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1. UPDATE YOUR PROFILE. WHEN YOU LOGIN TO THE
LIVETO PLATFORM, YOU WILLSEE A CIRCLE INTHE
UPPER RIGHT CORNER. WHEN YOU CLICK THE
CIRCLE, YOU ARE ABLE TO SEE AND EDIT YOUR
PROFILE OR SIGN OUT. FILLIN YOUR INFORMATION

AND CLICK SAVE CHANGES.

THE NUMBER NEXT TO THE GREEN DOT WILL TELL

YOU HOW MANY ATTENDEES ARE ONLINE AT THE
MOMENT.

Info desk

Cchaot

Channels

@ Signout

Attendees
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Attendees (1)

2. IN ACHAT BOX ON THE RIGHT SIDE, YOU ARE Fepa s
ABLETOFIND ALLATTENDEES. FIRSTINTHELISTIS

YOURSELF. THE GREEN DOT WILLTELLWHO IS n  HeliPalomaa
ONLINE AND THE RED ONEWHO IS OFFLINEAT THE ﬁ. witen
MOMENT. YOUCANSEARCHFORANATTENDEEIN 3 JuiaMkels

Liveto

THE SEARCH Box IIFIND AnEN DEE..." ' f. Lead customer success manager

. Anja Karppinen
2' SHIFT Business Festival
Head of Marketing and Communications
fa Taneli Riihimaki
Liveto Group Oy
Software Developer

6

Hanna Sormunen
ﬁ SHIFT Business Festival

Essi Vesald

Liveto Group Oy
Customer Success Manager
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annels Attendees

Hanna Sormunen
3. WHEN YOU CLICK THE NAME OF AN ATTENDEE, é—) ieddiot Sclesié Partnaiships

SHIFT Business Festival

YOU WILLMOVE TO YOUR INBOX AND THEN ARE Bringing change orientated people and organisations

together to innovate and create sustainable growth to

ABI_E To START A CONVERSATION WITH TH AT benefit businesses, people and the planet.” ‘
PERSON. e w©

This is the start of your message history

YOU MIGHT WANT TO INTRODUCE YOURSELF with Hanna Sormunen
FIRST AND THEN FIND OUT IF THE PERSON IS ot i
ATTENDING VIRTUALLY OR ON-SITE.
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4. CLICKING THE PHONE ICON IT IS POSSIBLE
TOSTART AVIDEO CALL. JUST REMEMBER
YOUBOTHHAVE TO BE ONLINE. THERE IS

ALSO A POSSIBILITY TO MAKE AN
INVITATION TO AMEETING.

Start a video call with this
person

Invite to a meeting @
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This user's calendar is private, you con request a timeslot

5. WHEN CLICKING “INVITE TO A MEETING”,
IT WILL OPEN A POP UP WINDOW. FILLIN THE Oate Siot name

DETA“_S. 16.08.2021

Choose the dote (detault today)

Slot duration Invitation message 0/150

REMEMBER THAT IF YOU BOTH ARE ON-SITE o
AT KAKOLA, IT IS POSSIBLE TO HAVE A R ——y

Available

MEETING ALSO THERE. slots

09:15 - 09:30

09:30 - 09:45

09:45 - 10:00

Selectslot
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6. IFSOMEONE SENDS YOU AN INVITATION,
YOU WILLGET ANOTIFICATION. YOU CAN FIND
YOUR NOTIFICATIONS IN THE UPPER RIGHT
CORNER (BELL SYMBOL). YOU CAN EITHER
ACCEPT ORDECLINE THE INVITATIONS.

o1 A

Notifications

SHNIFI
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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).

My calendar
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8. THE CALENDAR VIEW.

My Calendar

tapagamine.. tapaaaminen
Meeting: accepted 10:30 - 10:45
10:30 - 10:45 Meeting between Eisa Ervasti and Heli
Palomaa

Received from Elsa Ervasti
Invitation message: "WAhdonks
boothiita nr 37°
Status accepted

Proceed to profile

Cancel Invitation






