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Tech Specs and Instructions for the
MTA House of Delegates virtual meeting platform

This instruction sheet is provided to help navigate the virtual platform that will be used during the MTA
HOD if you are attending from home. Items such as understanding how to log in to the virtual meeting
platform, how to join the speaking queue, and what to do if you are having technical problems are
included. We advise reading this instruction sheet prior to attendance at the HOD and it is also advised to
join the Live Delegate Orientation on Monday, May 16 from 6pm-8pm ET, if you plan on attending from
home/virtually.

Requirements for attending virtually at home:
e You must join the virtual meeting on a laptop or desktop computer.

e Mobile phones, such as iPhones/Androids or iPads and tablets, are not supported for remote
attendees.

e [tis recommended to use Chrome internet browser for remote attendees.
o New Edge (Chromium) and Firefox are also supported browsers.
e Do not use ‘Legacy’ Edge, Internet Explorer or Safari for remote attendees.

Step #1: Click the Virtual Meeting Link from the email sent to you:
e Please click on the meeting link in the email you received from MT to access the virtual meeting:
https://web.lumiagm.com/281516665

Step #2: Log in to the Virtual Meeting platform:
o Voting and Non-Voting Delegates: Enter your Delegate Code on the top line —type it right
on top of the existing text that says “Delegate Code”
o Type the password on the lower line — right on top of the existing text - Click “Login”
o Password: mta2022 (all lower case)

¥ LUMI

Delegate Code

Password (case sensitive)

LOGIN

Technical Support v
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Step #3: Connect to Zoom
e After logging in to the virtual meeting platform, you must give Zoom permission to use your
camera and microphone inside of the Lumi virtual meeting platform.
e CLICK the lock icon next to the browser tab

n b lumiagm.com/#/n

e Then CLICK ALLOW from the white pop-up box in the upper left-hand corner of your screen.
You will only see this white pop-up box the first time you log in. Your web browser will remember
these settings the next time you log in to the virtual meeting platform.

e After you have given your browser permission, click the blue JOIN AUDIO BY COMPUTER button
to connect your audio to the Zoom Meeting.

e You will then be able to see and hear the proceedings of the HOD in the Zoom panel on the right
side of your screen.

B e o I B

Massachusetts Teachers Association Annual
Meeting of Delegates 2022

Join Meeting

Virtual Meeting Page Layout

Left side Lumi panel: Right side Zoom panel:

Use for: Use for:

e Viewing Information on Home e Viewing/listening to meeting proceedings

e Entering the speaking queue e Raising your hand to speak after being called on

e Voting on motions & elections by the Chair

e Viewing documents e Enabling audio to participate in the discussion,
after being called on by the Chair.
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Configure your platform (optional)
After logging in to the virtual meeting platform, you can make a few adjustments for a better viewing
experience:

e C(Click on the three lines in the upper left-hand corner to minimize the left menu bar.

e Change the View to “Standard” for a large image of the slides that are being shared

e Hover over the thumbnail of the person screensharing/speaking — then click on the minimize bar
to make their thumbnail disappear and the slide to go full screen within the right panel.

e |f you want the entire right hand Zoom in full screen - click on the white square box in the upper
right-hand corner to maximize the Zoom panel.

BEFORE:

= RLUMI 281-516-665 51 Zoom
L

Franziska mi)
- - ranziska Walz (Lumi) £ Home BOEUMENT o =

er View and Gallery View is available
@  Language v i View information screen
—_— h . ™, Join Speaker Queue
5] Logou

|8 View Documents

® Zoom Meeting

Teachers

Massachusetts Teachers Association Annual
Meeting of Delegates 2022

Welcome

View Options

MTA Annual Meeting of Delegates

Speaking: 1. Click on the Speaker Queue icon in the menu bar above if you wish to speak. 2. Next,
enter Green, Red, or Yellow in the text box at the top and click the arrow to submit. 3. When it is ime
for discussion, the President will announce who will be called up to speak, based on the speaking
order managed by the Parliamentarian. 4. Press the raise hand button in the Zoom panel ONLY if you
hear your name called. 5. You will receive a notification to unmute.

Voting: « If there is a vote or a poll, a window will appear on this left side of your screen. « You will
have 30 seconds to

ctyour response. + Your vote will by ted and it will say 'received. «

You may change yous vhile the poll/vote is open.  Results

tion by clicking on a different ar
will be shown after the poll is closed

Documents: » Meeting documents are avalable by clicking on the Document Center icon above OR

you can follow along to the documents in your Annual Meeting Handbook you received in the mail NEW) share audio from your computer
(Some delegates opted to “Go Green” and did not receive one). Note: you will be muted while sharing audio
Links: 2 -

1 av? [+ ] L

Annual Meeting Website

AFTER:

281-516-665 §J Zoom
O
e A Home ) MESSAGING B oocumenTs
® i View information screen
- M Join Speaker Queue

8 View Documents 3 View Options

® Zoom Meetin;
Teachers g

Massachusetts Teachers Association Annual
Meeting of Delegates 2022

Welcome
MTA Annual Meeting of Delegates
Speaking: 1. Click on the Queue icon in the menu ba
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How to Join the Speaker Queue

e Click the Messaging icon in the top menu bar.

e Review the list of action terms below the text box.

e Type the appropriate action term in the text box and hit the arrow button to send your request to
speak into the queue.

281-516-665 51 Zoom
L —
() # Home M messacinG B bocuments
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View Options ~
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Join the Speaker Queue

ALL MESSAGES MY MESSAGES

. Chair
April 26,2022 625 PM

Speaking from the floor:
Step 1: Type in your to request to speak in the text box at the top of the screen then dick the
send "arow” to the right of the text box to submit your request and enter the speaker queue.
You must complete this step to be recognized to speak.

You may type in:

© GREEN = Speak for a Motion or Make a Motion

© RED =Speak Against a Motion or Make a Motion

© YELLOW = Ask a Question or Point of Personal Privilage

MTA Annual Meeting
of Delegates

May 20 & 21
° Chair

o 26.2022 6:24 PM 2022
Step 2:
AFTER you are called on by the chair, please raise your hand in the Zoom platform. Click on the
RAISE HAND button at the bottom of the right side of your screen. Please leave your hand
raised and wait to be recognized by the chair. Proceed 1o Step 3.
Note: You may not be called on immediately as others may be in line, please listen for your
name to be called.

How to Speak:
When you are called upon to speak, then raise your hand in Zoom Platform. To do this depending on
your browser:

o Click the “Participants” and then the “raise hand” button or

o alternatively click “more”, then “reactions”, then raise hand

281-516-665
_ §] Zoom

°
A HOME M) MESSAGING B pocumeNTS

{View Options v

@ o

™| Messaging

]

’ Join the Speaker Queue = ‘ Participants (2)

L TestDelegate (Lumi(Me) & wi

@ Frenziska walziriosn) [=§ 1 |

ALLMESSAGES MY MESSAGES

@ cr
April 26,2022 625 PM

Speaking from the floor:
Step 1: Type in your to request to speak in the text box at the top of the screen then click the
send "arrow” to the right of the text box to submit your request and enter the speaker queue. ’
You must complete this step to be recognized to speak.
You may type in:

© GREEN = Speak for a Motion or Make a Motion

o RED = Speak Against a Motion or Make a Motion

© YELLOW = Ask a Question or Point of Personal Privilege

@ crar
April 262022 624 PM raise ha v ne

Step 2:
AFTER you are called on by the chair, please raise your hand in the Zoom platform. Click on the
RAISE HAND button at the bottom of the right side of your screen. Please leave: your hand
raised and wailt to be recognized by the chair. Proceed to Step 3.

Unmute

@ Raise Hand

Note: You may not be called on immediately as others may be in line, please fisten for your
name to be called.

www.rtumiglobal.com
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UNMUTING:
e The regular “microphone” button will be disabled and will not allow you to unmute yourself.

e Once the production staff have enabled your microphone, you will receive a pop-up message in the
Zoom panel prompting you to unmute your microphone.

e C(Click on the blue UNMUTE button, then announce yourself and begin speaking. You may turn on your
camera if you wish to be seen.

e Once you are done speaking, the production team will mute your microphone and lower your hand in
the Zoom. You will see a note on your screen that “The host has muted you.”

281-516-665 51 Zoom

0
- HomE M) MESSAGING B cocumenTs
M| Messaging

Queue >

n the Speake!

ALLMESSAGES MY MESSAGES

‘

The host would like you to speak

If you choose to unmute, others in the webinar will be able to

. Chair
April 26. 2022 625 PM

Speaking from the floor:

Step 1: Type in your o request to speak in the text box at the top of the screen then click the
send "armow” to the right of the text box to submit your request and enter the speaker queue.
You must complete this step to be recognized to speak.

You may type in:

© GREEN = Speak for a Motion or Make a Motion

© RED = Speak Against a Motion or Make a Motion

© YELLOW = Ask a Question or Point of Personal Privilege

hear you. If the host or panelists decide to record, livestream,
or archive the webinar after you unmute, your voice will be

included.
[ omice SRS

@ Crair

Apei 26, 2022 624 M
Step 2:
AFTER you are called on by the chair, please raise your hand in the Zoom platform. Click on the
RAISE HAND button at the bottom of the right side of your screen. Please leave your hand
raised and wait to be recognized by the chait. Proceed to Step 3.
Note: You may not be called on immediately as others may be in line, please listen for your
name to be called.

Microphone Troubleshooting

When you are speaking, you will see the microphone icon in the lower left Zoom turn green.

If you cannot be heard while speaking, click on the padlock icon from your web browser (just to the left
of where you would type in a web address) to bring up an options menu.

@ Chair
Agpril 26,2022 624 PM
Step 2:
AFTER you are called on by the chair, please raise your hand in the Zoom platform. Click on the

RAISE HAND button at the bottom of the right side of your screen. Please leave your hand
raised and wait to be recognized by the chair. Proceed to Step 3.

Note: You may not be called on immediately as others may be in line, please listen for your
name to be called.
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o Chait
April 26.2022 625 PM

Speaking from the floor:

card rilmbers) B

Step 1: Type in your to request to speak in the text box at the top of the screen then click the 1

send "arrow” to the right of the text box to submit your request and enter the speaker queue.
You must complete this step to be recognized to speak.

You may type in:
© GREEN = Speak for a Motion or Make a Motion
© RED = Speak Against a Motion or Make a Motion

o YELLOW = Ask a Question or Point of Personal Privilege

o Chair
Apeil 26,2022 624 PM

Step 2:

AFTER you are called on by the chair, please raise your hand in the Zoom platform. Click on the & Cooles {12 inuw

B Camera
) Microphone
4 Sound

RAISE HAND button at the bottom of the right side of your screen. Please leave your hand
raised and wait to be recognized by the chair. Proceed 1o Step 3.
Note: You may not be called on immediately as others may be in line, please fisten for your 0 Site settings

name to be called.

Connection is secure

B Certificate (Valid)

W LUMI

After clicking on the padlock icon, you will see a pop-
up menu - make sure it says ALLOW next to

* [

e Your information (for example, passwornds o cradit
u} 8 piebeale wiven i i senl o this Gte.

ALLMESSAGES MY MESSAGES

Allow «

Allow =«

Automatic (default) -

If you still cannot be heard, please refresh your browser by clicking on the circular arrow button to the
left of where you would type in a web address.

How to Vote:

When a vote is opened by the Chair, it will automatically appear on your screen.

e To cast your vote, simply click/touch your choice and it will be highlighted.

e You will see confirmation text of your vote on screen as well.
e To change your vote, simply click/touch a new selection and you will see confirmation of the new

selection on your screen.

e You will not see a send/submit button, unless you are voting on a multi seed election.
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How to View Documents:

e You can click on the Documents icon at any time during the meeting to view documents.
e Click on the document name to open that document within the virtual platform.

e Click on the download button to save the document outside of the virtual platform.

B & O

281-516-665
e——

A HOME M| MESSAGING @ votine B pocumenTs @ 38

51 Zoom

B Documents

Annual Meeting 2021 NBI's.paf

MTA Annual

Best Practice Tips for Virtual Attendees

The following are tips to prepare for the best virtual meeting experience:

e Virtual attendees at home must join the meeting on a desktop or laptop computer; do not join on a
mobile device.

e We do recommend using Chrome web browser for the best experience. Microsoft Edge, Firefox and
Safari are also supported browsers.

e Do not use Internet Explorer, Safari or Legacy Edge.

e |[f possible, connect to the Internet via an Ethernet cable. If using Wi-Fi, ensure that you are close to
your wireless router and that your connection is stable.

e Headsets are helpful for hearing audio more clearly.

Test Your Tech Session

e There will be a designated time for all virtual attendees to practice logging in to the virtual
platform, connecting to the Zoom meeting and testing your speakers.

May 16 from 6pm — 8pm ET at https://web.lumiagm.com/281516665

o Username: Your unique Delegate Code
o Password: mta2022 (all lower case)
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Getting Connected Tips for Virtual Attendees
The following are tips for getting connected to the virtual meeting:
O Loginto the platform 30 minutes before the meeting start time.
O Loginto the platform during the Test Your Tech time to test your log in credentials and speakers.
O Check your internet connectivity
Q Familiarize yourself with Zoom:
o Ifyourinternet is not stable enough to stream the Zoom meeting, you can click on the
“Phone Call” option instead of the “Join Computer Audio” button. This will give you the
phone number to call into the Zoom meeting to listen to the audio stream on your
telephone. You will still participate in the voting and speaker queue in the virtual
platform on your laptop. You will simply listen to the meeting on your telephone.
*Scroll down in the list of phone numbers to find the Toll Free options.

5] Zoom

281-516-665

A rome © 2

9 @

i View information screen

™ Join Speaker Queue

]

B View Documents View Options v

@ Zoom Meeting

tts Teachers

Massachusetts Teachers Association Annual

Meeting of Delegates 2022

Welcome

MTA Annual Meeting of Delegates

Speaking: 1. Click on the Speaker Queue icon in the menu bar above if you wish to speak. 2. Next,
enter Green, Red, or Yellow in the text box at the top and click th; submit. 3. When itis time 2 callMe
President will announce who will be called up ak, based on the speaking

he raise hand button in the Zoom panel ONLY if you

the Parliamentarian. 4. Pres

led. 5. You will receive a notification to unmute.

Voting: « If there is a vote or a poll, a window will appear on this left side of your screen. s You will
have 30 seconds to select your response. « Your vote will be highlighted and it will say received. « e . - 82 (US Toll)

You may change your selection by clicking on a different answer while the poll/vote is open. » Results (US Toll)

e poll is closed. (US Toll)

will be shown afte:

Documents: » Mes documents are available by clicking on the Document Center icon above OR

you can follow along to the documents in your Annual Meeting Handbock you received in the mail.

(Some delegates opted to “Go Green” and did not receive one).

Links:

Annual Meeting Website

o If you have already joined Computer Audio but would like to call in on the phone instead,
click on the up arrow button next to “Audio Settings” from the lower left-hand corner of

the Zoom panel.
o You will see a menu pop up and you can then select “Leave Computer Audio” and then

select the “Phone Call” option instead.
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FAQs

What is my username / password to log in to the Lumi platform?
Username: Delegate Code
Password: mta2022 (all lower case)

Does the platform allow for voting members to group chat with each other and other voting
members during the virtual meeting?

Voting Delegates are responsible for determining a preferred method of communications outside of
the provided Lumi platform and Zoom platform.

What if two of us are watching together at home?

Both parties may watch on the same device to watch the Zoom feed, but each party will need their
own device to vote. If you will speak during the meeting, please make sure to mute the audio
connection on the other device with the Zoom meetings, as not to cause feedback.

Which browsers are supported for virtual attendees at home?
It is recommended to use Chrome.

New Edge (Chromium), Firefox and Safari are also supported.
Do not use ‘Legacy’ Edge, Safari or Internet Explorer.

Which browsers are supported for in-person attendees onsite?
Any web browser that can access the internet will work.

Technical Assistance Troubleshooting
For questions and/or technical support, please contact the MTA Helpdesk at (617) 329-5955.
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