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1 .  UPDATE YOUR PROFILE. WHEN YOU LOGIN TO THE 
LIVETO PLATFORM, YOU WILL SEE A CIRCLE IN THE 
UPPER RIGHT CORNER. WHEN YOU CLICK THE 
CIRCLE, YOU ARE ABLE TO SEE AND EDIT YOUR 
PROFILE OR SIGN OUT. FILL IN YOUR INFORMATION 
AND CLICK SAVE CHANGES. 

THE NUMBER NEXT TO THE GREEN DOT WILL TELL 
YOU HOW MANY ATTENDEES ARE ONLINE AT THE 
MOMENT.  1
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Info desk 
0 Profile 

Chat 
C+ Signout 

Chat Channels Attendees lnbox 

Type a message .. 

O Send J 
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2 .  IN A CHAT BOX ON THE RIGHT SIDE, YOU ARE 
ABLE TO FIND ALL ATTENDEES. FIRST IN THE LIST IS 
YOURSELF. THE GREEN DOT WILL TELL WHO IS 
ONLINE AND THE RED ONE WHO IS OFFLINE AT THE 
MOMENT. YOU CAN SEARCH FOR AN ATTENDEE IN 
THE SEARCH BOX ''FIND ATTENDEE •.• '' 

Chat 

Chat Channels Attendees In box 

Attendees (1) 

Find attendee 

m. 
Heli Palomaa 
SH�FT Business Festival 

IT intern 

• Julia Makela
liveto

Lead customer success manager

Anja Karppinen
1 SHIFT Business Festival

Head of Marketing and Communications

Taneli Riihimaki
liveto Group Oy

Software Developer

Essi Vesala
Liveto Group Oy

Customer Success Manager

Hanna Sormunen
SHIFT Business Festival
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3  .  WHEN YOU CLICK THE NAME OF AN ATTENDEE, 
YOU WILL MOVE TO YOUR INBOX AND THEN ARE 
ABLE TO START A CONVERSATION WITH THAT 
PERSON. 

YOU MIGHT WANT TO INTRODUCE YOURSELF 
FIRST AND THEN FIND OUT IF THE PERSON IS 
ATTENDING VIRTUALLY OR ON-SITE. 

-

Chat Channels Attendees In box 

Hanna Sormunen x 

Head of Sales & Partnerships 

SHIFT Business Festival 

·eringing change orientated people and organisations

together to innovate and create sustainable growth to

benefit businesses, people and the planet.· 

This is the start of your message history 
with Hanna Sormunen 

start a conversation by sending a message 

Send a private message .. 

Chat j 
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4  .  CLICKING THE PHONE ICON IT IS POSSIBLE 
TO START A VIDEO CALL. JUST REMEMBER 

YOU BOTH HAVE TO BE ONLINE. THERE IS 
ALSO A POSSIBILITY TO MAKE AN 
INVITATION TO A MEETING. 

Invite to a meeting 
I I 
•••• 
•••• 
•••• 
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5 .  WHEN CLICKING ''INVITE TO A MEETING'', 
IT WILL OPEN A POP UP WINDOW. FILL IN THE 
DETAILS. 

REMEMBER THAT IF YOU BOTH ARE ON-SITE 
AT KAKOLA, IT IS POSSIBLE TO HAVE A 
MEETING ALSO THERE. 

This user's calendar is private, you con request a timeslot

Date 

16.08.2021 

Choose the dote (default: today) 

Slot duration

[ 15min ... 

select Slot duration (default: 15mln)

Available
slots

09:15 - 09:30 

09:30 - 09:45 

09:45 - 10:00 

Select Slot 

I 

Slot name

Slot name con not be empty 

Invitation message

Invitation message can not be empty

0/150 

[ Submit ]
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6  .  IF SOMEONE SENDS YOU AN INVITATION, 
YOU WILL GET A NOTIFICATION. YOU CAN FIND 
YOUR NOTIFICATIONS IN THE UPPER RIGHT 
CORNER (BELL SYMBOL). YOU CAN EITHER 
ACCEPT OR DECLINE THE INVITATIONS. 
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7 .  IF YOU ACCEPT, THE MEETING WILL APPEAR 
IN YOUR PERSONAL LIVETO CALENDAR (THE 
SYMBOL BETWEEN THE NOTIFICATIONS AND 
YOUR PROFILE BUTTON). 

l
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8  .  THE CALENDAR VIEW. 

My Calendar 

tapaaamine ... 

Meeting: accepted 
10:30 - 10:45 

• • 
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ox

• 
tapaaam1nen 

10:30 - 10:45 

Meeting between Elsa Ervasti and Heli 

Palomaa 

Received from Elsa Ervasti 

Invitation message: "NAhaanks

boothillo nr 3:,,· 

Status accepted 

Proceed to profile 

Cancel Invita tion 

X 




