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€ Notice

The City of Pickering facilitates electronic participation in Council and Committee
meetings using Microsoft Teams. This guide aims to provide an overview of the process
to those who are delegating in meetings electronically.

Please note:

 Electronic delegations are encouraged to check the capability of their device in
advance of the meeting to ensure that the Microsoft Teams as well as their camera
and microphone are in working order.

* The visuals provided in this guide may differ from what you see on your device
depending on your device’s operating system and display settings.

 Itis the participant’s responsibility to ensure they have the appropriate technology to
connect to the meeting. Should any technical issues arise, participants may submit
written comments to the Clerk (clerks@pickering.ca) which shall be distributed to all
Members of Council after the meeting.



mailto:clerks@pickering.ca

€ Notice

In accordance with the City’s Procedure By-law, delegations are not permitted to:

» speak disrespectfully of any person or use offensive words;

* speak to matters that are not within Council's jurisdiction;

» speak for the sole purpose of generating publicity for an event, a product or a service;

* speak to matters which have been decided upon by Council unless the matter is
before Council for reconsideration;

* speak to a report provided by the City’s Integrity Commissioner;

 speak to matters which have been referred to staff for a report until the matter is
before a Standing Committee or Council;

» speak on any subject other than the subject for which they have received approval to
address Committee or Council;

 disobey a decision of the Chair, the Committee or Council; or

» debate with other Delegations, City staff, Council Members or the Chair.


https://corporate.pickering.ca/WebLink/DocView.aspx?id=254370&dbid=6&repo=PICKERING

How would you like to join the meeting?

Click your preferred method below.

Computer via Computer via Mobile via Microsoft
web browser Microsoft Teams app Teams app
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1 Joining a meeting by
Computer via

_E_ web browser

0 To ensure compatibility, it is recommended that you use
© Google Chrome if joining by web browser.




1.1 Receiving the link

Prior to the Council or Committee Meeting, City staff will send those participating
electronically a calendar invitation by email that includes a Microsoft Teams meeting link.
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Electronic Committee Meeting -...

meeting link and will add it
to your calendar to easily "
find at the time of the

You are registered to make a delegation at the upcoming City of Pickering Executive Committee Meeting on January 13, 2025 at 7:00 pm EST. The City of

(]
I I I ‘ ‘ t I n g ° Pickering is currently holding meetings electronically until further notice in accordance with the City's Procedure By-law, and you are receiving this calendar
invitation with the meeting link and details so that you may join the mesting electronically.
'We ask that you please Accept this invitation to confirm you received the invitation.

The City uses Microsoft® Teams to facilitate electronic meetings. and for detailed instructions on how to join the meeting, please see the Electronic Meeting

Participation Guide.




1.2 Using the link

The Microsoft Teams meeting link will be located at the bottom of the calendar invitation.
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The link will include a i v
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City of Pickering Executive Committee Mee...

(] o L]
J o I n t h e m e et I n g n OW I I n k Good Day, You are registered to make a del.. The City uses Microsoft® Teams to facilitate electronic meetings, and for detailed instructions on how to join the meeting, please see the Electronic Meeting
Participation Guide
as well as the Meeting ID
g Important Notes:
‘While the meeting begins at 7:00 pm EST, there may be consideration of other matters on the agenda prior to hearing your delegation. We are
a n a S S CO e ° unable to provide a set time at which your delegation will take place

Delegates must join the meeting using the name provided during the registration process. Those that join under a different name will not be
permitted into the meeting;
Please leave your camera off and microphone muted until the Chair calls upon you to begin your delegation;

Only those with pre-approved slide decks will be permitted to share their screen and present;
Please note that it is the delegate’s responsibility to ensure they have the appropriate technology to connect to the meeting. Should any technical

) [ ] L issues arise, delegates may submit written comments to the Clerk which shall be distributed to all Members of Committee/Council after the meeting;
I c e o I n t e m e et I n g Following your delegation, you will be removed from the meeting, however you may continue watching the meeting proceedings on the City's
YouTube Channel.
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Mesting ID: 267 734 178 14

Passcode: gK3wZ2kM

For erganisers: Me
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1.3 Confirm how you are joining

A new web browser tab or window will appear asking whether you would like to join using
your web browser or using the Microsoft Teams app.
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c o o S e Co n t I n u e o n t h I S < c 25 teams.microsoft.com/dl/launcher/launcher.html?url=%2F_%23%2F|%2Fmeetup-join%2F19%3Ameeting_YzRIM2M2MDQtZjc4AMi00YmViLThkZGYtOGRhZTQyYzNhM2Jj%40thread.v2%2F0%3Fcontext...
browser.

0 To ensure compatibility, it is
recommended that you use oy

(¢ Google Chrome.

Join your Teams meeting




1.4 Allow camera and microphone use

Your web browser may prompt you to grant permission to use your camera and
microphone for the purpose of the meeting.

Select “Allow” to permit
the use of your camera
and microphone.

Select Allow to let Microsoft Teams use your
mic and camera for calls and meetings on this

browser.

When you do, we'll turn your devices on for a moment to set them u




1.5 Set name and audio/video settings

The next screen will prompt you to provide your name and configure your camera,
microphone, and speaker settings.
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[} [} =

0 Ensure that you enter the
name that you used at the 7

Microsoft Teams meeting

time of registration.
Unfamiliar names that are
not registered to
participate in the meeting
will not be admitted.

Andy MacGillivray

B. Adjust your camera
and microphone settings
if needed.




1.6 Joining the meeting

Once you have configured your camera, microphone, and settings:

Microsoft Teams meeting | | @ X +

A. Turn off camera
B. Turn off microphone.
C. Click Join Now.

c @ teams.microsoft.com/v2/?meetingjoin=true#/I/meetup-join/19:meeting_YzRIM2M2MDQtZjcAMi00YmViLThkZGYtOGRhZTQyYzNhM2Jj@thread.v2/0?context=%7b"Tid"%3a"80cb49b5-86d0-4fcd-b?2...

T

Microsoft Teams meeting

Andy MacGillivray

)
|_E__l Computer audio

SI Custom Setup

Your camera is turned off

l:__:‘,’ Don't use audio

Join now




1.7 Waiting in the lobby

Staff will be notified that you wish to join the meeting and will admit you when
appropriate. Until then, you will be in the meeting lobby.

eams meeting | | @ X =

You will see a message o TS (@) :
that says Hang tight! -
someone should admit
you shortly.

T

Hey Andy MacGillivray! Hang tight—someone should admit you shortly.

Microsoft Teams meeting




1.8 Controls in the meeting

Once admitted into the meeting, please keep your camera and microphone off until
the Chair of the meeting calls upon you to speak. Following your delegation,
please remain in the G ——E

mee tlng for any ques tions ; - ¢ @ teamsmicrosoftcom/va/2n rued/l/meetup-join/1%meeting YzRIMZM2MDQIZicAMIOOYmVILThKZGYt >uhany\;th: :read.go.mn;ﬂm) Tid'%3a"80cb49b5-86d0-4.. [ A - W OB
Council/Committee may
have. During the meeting,
you have the following

controls available:

A. Cameraand
Microphone Controls.
Turn camera or
microphone on, off, or
change settings.

B. Leave the meeting.



1.9 Following the meeting

Following your delegation, you will be removed from the meeting.

You can continue watching
the meeting proceedings on
the City’s YouTube Channel.

City of Pickering
YouTube Channel

= Oecuwma
@ Home

§ Shorts

(59 subscriptions
® vou

O History

Sign in to like videos,

comment, and subscribe.

@ Signin

Explore

Trending

Music

A & &

Movies & TV

Live

Gaming
News

Sports

O Q@ 3

Learning

P
E\ Q [search ‘ Q U
. . .
City of Pickering
(@CityPickering - 2.33K subscribers - 717 videos
As the gateway city to the east GTA, Pickering (population 94,000) is strategically ...more

pickering.ca

Home Videos Shorts Live Playlists Q

Latest Oldest

4 A

B Regular Meeting Regular Meeting
of Council of Council

Council Meeting - March 25,2024- :  Regular Meeting of Council - Oct ¢ City Of Pickering - Council Meeting- :
7:00 pm 23rd 2023 December 16, 2024

3.1K views - Streamed 9 months ago 2.5K views - Streamed 1 year ago 2.1K views * Streamed 3 weeks ago

8 Regular Meeting
of Council

May 27, 2024

nEEZD

Council Meeting - May 27, 2024 -
7:00 pm

1.4K views » Streamed 7 months ago

@ Signin
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2 Joining a meeting by

Computer via the
Microsoft Teams app
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2.1 Receiving the link

Prior to the Council or Committee Meeting, City staff will send those participating
electronically a calendar invitation by email that includes a Microsoft® Teams meeting link.

Please accept the meeting
invitation. This confirms
that you have received your
meeting link and will add it
to your calendar to easily
find at the time of the
meeting.

MacGillivray, Andy &) 1219em

City of Pickering Executive Committee Mee...

2. Social
City of Pickering Executive Committee Meeting - January 13, 2025 - 7:00 pm e B
it
MacGillivray, Andy & 12:19PM (5 minutes ago) “
tome -
[ Jan | City of Pickering Executive Committee Meeting - Agenda
13 January 13, 2025 - 7:00 pm
View on Google Calendar
Mon '
Man Jan 13, 2025 Tpm - 9pm (EST) Tpm City of Pickering Executive
Electronic Committee Meeting -...

MacGillivray, Andy*

Good Day,

You are registered to make a delegation at the upcoming City of Pickering Executive Committee Meeting on January 13, 2025 at 7:00 pm EST. The City of

Pickering is currently holding meetings electronically until further n

otice in accordance with the City's Procedure By-law, and you are receiving this calendar

invitation with the meeting link and details so that you may join the mesting electronically.

We ask that you please Accept this invitation to confirm you r

The City uses Microsoft® Teams to facilitate electronic meetings, a

Participation Guide.

ceived the invitation.

nd for detailed instructions on how te join the meeting, please see the Electronic Meefing
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2.2 Using the link

The Microsoft® Teams meeting link will be located at the bottom of the calendar invitation.

The link will include a

Join the meeting now link
as well as the Meeting ID
and Passcode.

Click the Join the meeting
now link.

O- 8 0 @ & ©

&  Primary ©  Promotions

MacGillivray, Andy ) 12:19pm
City of Pickering Executive Committee Mee...

u are registered to make a del..

2, Social

HYK UIEL yUU PIEdSE ACCEPL IS NVIELUON LW CONINTI yOU TECEIVE U1 INVILEUON,

The City uses Microsoft® Teams to facilitate electronic meetings, and for detailed instructions on how to join the meeting, please see the Electronic Meeting
Participation Guide

Important Notes:

.

‘While the meeting begins at 7:00 pm EST, there may be consideration of other matters on the agenda prior to hearing your delegation. We are
unable to provide a set time at which your delegation will take place

Delegates must join the meeting using the name provided during the registration process. Those that join under a different name will not be
permitted into the meeting;

Please leave your camera off and microphone muted until the Chair calls upon you to begin your delegation;

Only those with pre-approved slide decks will be permitted to share their screen and present;

Please note that it is the delegate’s responsibility to ensure they have the appropriate technology to connect to the meeting. Should any technical
issues arise, delegates may submit written comments to the Clerk which shall be distributed to all Members of Committee/Council after the meeting;
Following your delegation, you will be removed from the meeting, however you may continue watching the meeting proceedings on the City's
YouTube Channel.

.

.

Microsoft Teams neec heip?

I Join the [meeting now I

Mesting ID: 267 734 178 14

Passcode: gK3wZ2kM

For erganisers: Me

Y
N




2.3 Confirm how you are joining

A new web browser tab or window will appear asking whether you would like to join using
your web browser or using the Microsoft Teams app.

x 9

v 7§ Join conversation
[ [
A. C IC J 0 I n 0 n t e I ea m s &« (6] 25 teams.microsoft.com/d|/launcher/launcher.html?url=%2F %23%2FI%2Fmeetup-join%2F19%3Ameeting YzRIM2ZM2MDQtZjcAMi00YmViLThkZGYtOGRhZTQyYzNhM2Jj%40thread v2%2F0%3Fconte...  ¥¥ S I

B. If you already have
Microsoft Teams
installed, you will
receive a prompt to
open the app. Click
Open Microsoft Teams.

C. If you do not already have

Microsoft Teams installed, If you installed the app for the first time, you may need to
click Download it now go back to your email invitation to click the meeting link.
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2.4 Set name and audio/video settings

The next screen will prompt you to provide your name and configure your

camera, microphone, and speaker settings.
©

A. Enter your name. & Backround setings

0 Ensure that you enter the ”
name that you used at the T
. £ X City of Pickering Executive Committee Meeting - January 13, 2025 - 7:00 pm
time of registration. Andy MacGillvray
Unfamiliar names thatare  B.
not registered to
participate in the meeting

will not be admitted.

[ [] ‘T) #5% Background filters

B. Adjust your camera
and microphone settings
if needed.



2.5 Joining the meeting

Once you have configured your camera, microphone, and settings:

A. Turn off camera
B. Turn off microphone.
C. Click Join Now. T

City of Pickering Executive Committee Meeting - January 13, 2025 - 7:00 pm

Andy MacGillivray




2.6 Waiting in the lobby

Staff will be notified that you wish to join the meeting and will admit you when
appropriate. Until then, you will be in the meeting lobby.

You will see a message
that says Hang tight! -
someone should admit

Hey Andy MacGillivray! Hang tight—someone should admit you shortly.
yo us h (o) rt Iy. City of Pickering Executive Committee Meeting - January 13, 2025 - 7:00 pm

T




2.7 Controls in the meeting

Once admitted into the meeting, please keep your camera and microphone off until
the Chair of the meeting calls upon you to speak. Following your delegation,
please remain in the
meeting for any questions
Council/Committee may
have. During the meeting,
you have the following
controls available:

A. Cameraand
Microphone Controls.
Turn camera or
microphone on, off, or
change settings.

B. Leave the meeting.



2.8 Following the meeting

Following your delegation, you will be removed from the meeting.

You can continue watching

—
= Puoawma E\Q Isearch ‘ Q 8 ® signin
[ [
the meetlng proceedlngs on G ome
§ Shorts
: 1/
the City’s YouTube Channel ® st %
[ ]
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. . .
D istory City of Pickering
(@CityPickering - 2.33K subscribers - 717 videos
Signin to like videos, As the gateway city to the east GTA, Pickering (population 94,000 is strategically ...more
comment, and subscribe.
pickering.ca
Explore Home Videos Shorts Live Playlists Q
@ Trending

Latest Oldest
£ Music

4 A

E Movies & TV

) Lve B Regular Meeting Regular Meeting 8 Regular Meeting
of Council of Council of Council

City of Pickering

@
B News A A . -

I ouTU e a n ne Q Council Meeting - March 25,2024- :  Regular Meeting of Council - Oct ¢ City Of Pickering - Council Meeting- :  Council Meeting - May 27, 2024 -
o

Gaming

Sports 7:00 pm 23rd 2023 December 16, 2024 7:00 pm

3.1K views - Streamed 9 months ago 2.5K views - Streamed 1 year ago 2.1K views * Streamed 3 weeks ago 1.4K views » Streamed 7 months ago
Learning



https://www.youtube.com/@CityPickering/streams

3 Joining a meeting by

Mobile via the
Microsoft Teams app
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3.1 Receiving the link

Prior to the Council or Committee Meeting, City staff will send those participating
electronically a calendar invitation by email that includes a Microsoft® Teams meeting link.

A. Please accept the meeting
invitation. This confirms that
you have received your meeting
link and will add it to your
calendar to easily find at the
time of the meeting.

B. If your phone did not prompt
you to accept or decline the
invitation, you may need to tap
the .ics file found within the
invitation.

Event Details

City of Pickering Executive
Committee Meeting - January 13,

2025 -7:00 pm

Electronic

Calendar @® Personal ¢

Invitation from
©” Andy MacGillivray

Invitees 1

Alert 30 minutes before ¢

Second Alert None ¢

City of Pickering Exec...

Committee/Council after the meeting;

¢ Following your delegation, you will be
removed from the meeting, however
you may continue watching the meeting
proceedings on the City's YouTube
Channel.

Microsoft Teams

Meeting ID: 267 734 178 14
Passcode: gK8wZ2kM
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3.2 Using the link

The Microsoft® Teams meeting link will be located at the bottom of the calendar invitation.

City of Pickering Exec...

Committee/Council after the meeting;
¢ Following your delegation, you will be

Th e I i n k Wi I I i n CI u d e a removed from the meeting, however

you may continue watching the meeting

Join the meeting now link as well as the A
Meeting ID and Passcode.

Microsoft Teams

Click the Join the meeting now link.

Meeting ID: 267 734 178 14
Passcode: gK8wZ2kM
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3.3 Getting the app

A new web browser window may appear asking whether you have the Microsoft Teams app
on your device.

= — Microsoft Teams
A. If you have the app, tap Join meeting. BT e
This will open the Microsoft Team app on Join your meeting on
your device. Migroseitiioams a7
4 col What's New >
B. If you do not have the app, tap Get
Teams. This will open your devices app “ _—

store to download the Microsoft Teams app.

If you have downloaded the app for the first .

0 time, you may need to go back to your email Alreadly have the app?

invitation to tap the meeting link. A.l |

Meet, chat, collaborate —
all in one app




3.4 Set name and audio/video settings

The app will open and prompt you to enter your name and configure your camera,
microphone, and speaker settings. Teams" Would Like to

Access the Camera .
Meeting

Please allow Microsoft Teams to
cess your camera to add photos t

A. If prompted, allow the Teams app to s o o e Ve
access your camera and microphone.

“"Teams” Would Like to
Access the Microphone

B. Enter your name.

0 Ensure that you enter the name that you used at | R
the time of registration. Unfamiliar names that are
not registered to participate in the meeting will not
be admitted.

Andy MacGillivray

Join now

More join options

C. Adjust your camera and
microphone settings if needed.




3.5 Joining the meeting

Once you have configured your camera, microphone, and settings:

Meeting

A. Turn off your camera and
microphone.

f//,‘_"?; Background effects

B. Click Join Now.

C. You will see a message that says
Someone in the meeting should let
you in soon. A.

Andy MacgGillivray

c. Someone in the meeting should let you in soon.




3.6 Controls in the meeting

Once admitted into the meeting, please
keep your camera and microphone off
until the Chair of the meeting calls upon
you to speak. Following your delegation,
please remain in the meeting for any
questions Council/Committee may have.
During the meeting, you have the following
controls available:

A. Camera and Microphone Controls.
Turn camera or
microphone on, off, or
change settings.

B. Leave the meeting.
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3.7 Following the meeting

Following your delegation, you will be removed from the meeting.

You can continue watching the meeting proceedings
on the City’s YouTube Channel.

City of Pickering
YouTube Channel

< 1 Q

—& of
HIOERING
City of Pickering
@CityPickering
2.33K subscribers « 717 videos

As the gateway city to the east GTA, Pickering (population
94,000) is strategically located where Toronto, York ar ...more

pickering.ca

Home Videos Shorts Live Playlists

Popular Oldest

City Of Pickering -
Council Meeting -

December 16, 2024
2.1K views - Streamed 3 week...

Committee of

Adjustment Hearing
143 views - Streamed 3 week...

Qnarial Canineil

Shorts Subscriptions
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https://www.youtube.com/@CityPickering/streams

For more information regarding electronic participation in
Council and Committee Meetings, please contact:

Council & Committee Coordinator
905.420.4660 ext. 1849

clerks@pickering.ca

Cily of
PICKERING
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