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1. Getting started with Oodrive Meet

Oodrive Meet is a tool for digitalizing governance meetings that allows you to plan and conduct
your sensitive meetings online in a secure and sovereign environment.

As the meeting organizer, you have full control over the entire meeting planning and conducting
process. The following table lists actions you can take to organize and conduct a digital meeting
in Oodrive Meet.

Before the meeting During the meeting

Create a meeting (date, location, Participate to the meeting in video
description, video conferencing conferencing mode
link

) Have the attendance sheet electronically
Define the agenda signed to ensure quorum
Plan voting session View and annotate meeting documents
Select participants and send Take personal notes under each agenda
invitations item
Add sensitive files and manage Voting anonymously or by show of hands

permissions

After the meeting

Manage sending notifications to
the invited parties View documents, votes and personal notes
once the meeting is over

Publish meeting minutes

Depending on the authentication method your organization has chosen, you can log in:
using your Oodrive login credentials

using your company login credentials

Log in with your Oodrive login credentials
1. Click Log in to access the login page.

Please note: If the Oodrive login field is not displayed, click Log in using your login
credentials to access it.

2. Enter your username and click Next.
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3.

Enter the password you have just specified, then click Log in.

Careful: After 5 failed login attempts, a security code will automatically be sent via email.
This code will be required in addition to your password.

If you have forgotten your password, click Forgot your password?

If two-factor authentication has already been configured on your workspace, you will also
be asked to enter the code received on your mobile device.

Log in with your company login credentials

1.

1.1.

Click the Log in using SSO button.
If the button is not available, click Log in using your company's single sign-on (SS0)
Enter your company login credentials and click Log in.

If you have forgotten the password associated with your company username, please
contact your company’s IT administrator.

If two-factor authentication has already been configured on your workspace, you will also
be asked to enter the code received on your mobile device.

View your meetings

The Meetings section includes all the meetings you organize and are invited to.

You can change the display of your meeting according to your preferences. You can switch
between the List and Calendar display at any moment.

To modify your meeting display mode:

1.

Access your meeting application Oodrive Meet.

In the Meetings section, click the icon to select the List display or the icon to

select the Calendar display.

Below is an example of the List display:

oodrive.com

Oodrive - 26 rue du Faubourg Poissonniére - 75010 Paris, France

T:4+33(0)146220700-F:+33(0)146223200

Société par Actions Simplifiée au capital de 309 126 euros - RCS Paris 432 735 082 - N.A.F. 5829C 6



codrive

codrive Q search (@ :8 Pora e Elizabeth Campbe

= Meetings

= @ Today < > 2023

| L) CeSiwp Monday, February 27

F Extraordinary Meeting of Shareholders 2 r) A
Finished - 3
ﬁ/ 9:00 AM - 1:00 PM (4h) (N

Wednesday, May 31

Financial report Q2
R R Published +3
9:00 AM - 1:00 PM (ah] C)

Monday, June 26

0

Q2 Executive Committee Meeting
9:00 AM - 1:00 PM (4h)

Are you attending this meeting?

Monday, September 25

Financial report Q3
o (e Published +3
9:00 AM - 1:00 PM (4h) C)

Friday, September 29

9

Q3 Executive Committee Meeting

500 AM - 100 Are you attending this meeting?

Ly

You can now browse all of your meetings according to your display preferences.
: To distinguish between meetings in which you are the organizer and meetings in which you

are just a participant, you can view the organizer's profile picture that appears on the left side of
each meeting tile.

1.2. Search for a meeting or document

Quickly find a meeting or document through keyword search. Research is done on all meeting
contentin your calendar, including:

the title and description of the meeting
the title and content of the agenda items

the title and content of documents attached to meetings
1. Click the search barin the upper-right corner of the application.

2. Enterwordsorkey phrases appearingin your meeting invitations, then press the Enter key.

codrive Q Financial X @ 222 Porta e Elizabeth Campbel
= Search results s
Meetings 3 resuis
Date Name Organizer Meeting status

Q3 Financial Report
25 | presentation of finan
Oc Mary Gordon Published

Mary Gordon Published

3. Access the meeting or document matching your search by clicking on it.
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2. Plan a new meeting

As the meeting organizer, you are responsible for preparing the necessary elements for the
smooth running of the meeting.

To schedule a new meeting in Oodrive Meet, you will have to:

Create the meeting (name of the meeting, date, time, location, description...)
Generate a video conferencing link if the meeting is remote

Define the agenda

Plan possible voting sessions

Select participants

Upload meeting documents

2.1. Create a meeting

There are two ways you can create a new meeting: by using the Create meeting button or by
duplicating an existing meeting. Once created, you can also choose to make your meeting
recurring.

Create a new meeting

1. In the navigation panel, click Create, then Create meeting to access the new meeting
menu.

2. Fillin the main fields: name, date, start and end time, and location of the meeting.
3. Click Advanced create mode to add a description or a Teams link.
4. Click Create meeting to save your planned meeting.

The meeting status is set to "in preparation” and will remain invisible to participants until
you publish it

You can make changes to the meeting details at any time. To do so, go to the Meetings section
and click on the meeting you want to modify.

Create a meeting based on an existing meeting

Duplicating a meeting allows you to retrieve information from a meeting to create a new one on
the same template. Meeting duplication is especially useful for managing the recurrence of the
meetings you organize.
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Please note: The new meeting will only keep the general information (title, location and
description), participants and the original meeting agenda. You won't be able to keep the
following items:

related documents and agenda files
the Microsoft Teams video conferencing link

votes
1. In the Meetings section, select the meeting you want to duplicate.

2. In the meeting's detailed view, click on the Manage button in the upper-right corner of
the window and select Duplicate.

Extraordinary Meeting of Shareholders X
@ Details B invited parties (3) 5 Agenda (1)
j Duplicate

General information

[l Delete O

Meeting status

O Published @ Finished

o The meeting has ended, its content is no longer editable and voting
is closed.
However, you can still add extra information to the meeting

(minutes, reports, etc.) in a new agenda item.

Please note: You also can do this action from the Meetings section by clicking on the
three dots to the right of the meeting then selecting Duplicate.

3. The first time you duplicate a meeting, a message is displayed on the screen telling you
which items will not be kept during the duplication.

If you no longer want to see this message, check | understand, don't show this
message again and then click Duplicate.

4. The duplicated meeting is displayed on the screen. Make the necessary changes to
prepare your new meeting.

5. Once you have finished, click Create duplicated meeting.
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Create a recurring meeting

You can make a meeting you've organized into a recurring one. To do so, you must start by
preparing the first meeting of the series before setting up a recurrence.

Depending on your preferences, your meeting can be held weekly or monthly. When you enable
the recurrence, your meeting is automatically duplicated into 5 copies In preparation, one week
or one month apart from each other.

These subsequent instances of your meeting will only keep the general information (title,
location and description), participants, and agenda of the original meeting. The following items
are not kept:

Related documents and agenda files
The Microsoft Teams video conferencing link

Votes

Please note that each instance is considered to be a meeting of its own, independent from the
other instances in the recurrence. This means that you can modify or delete any one of the
instances without affecting the others.
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1. In the Meetings section, select the meeting that needs to be repeated periodically.

2. Inthe meeting's detailed view, click on the Does not repeat drop-down menu and select
the frequency of the recurrence:

Every week

Every month

The displayed options are adapted to the day selected for your original meeting.

ABC Project Steering Committee X
. @™ .
@ Details 2% invited parties (8) =] Agenda (5) *++ Manage W
Name *

‘ ABC Project Steering Committee ‘

Start date * Time * End date * Time *
‘ 11/20/2023 ‘ ‘ 09:00 ‘ ‘ 11/20/2023 ‘ ‘ 13:00 ‘
D ailday
This meeting will be duplicated 5
Every week, on Monday ~

times

Does not repeat
Every week, on Monday v

Every month, 3rd Monday of the
month
(I Teams meeting

Important: Once your recurrence is created, you will not be able to modify or delete it.
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3. When you have finished, click Save.

The meeting is duplicated into 5 copies. In the detailed view of each copy, you will find the
label Weekly recurrence or Monthly recurrence depending on the frequency you have

chosen.

*

Name

‘ ABC Project Steering Committee

Start date * Time * End date * Time *
‘ 5/23/2023 ‘ | 0%9:00 ‘ ‘ 5/23/2023 ‘ ‘ 13:00 ‘
QD ey

‘ Monthly recurrence

When your agenda is set to List view, the @ icon allows you to identify an instance of a

recurring meeting.

2.2. Add a Microsoft Teams link

If your administrator enables this feature, you can add a Microsoft Teams video conferencing

link to your meeting so that your invited parties can participate remotely.

To add a Microsoft Teams video conferencing link to a meeting:

1. In the new meeting creation menu, or in the Informations tab of an existing meeting,

enable the Teams meeting toggle switch.

2. Loginto your Microsoft account.

3. If this is your first time using the Teams feature, you must allow Oodrive Meet to access

your Microsoft account.

To do so, view the requested permissions, then click Accept.
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B= Microsoft

@ .onmicrosoft.com

Permissions requested

oo_meeting
Oodrive &

This app would like to:
v Signyou in and read your profile
v~ Read and create your online meetings

v~ Maintain access to data you have given it access to

Accepting these permissions means that you allow this app to use your
data as specified in their terms of service and privacy statement. The
publisher has not provided links to their terms for you to review. You
can change these permissions at https://myapps.microsoft.com. Show
details

Does this app look suspicious? Report it here

The meeting link is generated.
4. Finish creating or modifying your meeting. then save it.

You can disable your video conferencing link at any moment by disabling the Teams
meeting option.

2.3. Define the agenda

You can associate a duration, a description, a file or a vote to each agenda item to make it easier
to keep track of your meeting.

1. In the Meetings section, select the meeting for which you want to define the agenda.
2. From the meeting's detailed view, click the Agenda tab.
3. Click Create item, then fill in the item's title and, if you want to, its duration.

4. To add to anitem, click on the three dots to the right of its name and select an element to
add: Description, Files or Vote.
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B. Add as many items as necessary by clicking Create item again.

You can also add sub-items by clicking Create sub-item under the parent item of your
choice.

4

1. Call to Order 00:15

+ Create sub-item 1.1

If you want to remove an item or sub-item from the agenda, click the three dots to its right
and select Delete.

1. Once created, you can reorganize your items into the order of your choice. To do
this, click on the six dots to the left of an item to move via drag-and-drop.

.s .
21 7. New Business

o=l e

1 3% 6. Comments and Announcements
]

]

6. When you have finished, click Save to save the agenda.

Return to the Agenda tab at any time to make changes to the agenda.

2.4. Create a vote

You can create a vote to get feedback from meeting participants on an agenda item or to gather
any other information. It is also possible to associate a vote with each item on the agenda.

If you are also a participant in the meeting you are organizing, you will also have the opportunity
to vote.

1. In the Meetings section, select the meeting for which you want to organize a vote.
2. Inthe Votes section, click Add vote.

To attach a vote to a specific item in the Agenda tab, click on the three dots to the
right of the item and select Vote.

3. Enter the question that will be voted on by the meeting participants.

4. Select a voting method: Anonymous or Show of hands.
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5. In the Choices / options section, select Single choice or Multiple choice, depending
on whether you want to allow participants to select several responses.

6. Specify the possible answers. You can add as many responses as necessary by clicking
Add choice.

7. When you have finished, click Save.

As long as you do not open the voting session, you can return at any time to the meeting details
to delete a vote or make changes.

Open the voting session once the meeting is published
1. Inthe meeting's detailed view, select your question and click Open voting, then Save.

When the voting session is open, you can click on a question at any time to view its
progression in real-time

Should we proceed with the buyout? Open

Responses Cancel my vote
£98
No - 25% (€]

2. Close the voting session by clicking your question, then Close voting.

2.5. Add participants

From the quick or advanced meeting creation form, you can add contacts, users and groups as
participants using your workspace address book.

1. In the Meetings section, select the meeting for which you want to define the participants.
2. Inthe meeting's detailed view, click the Invited party tab.

3. If you plan to attend the meeting you are organizing, click yes in the banner along the top
of the window.
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4. Inthe Invite participants section, enter the name of a participant or a group to add them
to the meeting.

Invite participants

(Q andrea s

CONTACTS

@ Andrea Wilson

i@gmailcom )

Click * to select participants directly from your address book.

5. If you need to remove a participant, click on the three dots to the right of the participant's
name, and select Delete.

Return to the Invited parties tab at any moment to modify the list of participants or view their
attendance status.

o ge p (<] & Manage notifications

Participants (4)

a Wilson :
n Marion Bonnet H b’ William Stone
= go

You also have the possibility to define the attendance status of guests by clicking Manage
participations.

2.6. Add meeting documents

You can make meeting documents available to your invited parties. Documents can be added as
related documents or attached to a specific agenda item.

With the granular management of permissions provided by Oodrive Meet, you can define exactly
which documents each invited party has access to and the scope of their actions on each
document.

Step 1: Attach documents to a meeting
1. In the Meetings section, select the meeting to which you want to attach files.
2. Inthe Related documents section near the bottom of the page, click Add files.

To attach documents to a specific item in the Agenda tab, click on the three dots to
the right of the subject and select Files.
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3. Click Upload in the upper-right corner of the window.

Documents

() (Q searchforafile or folder ) I, Upload

If Oodrive Work is available on your workspace, you can also browse your workspace
files and select the documents you want to attach to the meeting.

4. Browse the file explorer on your computer and select one or more files by holding down
the Ctrl key.

5. Click Open.

The files are uploaded to your workspace and will be available next time you want to
attach documents to a meeting.

6. Click Add to meeting.

If you want to remove a document from the related documents or the agenda, click the X
icon to its right.

Step 2 : Define participant permissions
1. Inthe meeting's detailed view, click the Invited party tab.
2. Inthe Invite participants section, click Manage permissions.

You will now be able to define the access level of each participant for all meeting
documents.

To define the permissions associated with a specific document in the Details or
Agenda tab, click on the three dots to the right of that document and select Manage
permissions.

3. By default, all participants are selected. Adjust the selection as needed in order to set
permissions for a specific group or a single participant
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4. Select the access level you want to grant the participant(s) for each document.

Participants Files
. . Download &
ALLFILES (3) Hide View View
Q) Search for a participant. ° ° °

@ PARTICIPANTS (1)/(3)

O @ Andrea Wilson

Financial-Report.pdf o
224,54 KB - 25/05/2021at 10:54

Meeting Minutes - Board Meeting ...

240.55 KB - 29/04/2021at 09:15 o
0 Mary Gordon
m New_business_102023.xIsx - o
— b i 8.36 KB - 06/10/2023 at 04:31
uJ g William Stone

5. When you have finished, click Finish, then Save.
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3. Notify participants

3.1. Display participant view preview

You can view a meeting as a participant before publishing it and making it available to your
invited parties.

Please note : The participant view preview is available regardless of the meeting status.
1. In the Meetings section, select the meeting you are organizing

2. In the meeting's detailed view, click on Participant view preview: Disabled along the
bottom of your screen to switch to the participant view

The meeting is displayed as it appears to the participants. Click on the Details, Invited
parties and Agenda tabs to view each one.

Executive Committee Meeting X

(]

'C' Details M invited parties (5)

General information Published

Tuesday. November 21, 2023 from 9:00 AM to 1:00 PM (4h)

VIP Room

W5 Join Teams meeting

Related documents (2)

Board-Meeting-Agenda-FR.pdf Por
55.63 KB - 06/05/2021at 02:48 257.32 KB - 06/05/2021 at 07:51

PDF Financial Report.pdf

@ Participant view preview: Enabled Cancel

3. Once you have finished, click on Participant view preview: Enabled along the bottom
of your screen to switch back to the organizer view.

3.2. Publish the meeting

When you have finished preparing your meeting, you must publish it in order to make it available
to your invited parties. Once published, it will immediately appear in your invited parties’
calendars enabling them to access its content (agenda, documents, votes...).

Please note : you cannot go back to the In preparation status after publishing the meeting.
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3.3.

. Inthe Meetings section, select the meeting you want to publish.

In the General information section, select the Published status.

Meeting status *

O In preparation o Published

Click Save to save the new status. This action cannot be reversed.

Send Invitations to participants

The application never sends automatic notifications. You can choose to send an email
notification to the invited parties whenever convenient.

1.

In the Meetings section, select the meeting for which you want to send notifications.

If your meeting is not published, you will only be able to send a notification in the Save
the date format.

In the Invited parties tab of the meeting's detailed view, click Manage notifications.

In the Recipients section, select the participants to which you want to send an email.

In the Templates section, select an email template (Save the date, Convocation,
Update or Cancellation) and, if needed, make any necessary changes to the subject and
body of the email.

Please note: You can notify your participants of the changes made to the meeting by
checking Add update for this event to recipient's calendar.

If your meeting is In preparation, you can add the agenda to the notification email by
checking Add agenda.

Click Email preview in the bottom-left corner of the window to preview the email
that will be sent to the invited parties.

When you have finished, click Notify.
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4. Manage your meetings

As the meeting organizer, you can manage your meetings and change details as needed. You
can also fill in the presence or absence of meeting participants and even delete meetings if
necessary.

4.1. Edit a meeting

You can change your meeting details at any moment as long as that its status is In preparation
or Published.

You cannot change a meeting's information if it is Finished.
1. Inthe Meetings section, select the meeting you want to edit.
2. Go to the detailed view Details tab to edit items related to the meeting planning. You can:

Edit the start and end date and time of the meeting.
Edit the name, location and description of the meeting.
Enable or disable the Microsoft Teams video conférencing link.

Add or delete a vote or a related document.
3. Go tothe detailed view Invited parties tab to edit items related to participants. You can:

Add or delete an invited party
Modify the access permissions to the documents assigned to each invited party

Change the participation status of an invited party
4. (o tothe detailed view Agenda tab to edit items related to the agenda items. You can:

Add or delete an item

Change the order of items

Edit the description and duration of an item
Add or delete a file related to an item

Add or delete a vote related to an item

5. Depending on whether you want to notify the invited parties of your changes, make sure
to check or uncheck the Notify invited parties option.

6. Click Save.
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7. If you have enabled notifications, select the invited parties you want to notify and
deselect the others.

If desired, you can edit the content of the notification email.
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4.2. Register guest attendance

If your administrator has enabled this feature, as the meeting organizer, you will be able to

register the attendance or absence of participants before or during the meeting.

1. in the Meetings section, select the meeting for which you want to register attendance.

2. Inthe detailed view of the Invited parties tab, click the Manage participations button.

3. Inthe Participations section, select the guest for whom you wish to register attendance.

Participations

Manage participations

Participants

ﬁ Andrea Wilson

9 Anne Legrand

Will Anne Legrand be participating in this meeting?

Yes No

Q Elizabeth Campbell
@ Guillaume Delaroche

@ Participation unknown

0 Participation unknown

Q Participation unknown

(] Participation unknown

X

4. Underthe questionasking whether the invited party will attend the meeting, click Yes or No.

You can specify in the Additional Informations field how you obtained the guest's

attendance information.

5. Repeat steps 3 and 4 to indicate the presence of other invited parties at the meeting.

6. When you have finished, click Save.

You can return to this menu at any time to make changes to the attendance status of guests

according to the latest information you have.
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4.3.

Delete a meeting

You can delete a meeting created by error or one that is obsolete. it will disappear from your
calendar and (if it had already been published) from the invited parties' calendar.

Please note : Any meeting deletion is final and irreversible.

1.

In the Meetings section, select the meeting you want to delete.

In the meeting's detailed view, click on the Manage button in the upper-right corner of
the window and select Delete.

Depending on whether you want to notify the invited parties of the meeting's deletion,
make sure to check or uncheck the Notify invited parties option.

Click Delete.

If you have enabled notifications, select the invited parties you want to notify and
deselect the others.

If desired, you can edit the content of the notification email.

Please note: You also do this action from the Meetings section by clicking on the three dots to
the right of the meeting then selecting Delete.
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5. Conduct a meeting

You can do the following to conduct your meeting

5.1.

Launch the Microsoft Teams video conferencing for remote invited parties

Have the attendance sheet signed to confirm attendance and absences during the
session

Take personal notes on each item and sub-item of the agenda
Open and close votes to gather feedback from participants on multiple topics

Close a finished meeting for archiving

Launch your Teams meeting

If you chose to add a Microsoft Teams video conferencing link when planning your meeting,
launch the video conferencing and allow participants in the waiting in the lobby to join the
meeting.

1.

In the Meetings section, select the meeting you are conducting.

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

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.
Click doin now to join the virtual meeting.

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

In the window that appears, click View lobby to view the list of participants that are
waiting in the lobby.

Admit each participant into the meeting by by clicking on the checkmark . next to their
name.

You can also click Admit all to admit everyone currently in the lobby.
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5.2.

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 quorum is present.

The attendance sheet becomes available to be sent for signature as soon as your meeting starts.

Send the attendance sheet for signature

1. In your meetings list, select the meeting you are conducting.
2. From the meeting detailed view, tap the Agenda tab.
3. When the meeting starts, click Send Attendance Sheet.
4. Select the participants who will be required to electronically sign the attendance sheet,

then click Next.

Al participants
+ Present ~
§ noreawison O soreregens @) verion Bonnet
2 Pending ~
@ ouieumeveiro. & rervcouen @ rorveuroussea

Note : By default, participants who have confirmed their presence and those who have

not yet responded are pre-selected.
5. Modify the document title if needed, then go to the location where you want to save the

attendance sheet.
6. When you have finished, click Send to send the attendance sheet for signature.

Participants will then receive an email allowing them to sign the attendance sheet.

You can track the progression of signing in real time from the Agenda tab:
Signatories of the attendance sheet “Attendance_sheet_2023_01_02.pdf"
(&0 i Sed
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Close the attendance sheet
By default, the attendance sheet closes automatically when all participants have signed it.

However, if necessary, you can also close the attendance sheet manually, provided that at least
one participant has signed it.

1. In your meetings list, select the meeting you are conducting.
2. Gotothe Agenda tab.

3. Click Close the attendance sheet, then Close.

Download the signed attendance sheet

Once closed, the attendance sheet can be viewed and downloaded from the Agenda tab of your
meeting.

Participants will also receive an email allowing them to download a copy of the signed
attendance sheet.

1. In your meetings list, select the finished meeting.
2. Gotothe Agenda tab.

3. Click the three dots next to the attendance sheet and select View or Download.

Attendance sheet

Attendance+sheet_2023_11_2.. .
354.83 KB - 27/11/2023 at 11:25 @

@ View

PDF

¥y Download

5.3. 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 Meetings section, select the meeting you are conducting.
2. Inthe meeting's detailed view, click the Agenda tab.

3. Expand the item or sub-item to which you want to add notes.

oodrive.com
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4. Write your notes in the dedicated field.

@ Agenda (8)

1. Call to order

Andrea Wilson unable to attend.

Once added, personal notes are automatically saved and are immediately available to you
across all Oodrive Meet (web and mobile).

Please note: If you are the organizer for a meeting, you will only be able to take and view notes
from your mobile application.

5.4. 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, votes can be opened or closed at any time from
the detailed view of the meeting.

Opening a vote

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

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

3. Toopen avote In preparation, Click Open vote twice to confirm the opening of the vote.

Open avote X

Once voting is open, meeting participants will be able to cast their vote. As the organizer, you
have the possibility to take part in the vote if you are also a participant.

Closing a vote

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

2. View the voting questions in the Information or Agenda tab.
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3. Select the Open vote you'd like to close, and Click 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.

5.5. Conclude the meeting

When your meeting is finished, you can change its status from Published to Finished to
officially conclude the session.

Once this change is made, the meeting content will no longer be editable but documents can still
be added as related documents or added to a new agenda item, especially if you wish to add
meeting minutes.

1. Inthe Meetings, select the meeting you want to conclude.

2. Inthe meeting's detailed view, select the Finished status.

Meeting status *

) Published 0 Finished

3. Click Save.
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