20 minutes prior in case you require technical
assistance.

Be aware that virtual backgrounds are unavailable on the platform so a tidy backdrop with good lighting is required.
You may like to consider setting up pull up banners or other company branding behind you if available.

Your laptop should be setup so that the camera is at eye level. Wearing a headset is also recommended to ensure
you can be heard clearly and to block out any background noise. It is a good idea to minimise any distractions such as
emails and instant messages that may pop up whilst in appointments and turning your phone to silent or airplane
mode.

Sellers will be able to share their screen during appointments. When sharing screen, sound does not share so best to
use videos without sound and speak to these instead. If you do need to share a video with sound you can send a link
via the chat.
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https://events.tourism.australia.com/ate22/ate-online
https://events.tourism.australia.com/ate22/contact-us
https://www.whatismybrowser.com/
https://events.tourism.australia.com/ate22/login

To join the online platform, please visit the event website and click on the link to join.

You will then need to enter your registered email address and PIN sent to you via email.

SYSTEM CHECK

When you first login, you will be prompted to complete a

system check to ensure everything is working correctly. i
Please allow the online platform to access the correct

microphone and camera.

The system will remember the settings for the future. (===
However, if you use a different browser next time, you may
be required to complete the system check again.

CHECK IN

Once logged in you will arrive on the check in screen where
you can view the online platform guide video and add a
profile picture and review your contact details.

It is important that you review the ‘Networking Hub’ section
and untick any personal contact details that you do not wish
to share with other attendees. =
Once you are happy with the settings, please select Update
and Close.

If you have just attended ATE Live and used ATE22 Event
App, the system will use the privacy settings you set for the
ATE22 Event app, and the pop up with the online platform guide video will not appear. Click on your profile photo or
initials in the top right corner to watch the online platform guide video and review and update your profile
information at any time.

TIMELINE el P TN
Once you have completed the check in,
you will arrive on the timeline which
serves as the home page and main
navigation source for the platform.

The event dates will appear on the screen

and you can click each date to see your 5 el il
personal schedule. Please note: if you are

participating in ATE Live, you will see iy et _
these dates listed on the platform — St
please ignore these as these

appointments will be held in person.
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The red line will indicate where you are up to on your schedule on any given day so you can easily keep track. In
addition, the countdown timer in the top right will show you how long until the next item on your schedule begins.

If you have additional delegates on your application, appointments will need
to be allocated to the relevant delegates to indicate which seller delegate will
be looking after which appointment. This will happen automatically if you do

@ Attention X

You have Unassigned

not have any additional delegates on your application as all appointments will Appointments, please assign

be assigned to the primary seller delegate. If there are any appointments to appointments to a seller delegate.
allocate, you will see a pop up appearing every time you login into the online

platform.

Navigate to the Unassigned appointments to action.
This can be completed in bulk by selecting ‘Assign all
appointments’.

Weicome to ATE Online, the virtual component of the hybrid Australian Tourism E)«:hange that allows Australian sellers and buyers
. unable to travel to Australia to meet, exchange knowledge and make business connections. Thank you for er\ir\g us online. Have a
You can then select one or multiple team members to  eeatfowdays of appoinmonts
allocate all of appointments too. Once done, select _
save so they appear in each of the team members X -
B4 Liz Knowles
timelines. If you cannot see these allocated, please
select your profile picture/initials in the top right

corner and select refresh.

Nicole Mitche Assign all appointments Ak

Monday, May 16, 8:30am

Andrea Frierrd. 2
§/ TrovelManagers Cranbourne East (Tabie: Yellow - 52

Alternatively, you can allocate the appointments one by
one. To complete in this method, select the + icon next to
the appointment name, tick the team members you wish
to take the appointment and select Save. Each

e T et e et o et e e appointment must be allocated, otherwise it will not

el sloprimens appear on the event timeline and delegates will not be
able to join it.

e = e — The appOintment allocations can be updated at any time
— throughout the event, however all appointments must be
Andrea Friend icole Mitch: ;+ : '
€ Ve SRS e, allocated to someone prior to appointments

commencing on Tuesday 24 May.

A reminder that all appointments on the online platform will appear in your browser time zone. Please note, if you
have printed the short or comprehensive version of your appointment schedule, the times are displayed in
Australian Eastern Standard Time (AEST). Please refer to appointment number to avoid confusion.
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When it is time for your appointment, you will hear a ‘ding’ sound and a join button will display. Select Join to enter
the appointment.

ATE ONLINE

= 0 P
X\

Alisa Shtabskaia
Event Manager
Tourism Australia

No further events today
10:45am - 4-00pm Join

\' Filter \ ¢ Advanced @

Welcome to ATE Online

Welcome to ATE Online, the virtual component of the hybrid Australian Tourism Exchange that allows Australian sellers and buyers L.

unable to travel to Australia to meet, exchange knowledge and make business connections. Thank you for joining us online. Have a [5/) Networking Hub
great few days of appointments.

TODAY  MAY 15 MAY 16  MAY 17  MAY 18 ALL APPOINTMENTS

10:00am
10:45 AMM- T

L Appointment Alisa Shtabskaia 5
brd 10:458m - 2:00pm Event Manager m 2 Join
SO Tourism Australia

MORE INFORMATION

Click on an event to learn more about it

Your video as well as the video of the other delegates will display as they join the appointment.

= th @
< BACK TO TIMELINE TOURISM AUSTRALIA > [T | SocialFeed = |- Y . e e
- Tourism Australia This appointment er
i) 345pm - 4COpm @* Mark buyer as a no show
S ’ = 5n
) instant message v
@ My Notes ~

iyi Networking Hub R
@:; Korina Johnson onnest
© OICICION®) b ==
lean  Stop  Mute  Sottings Shwe  lnvite  Iwte  Mamer
ointment Camera  Mic Scroen  Attendees  Guest

Inside the appointment you can:

* Send chat messages — this can be seen by all delegates in the appointment

* Take notes —these are private and can only be viewed by you. Any notes taken on the platform are collated
and can be exported at any time using the export tool

* Send a connection request to the person you are meeting with via Networking Hub, this will allow you to
share contact details as per your selection on the event check in screen
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Appointments are timed, so will count down and fade out at the end — no running overtime! You can see the time
remaining in your appointment in the top right.

Sellers can also mark no shows within the appointment window. If a buyer does join or contact you later, you can
also unmark them as a no show.

To share screen during your appointment, click the Share Screen button from the appointment tab. We recommend
that you click the Window tab and select your PowerPoint or file that you are sharing. Please have your file ready
and open on your computer before you begin sharing. It is also recommended that you have two screens available so
you can see the buyer and timer in the appointment window along with the document you are sharing.

Audio does not share when using the share screen tool, so it best to use videos without sound and speak to these
instead. If you do need to share a video with sound you can send a link via the chat.

Given the short appointment time, Tourism Australia recommends concentrating on the conversation during the
appointment time rather than displaying presentation materials if you are having any difficulties.

Once the appointment has ended, please select ‘Back to timeline’ in the top right and wait to repeat the process to
join your next appointment.

Sellers are welcome to join any of the conference sessions for ATE Online, however the sessions have been designed
with buyers in mind as the key audience. Relevant sessions for sellers will take place through ATE Live and will be
recorded for viewing on demand.

TOURISM AUSTRALIA /"

Mz Lo o®

Official welcome

Session Information v

My Session Motes ~

The Join button will appear next to the conference session 5 minutes prior to the start time. If you are in the
timeline, you will hear a reminder chime 30 seconds before the start time to join. All conference sessions are
embedded in the screen, there is no separate Zoom application required.
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Inside the conference session you can:

Take notes — these are private and can only be viewed by you. Any notes taken on the platform are collated
and can be exported at any time using the export tool

In the Networking Hub, you can send connection requests to other event attendees.

When accepting a connection request, please be aware that you are agreeing to share contact details as per the
settings selected on the ‘Networking Hub’ on the event check in screen. Should you wish to review or update these
settings, you can do this by visiting My Settings.

Once connected, you will be able to:
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Benjomin Chen

c— w— M Adam Elliott

Jinha Joh

Call — you can call an attendee at any time for an audio or video live conversation. It is best to ensure the
other attendee is online before calling, this is indicated by a green dot in their profile picture.

Chat —the chat is a live chat functionality similar to instant messaging. If an attendee is online, they will see
the live chat messages pop up on their timeline, however you can turn these notifications off using the Do
Not Disturb (DND) tool. We recommend using the message functionality instead of the chat where possible.
Message — you can send messages which delegates can view and respond to at their convenience. Email
notifications are not sent, so it is important to check your messages regularly.

Take notes — these are private and can only be viewed by you. Any notes taken on the platform are collated
and can be exported at any time using the export tool

View contact details — you can view the personal contact details. A list of all your connections will collate and
can be exported at any time using the export tool

TOURISM AUSTRALIA =9

m@m

HETWORKING HUB
adanced © Roslyn Penning
Click on another attendee to connect with them.

..... ) Once youre connected, you can engage in live chat, calls, schedule
meetings, send messages and make notes.

The contact details and your notes can be exported via the Export Tool

next 10 your Profile butten at the top right
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The Social Feed is a public chat forum where e S
you can post messages, photos or videos for
all attendees to see, like and comment on.
Social Feed is not for technical support so
please use the Live Support icon for any

assistance.
woenn (@ SIS & = BN v ——
If you need technical support at any time, please visit the Live Support icon 2 h @ m
LIVE SUPPORT DND EXPORT HELP p

at the top of the screen and advise the issue.
Our support team will then respond to resolve the query as soon as

pOSSIb|e. G'Day! How can we help you? Live Support is only
menitored during event hours - if you have an enquiry
outside of this time, please contact us on

ate@tourism.australia.com

Get Live Support

I ALY

There are a few other helpful tools to keep in mind whilst participating in the online event:

e DND (Do not disturb) mode - other delegate connection requests and live chat messages are silenced

e Export —where you can export your contacts and notes at any time. The platform will remain open until 30
June giving you plenty of time to retrieve your contacts and notes post event.

e Help —you can view the latest FAQs here

e My Settings — by clicking on your profile photo or initials you can review update your profile information at
any time

e Refresh — by clicking on your profile photo or initials you can select refresh data to update your timeline. We
recommend you do this regularly throughout the event to ensure you are viewing the latest information in
your timeline.

2 Ssocial Feed 2 ﬂ'l ©) m
= LIWE SUPPORT DMD EXPORT HELP
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