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Event Management Steps

1. Create event on vTools Events
- Description of the event
- Event fees
- Event details can be updated

2. Set up Remote Conferencing (if applicable)
3. Promote event using vTools eNotice

- Send email to target audience

4. Communication with Registrants
- E.g. changes to the event, remote conferencing information

5. Management at the event
6. After the event

- Reporting
- Follow-up Email
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What is vTools?

▸https://site.ieee.org/vtools/
- Google: IEEE vTools

https://site.ieee.org/vtools/
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Remote Conferencing

▸WebEx Meetings FREE Plan
- Meetings up to 50 minutes
- Up to 100 people
- Start instant meetings with your Personal Room

https://site.ieee.org/vtools/remote-conferencing/



Remote Conferencing

▸ WebEx Meetings (Premium)
- IEEE License / IEEE Canada License
- Request at: http://site.ieee.org/vtools/tools-ok/webex/webex-registration/

▸ Webex Meeting
- Attendee limit up to 1,000 participants (500 Call-in/500 VOIP)
- Present information, share applications, and collaborate on projects in a centralized space. 

▸ Webex Events
- Attendee limit up to 3000 participants with the audio broadcast feature, streaming through the browser
- participants automatically muted upon entry
- Moderate Q&A
- Attendee registration
- Polling
- Post event surveys (event center only)
- Establish a panel of presenters.

https://site.ieee.org/vtools/remote-conferencing/

http://site.ieee.org/vtools/tools-ok/webex/webex-registration/


Remote Conferencing
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Questions

Cinnati Loi, Volunteer Tools Committee Chair
c.loi@ieee.org

mailto:c.loi@ieee.org
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