
ONLINE ATTENDEE GUIDE



Important Information

Below are the most important rules to follow, to ensure you have the best online conference experience as a delegate. 

USE A DESKTOP 
COMPUTER OR LAPTOP

The online conference platform 
is not designed to be accessed 

from mobile phone or tablet 
devices. 

You will need to have access to 
a desktop computer or laptop 

to successfully log into the 
platform and watch sessions. 

USE GOOGLE CHROME

Please make sure you log into 
the platform using CHROME. 
Other internet browsers such 

as, Firefox, Microsoft Edge, 
Safari etc DO NOT support 

presenting within the OnAir
platform. If you do not have 

Chrome installed, please 
download and install it prior to 

the start of the conference.

Click Here to install Chrome

STABLE INTERNET 
CONNECTION

Make sure you have a stable 
internet connection (2Mbps 
upload, 4Mbps download or 

better). If possible, use a wired 
internet cable for stronger and 

more reliable connection.

You can test your Internet 
connection speed 
at SpeedTest.net

TEST YOUR CAMERA & 
MICROPHONE

Please ensure you have tested 
your microphone and webcam 

settings. We strongly 
encourage using a headset with 

an inbuilt microphone for the 
best audio.

https://www.google.com.au/chrome/?brand=CHBD&gclid=CjwKCAjw4rf6BRAvEiwAn2Q76ga6I8p9FQ2HPGE3OEDwzOu08F0nmSUOeGDqtPDNp7V3QuTiUL0P1BoCa2EQAvD_BwE&gclsrc=aw.ds
https://www.speedtest.net/


Below is a list of all the streaming platforms that will be 
used during the Online Conference. 

Your IT department will need to allowlist these 
programs to enable you to access the online events.

• cdesign.eventsair.com 
• onairprod.queue.core.windows.net 
• onairprod.azurewebsites.net 
• opentok.com 
• tokbox.com 
• live.aircastcdn.com 
• hls.aircastcdn.com 
• studio.aircastcdn.com 
• livefeed.aircastcdn.com 
• cachefly.net 
• twilio.com - https://networktest.twilio.com/
• vonage.com - https://support.tokbox.com/hc/en-

us/articles/360029733631-What-are-the-TokBox-
network-connectivity-requirements

Accessing the Online Sessions

If you intend to experience and engage in the Online Conference platform from your work computer/laptop please 
ensure that your workplace firewall does not block access to the sessions and networking functions. You should check 
access with your IT department as early as possible as it may take a few days or weeks for your request to be processed.

Below are some links to test your access to the online 
conference platform. 

AIRCAST - https://tokbox.com/developer/tools/precall/
This is a general test to see if the user will have trouble 
connecting to Vonage, which is used to stream the presenters 
content to aircast. 

If you are on a strict network/device, it is advised to 
follow the below guide to allow the connection. 
https://tokbox.com/developer/guides/restricted-
networks/

NOTE: If you have issues with connecting to the platform 
and/or sessions during the conference. You may need to 
use your mobile data hotspot or participate from a private 
(home) network. You can always log a live support ticket to 
get help with any issues you may have. 

https://networktest.twilio.com/
https://support.tokbox.com/hc/en-us/articles/360029733631-What-are-the-TokBox-network-connectivity-requirements
https://support.tokbox.com/hc/en-us/articles/360029733631-What-are-the-TokBox-network-connectivity-requirements
https://support.tokbox.com/hc/en-us/articles/360029733631-What-are-the-TokBox-network-connectivity-requirements
https://tokbox.com/developer/tools/precall/
https://tokbox.com/developer/guides/restricted-networks/
https://tokbox.com/developer/guides/restricted-networks/


Logging In

When you first log in, you will be prompted to select your microphone and camera. Your microphone and camera will 
only be used, when you attend meetings in the Meeting Hub. 

If you have multiple camera’s and 
microphones plugged into your 
computer, you will have to select 
the correct one using the drop 
down option

The platform also performs a 
network quality test, which tests 
if you have access to participate 
in live video calls through the 
platform. 



COAT Conference Portal

MEETING HUB
Connect with fellow delegates 
through the Meeting Hub. You can 
send chats, video call and schedule 
meetings. 

PROFILE
Click the circle in the top right hand 
corner to update your details, time 
zone and camera and microphone 
settings. 

EXPORT
If you make any notes during sessions, 
you will be able to export them here. 
Notes are exported and sent to your 
email. 

LIVE SUPPORT
If you are experiencing any technical 
difficulties, you can log a ticket with live 
support and a member of the 
conference technical team will be able 
to assist. 

CONFERENCE DAYS
Click on each day to view the 
sessions happening on the 
selected day. 

TIMELINE
All conference sessions will appear here. 
To view a session overview and 
presenter biography, click on the 
preview button. 

When you’ve finished setting up, you will come to the Online Conference Portal.



Welcome & Profile Settings

ABOUT YOU
Information listed here, 
is pulled directly from 
your registration and 
cannot be updated. 

PROFILE
You can upload a profile 
picture, add a biography 
and social media links 
that can be shared via 
the Meeting Hub

TIME ZONE
You can change the 
time zone for your log 
in. This will change all 
sessions times to reflect 
your time zone. 

PASSWORD
If needed, you can 
update your password 
here. 

PRIVACY
You can choose how 
your name and 
information is displayed 
in the meeting hub. 

MEETING HUB
You can choose which 
information you would 
like made available to 
your connections in the 
meeting hub. 

MEDIA SETTINGS
If you need to update 
your media settings, 
such as choosing a new 
microphone or camera 
you can select them 
here. 



Joining a Session

When the session is live you can click 
the JOIN button to enter the session. 

If you enter the session before the 
session is live the button will say 
PREVIEW instead. 

If the session is not yet live, you will see 
this view. 

As soon as the session begins, a video 
will automatically appear. 



Live Q&A, Polling 

LIVE Q&A
Live Q&A is available throughout the 
session for you to ask presenters a 
question. Presenters will either answer 
your questions verbally or via text. 

DISCUSSION FORUM
This is where you can post comments 
on the presentation and engage with 
other delegates. Any questions posted 
in the discussion forum will not be 
answered. 

LIVE POLL
If enabled, Live Poll questions will 
appear here when made live by the 
session host.



Meeting Hub

You can connect with fellow conference attendees through the Meeting Hub

You can search by name, organisation, state or online status using the advanced filter option. 



Meeting Hub Connections

ADVANCED SEARCH
You can search delegate names, 
or use the Advanced Filter 
option to filter by organisation, 
state, country etc. 

CONNECT
You can send a connection 
request to anyone in the 
Meeting Hub. They will receive a 
notification with the option to 
accept. 



Meeting Hub Calls, Live Chats & Meetings

PENDING CONNECTIONS
Pending Connections are when 
you have sent someone a 
connection request 

INVITATIONS
Invitations is when someone 
has sent you a connection 
request. 

CONNECTIONS
Once you have accepted a 
request, or someone has 
requested yours, they will 
appear in the connections 
section. 

You can call them, live chat, 
send messages and schedule a 
meeting through your 
connection. 



Live Support

If you experience any technical difficulties or have questions about the conference, please log a ticket with Live Support by

clicking the red icon in the top right hand corner. 

LIVE SUPPORT CHAT
A member of the 
conference team will 
respond to your ticket. You 
will be able to chat with 
them via text or video call. 



Session Recordings

Session recordings will be available to view after the conference. To view a session recording, click into the session and click the play button 
at the top of the right hand of the menu. 

SESSION RECORDINGS
Click on the play button 
to watch the recording 
in the platform. 

NOTE: Check the 
conference website to 
confirm which session 
recordings will be available 
and for how long. 
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