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Information Note for virtual workshops 

Dear participant, 

Welcome to our virtual workshop! 

We kindly request you take note of the following points, to make our workshop a fruitful 

experience for all of us. 

Looking forward to meeting you all virtually, 

UNESCAP Statistics Division 

------------------------------------------------------------------------- 

Before the workshop: 

- Read all documents provided to you carefully. 

- Coordinate within your country team, prepare and submit your presentation as requested. 

- If you have not used Microsoft Teams before, refer to instructions below. 

- Make sure you have a good set up for participating in the workshop. You will need a computer (not 

a smart phone) with a web camera, headset and a stable internet connection. Good lighting in front 

of you and minimal background noise is also helpful. 

- Attend the scheduled test run, as mentioned in the email. 

During the workshop: 

- Arrive 20 minutes before the workshop to sign in and check your computer’s audio and video 

connections are working. 

- To maximize personal connection between you and the others in the workshop, keep your video on 

and your face visible. 

- Keep your audio muted whenever you are not talking. 

- Be committed to contribute to discussions, especially in group discussions. 

After the workshop: 

- Complete the workshop evaluation survey 

- Apply what you have learned  
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How a guest joins a Teams meeting 

1. In your email invite, click “Join Microsoft Teams Meeting”.  

 

2. The Microsoft Teams meeting page will open in your web browser window. 

3. If you don’t have the Microsoft Teams App, select “Join on the web instead” (join a Teams meeting 

on the web) 
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4. Type in your full name and your country (Name, country) and select Join now. 

5. Choose the audio and video settings you want. 
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Default video and microphone setting 

are off >> swipe right to turn them on. 

Click here to 

check your audio 

and video set up. 
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Teams icons and their meanings 

 


