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View your calendar

Dates with one or more meetings are
indicated by a dot.

Browse the app

View your meetings, meeting materials,
and documents you have uploaded from
the menu along the bottom of the app.

Browse your meetings

View all the meetings you have been
invited to, regardless of your reply
(pending, accepted, declined).
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Find meetings

Search

include meeting

names, descriptions, agenda items
and attached documents.
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Access your documents

Access the files you have uploaded
to your workspace.

Tap the arrow to refresh your calendar
and see the latest changes made on your
meetings.

Check meeting status

The meeting status informs your
participants about the state of progress
of a meeting: In preparation, Published (all
meeting elements are available) or
Finished (there will be no more changes).
Only you can see the meetings still In
preparation.

Access more options

Edit your account information, manage
your delegations and access all
additional options.



Download Qodrive Meet for iOS

1. Gotothe App Store:

2. Tap Search in the lower-right corner of the screen, then enter “Oodrive Meet” in
the search bar.

3. Select the Oodrive Meet app in the search results.

4. To begin downloading the app, tap Get .

Filters v Q_ oodrive meet

oodrive meet
Business GET

Manage your meeting schedule

5. Once the download is complete, tap Open.

Log in to your workspace

1. Tap theicon for the Oodrive Meet application icon on the home screen:

OodriveMeet

2. Enter the name of your workspace, then tap Log in.

Login

Please enter yor

tw-meeting

Advanced setting v

3. Log in to your account by entering your username and password. If you have
forgotten your password, select Forgot your password?

Authentication

Password

Forgot your password?

Please note: After 5 failed login attempts, a security code will automatically be
sent to your email address. This code will be required in addition to your password.
Moreover, a high number of failed login attempts can result in the deletion of the
user data on your mobile device.



Launch your Teams meeting

1. Inthe menu along the bottom of the screen, tap the Calendar icon and select the
meeting you are conducting.

Calendar

2. In the meeting's detailed view, tap Join Teams meeting and log in to your
Microsoft account.

General information

Monday 20 December 2021 9:00 AM t0 12:30 PM (3h 30m)

VIP Room - Oodrive Headquarters

W5 Join Teams meeting

3. Once you are logged in, you'll be redirected to the meeting in your Microsoft Teams
application.

if prompted, authorize Microsoft Teams to access your microphone and camera.

4. Tap Join now to join the virtual meeting.

e

As a security measure, participants will wait in the lobby until you admit them into
the meeting:

@, Guests are waiting to join.

Waiting in lobby (4)

m Andrea Wilson
e

&\ Mary Gordon
Ye

5. Tap View lobby to view the list of participants that are waiting in the lobby.

6. Admit each participant into the meeting by tapping them and selecting Admit.

Have the attendance sheet signed

As the meeting organizer, the signed attendance sheet allows you to account for those in
attendance and to certify that the quorumis present.

1. Access the detailed view of the meeting you are conducting and tap the Agenda

tab.

2. When the meeting starts, tap the Send Attendance Sheet button.

3. Select the folder in which you want to save the attendance sheet and, if needed,

modify the document title.

When you have finished, tap Add.

Select the participants who will be required to electronically sign the attendance
sheet.

° All Participants

Participations accepted (3)

o 0 Sandy Jones ° @ James Roberts
° (j; William Stone

Participations unknown (3)

o 0 Bonnet Marion ° Q Mathieu Rousseau

° @ Joseph Wilson
By default, participants who have confirmed their presence and those who have
not yet responded are pre-selected.

When you have finished, tap Send to send them the attendance sheet to sign.

Please note: You can track the progress of signing the attendance sheet from the
Agenda tab.

Signatories of the attendance sheet “Attendance_sheet_2023_01_02.pdf"

ere0ee R

Once the attendance sheet has been signed by all participants, you can view and
download it.



Open and close a vote

As a meeting organizer, you have the possibility to gather feedback from meeting
participants on a variety of topics via voting. Once created on the web app, votes can be
opened or closed directly from your mobile app.

1. In the Calendar section, select the meeting you are conducting to access its
detailed view.

Calendar

2. View the voting questions in the Information or Agenda tab.

3. To open a vote In preparation, tap Open vote twice to confirm the opening of
the vote.

Opening a vote
Opening a vote enables invitees to this
meeting to participate in this vote.
Once you open the vote, you will no
longer be able to edit its content.

Are you sure you want to open

this vote?

Cancel Open vote

Once voting is open, meeting participants will be able to cast their vote. As the organizer,
you also have the possibility to take partin the vote.

1. In the Calendar section, select the meeting you are conducting to access its
detailed view.

2. View the voting questions in the Information or Agenda tab.

3. Select the Open vote you'd like to close, and tap Close vote twice to confirm the
closing of the vote.

Once the voting session has been closed, results are frozen and participants may no
longer participate in the vote. You will then be able to view the final results.

Take personal notes

When you are attending a meeting, you may take notes on each item or sub-item of the
agenda. These notes are strictly personal and are visible only to you.

1. Inthe Calendar section, select the meeting you are conducting.

Calendar

2. Inthe meeting's detailed view, tap the Agenda tab.
3. Tap theitem or sub-item to which you want to add notes.
4. Tap the Personal notes field and write your notes in the dedicated window.

Cancel Notes for item 1 Save

Update the attendance sheet at the end of the meeting|

5. When you have finished, tap Save.

Once saved, personal notes are displayed in the agenda and become available to
you across all Oodrive Meet apps (web and mobile).

< Back Q3 Executive Committee Meeting
Agenda (8)
Are you participating in this meeting? Yes  No
1. Call to order 15m

Personal notes

Update the attendance sheet a the end of the meeting
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