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1. Sign in and find your 
session

https://anymeets.com/


Sign in to Anymeets
(https://anymeets.com/) using 
your email and password.

Go to “Joined Events” in order to 
find the event in which you are 
presenting. Choose either 
Upcoming or Live to find your 
event.
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From the main conference page, access the Agenda.



From the main conference page, find your session in the Agenda.

10 minutes before your session begins, it will show as Live and you will 
be able to enter.
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Before you enter the session:

Make sure you are using Google Chrome or Mozilla Firefox. 

Do not use Safari.

Make sure your camera and microphone work. You can turn 
them off at any point during the session, but they need to be 

accessed in order for you to enter the session.

https://anymeets.com/


The virtual session interface

Jessica Parker

Press “Start Session” to 
enable Anymeets to access 

your camera and 
microphone/



You will be asked to allow Anymeets to access your microphone and 
camera. Click “Allow.”

This will keep loading 
until you allow 

camera and 
microphone access.



Once you have allowed the camera and microphone, press “Join session.”

Jessica Parker

Jessica Parker

Press “Join session.”
ATTENTION: You will be taken to the session Backstage. Your audience will not be 

able to see you yet.



As the Chair of your session you:

1. Control when the session starts
2. Control when the session goes “Live” 

3. Can turn your session presenters “on” and “off”
4. Can create polls

https://anymeets.com/
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The virtual session interface

“Backstage” 
means that 

the audience 
cannot see 

you.

Click here to start your video 
and audio. While you are in the 
backstage, your audience will 

not be able to see you.

List of session 
speakers/presenters.

Session polls

How much 
time is left in 
the session

Jessica Parker



The Anymeets virtual session has a “Backstage” and a “Live.” 

While you are Backstage, you will be able to video chat with 
session presenters without your audience seeing you. This is 

the time to meet your presenters and give any needed 
instructions.

When you are Live, your audience can see you. You can mute 
yourself, turn off your video, or simply “Hang up” until it is 

your turn to present/participant in the session. 

https://anymeets.com/
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The virtual session interface

Jessica Parker

Opens a new tab to allow you to 
see what the audience sees. 

When you are backstage, you 
will not see any video because 
your audience cannot see you.



The virtual session interface

Share a 
presentation 
file. Choose a 

pdf ONLY

Jessica Parker

Start/stop 
your video

“Hang up.” You will 
remain in the session and 

keep listening to your 
fellow presenters, but 

both your video and audio 
will be off.

Mute / 
unmute 
yourself

Jessica Parker

Audience - Check 
to see who is 

attending your 
session!

Switch to 
full screen

Share your 
screen



Sharing a PDF presentation

Jessica Parker

Click to advance 
your slides.

Stop presenting.

Jessica Parker



Sharing your screen

Jessica Parker

First, share 
your screen

Then select what you 
want to show before 

you click “Share.”

Jessica Parker



Sharing your screen

Jessica Parker

Stop sharing your 
screen.

Jessica Parker

Make sure you press “Hide” 
when you share your screen, 
so this box does not stay on 

your screen!



Chair controls

Jessica Parker

You can toggle speakers/presenters on and off.

ATTENTION: Your session 
speakers/presenters will not be able to 

turn on their video or present if you have 
turned them off!

In Anymeets you cannot MUTE your speakers/presenters.

You can TURN OFF your presenters, which stops both their 
video and audio. 

BE AWARE that if you turn off your speakers/presenters, 
they will not be able to speak/present until you turn them 

back on!



Chair controls

Jessica Parker

You can toggle speakers/presenters on and off.

ATTENTION: Your session 
speakers/presenters will not be able to 

turn on their video or present if you have 
turned them off!

Leave these settings as they are, as your 
conference organizer will have already chosen the 

correct settings for your session.



4012ae87-8e85-40d5-b0e2-82873bb0203f3. Going Live

https://anymeets.com/


Go Live so that your audience can see you!

When you are backstage, you will be able to see and speak 
with session presenters. 

When it is time for your session to begin, you, as the Chair of 

your session must press “Go Live” so that your audience 

is able to see you.

https://anymeets.com/


Going Live!

Jessica Parker

Press go live when it is 
time for your session to 

begin!



The virtual session interface

“Live” means 
that the 

audience can 
see you

Jessica Parker

You can “Go Backstage” if 
you are not ready, or if you 
need to stop the session for 

some reason.
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“View as attendee”

Make sure everything is okay!

Once you are live, you can and SHOULD use the “View as Attendee” to 
make sure that everything looks good. 

You can only use this when you are live.

Use the “View as Attendee” when you are testing your session to 
make sure there are no issues. 

Do this before your session starts, because your audience will be able 
to see and hear you!

Jessica Parker



The virtual session interface.

Jessica Parker

You can “Go Backstage” at any time, if you are not ready, or 
if you need to stop the session for some reason.
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5. Engage with your audience: 
Chat, Breakout rooms and Polls

https://anymeets.com/


What is different about Anymeets?

In the Anymeets virtual session, only speakers have video 
and audio. The audience does not have video and audio; 

they interact with you and their fellow conference attendees 
via the Chat and Q&A. 

You can use breakout rooms post-session if you would like to 
have “face-to-face” contact with your audience.

You can create polls before and during your session and have 
your audience respond to them.

https://anymeets.com/


Session Chat
Chat – A session chat for 
your audience to interact 

with each other.

Jessica Parker

Q&A – We 
recommend that 

you check this 
periodically to 
see the most 

popular 
questions.



Session Chat

As a speaker/presenter, you 
have TWO chats. The Session

chat can be seen by your 
entire session audience. The 
Speakers chat is private and 

can only be seen by the 
session presenters and the 

chair.



Creating a breakout room

Breakout rooms can be 
created on the spot. Breakout 

rooms allow everyone to 
participate with video and 
audio, so they are ideal for 

post-session Q&A.

Jessica Parker



Creating a breakout room

Jessica Parker



Creating a breakout room

Press save to 
create your room.

Do not select 
attendees. Everyone 

in your session will be 
able to join the room.

Do not use any special 
characters such as , ‘ - & . 

in the room name.

Good room names are: 
Q and A

Post session discussion
Q and A with YourName

Jessica ParkerLeave these settings as 
they are.



Creating a poll

You can create a poll before or during your 
session. Ask your presenters/speaker if they 

would like you to create a poll for them.

As the Chair, you can 
create polls.

Jessica Parker



Creating a poll

Fill in the questions and answers 
here. Add multiple choices per 

question, and add multiple questions.

You can only create “multiple choice” 
type questions.

Select how the results are 
displayed (bar chart or pie 

chart).

Drag questions to re-
order them.

Jessica Parker



Creating a poll

Toggle both of these “on” so 
that your audience can see the 

poll.

Toggle them off and the poll 
will be hidden.

If you press “Pop dialog,” your poll will 
appear as a pop up to your audience, so 

that they can see and answer it.

You and your audience will be 
able to see the results when 

this is toggled “on.”



Attendee View – Poll as “pop up”

Toggle both of these “on” so 
that your audience can see the 

poll.

Toggle them off and the poll 
will be hidden.
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Ending your session

You session does not end automatically, even if 
your time has finished.  Make sure you press 

“End Session” when your session is over!

Jessica Parker


