Instructions observers
[bookmark: _GoBack]Instructions on how to access the SAGE meeting via Zoom 

SAGE ZOOM MEETING ACCESSIBLE VIA COMPUTER CONNECTION 
The SAGE meeting will be entirely virtual via the web-based Zoom platform.
Participants will only be able to join the meeting from a PC or Mac or any other mobile devices running  iOS or Android (phone or tablet).  No connection via phone dial-in will be offered.
On a computer, Zoom will work with most of the internet browsers (such as Chrome, IE, Edge, Firefox, Safari).
 If participants decide to use a mobile device, they are encouraged to download the Zoom app: iOS (Apple) https://apps.apple.com/us/app/id546505307, Android https://play.google.com/store/apps/details?id=us.zoom.videomeetings
Should your institution have an existing video conference system, Zoom Conference Room Connector lets you join Zoom Meetings directly from existing (SIP or H.323) conference room systems, such as Polycom, Cisco, or Lifesize equipment.

REGISTRATION AND ACCESS TO ZOOM MEETINGS FOR SAGE
Participants (by invitation only) in the SAGE meetings via ZOOM will take place as follows:
· You will receive an initial email asking you to register for the meeting via the link provided.  You are encouraged to register well in advance and ideally as soon as you receive this instruction. You will need to provide the following (please use full details, no shortened versions):
· First name
· Last name
· Email
· Organization /Company
· Town
· Country
· Your registration will be manually approved to ensure only invited registrants can join. We cannot ensure processing of registrations at the last minute.
· Once your registration approved, you will receive an invitation email (with meeting link unique to you). Please note 
· this is a personal invitation that is reserved to registered participants and should by no means be forwarded to third parties. (please contact the SAGE secretariat if you wish to extend the invitation to a third party)
· Keep this email safe as it has the meeting link you will need for the three days of SAGE (same link throughout the 3-day meeting)
· On the date and time of the meeting: Join the meeting by clicking on the meeting link and follow the instructions. You can access the meeting through the browser or choose to run the ZOOM application (for the latter, a small launcher might need to be downloaded and installed at first use). 
MEETING PROTOCOLS
To ensure an optimal management of this virtual meeting, in your capacity as Observer you will be connected by default on a “listen-in” only connection. However, you will have the possibility to raise hand to request the floor, upon which the chair may invite you to talk. 
You can also use the chatbox to raise questions. Depending on the time keeping, those questions might or might not be brought forward by the secretariat. 
We encourage all participants to connect from a computer and from a quiet place.

ACCESS TO SAGE MEETING BACKGROUND READING MATERIAL
The electronic Yellow book (eYB), which includes the full background documentation for the meeting will be posted online ahead of the meeting: https://www.who.int/immunization/sage/meetings/2020/october/presentations_background_docs/en/ 
Please  also note that the eYellow book will only function with its interactive features when downloaded and opened  on a computer using Acrobat reader. It does not work properly on hand held devices or in a webbrowser window.
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