
 
 

VIRTUAL MEETING ATTENDEE’S USER GUIDE  
 
You are invited to the CPHR British Columbia & Yukon AGM taking place virtually on 
June 10th 2020 at 4:00 pm PDT. 
 
The meeting will be broadcast using a Zoom Webinar hosted by GetQuorum, a 
company specializing in corporate governance services and electronic voting.  
 
To attend the meeting virtually, you must register online via the link sent in the notice 
emailed to you. After registering, you will receive an email with instructions to join the 
meeting webcast. 
 
In order to participate in the meeting, you will be required to install the Zoom application. 
The application is available for most computers, tablets, and smartphones. Installation is 
simple and only takes a single click and a few minutes to complete.  
 
The meeting will be locked promptly at 4:00 pm PDT, new entrants will NOT be 
permitted after this time.  
 
You will be able to join the meeting starting at 3:30 pm PDT on the day of the meeting. 
Please join at that time to ensure you are able to access the webcast and to complete 
any attendance requirements.  
 
Need assistance prior to the meeting? Please send an email to 
voters@getquorum.com. Please reference CPHR AGM 2020 in your correspondence. 
 
The following pages contain a user guide with instructions on how to participate in a 
virtual meeting.  
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   VIRTUAL MEETING ATTENDEE’S USER GUIDE

 

 
Participating in the Webcast 
 
Upon joining the webcast, you will be presented with a 
screen similar to the image to the right. This will be the 
main meeting window and will show the current 
presenter’s screen.  
 
If you are using a computer, you may find that the 
meeting is in “full screen mode”.  To exit full screen 
mode, press the “Esc” button on your keyboard. 
 
IMPORTANT:  As an attendee, you will be UNABLE to unmute your microphone or turn on your 
webcam. The meeting’s host will need to unmute your microphone in order for you to speak.  
 
 
Participating in the Virtual Meeting 
 
There are buttons located in the control panel at the 
bottom of your screen. These buttons allow you to do 
the following: 
 

- Raise your hand virtually 
- Ask questions of the current speakers via text 

 
 
 
Raising your Hand 
 
To raise your hand virtually, press the “Raise Hand” button in the bottom control panel.  One press raises 
your hand, a second press will lower your hand. The current speaker may ask you to raise your hand for 
the following reasons: 
 

- When asking for an attendee to “make a motion”  (eg. a “MOVER” and “SECONDER”) 
- When asking for a “show of hands” vote after a motion 
- To indicate that you would like to be unmuted to speak during a Q&A session 
- To register an objection when the speaker asks for objections 
- Or for other purposes in which a hand raise would be utilized 
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Asking Questions and Getting Help 
 
Press the “Q&A” button in the bottom control panel to open a 
panel that will allow you to pose questions to the current 
speaker.  
 
Simply type in your message and press the “Send” button. 
 
The host and speakers will be able to see your question. You 
can send questions at any time during the meeting, however 
they may only be answered during certain dedicated Q&A 
periods. 
 
If you require technical assistance during the meeting, you may 
also use the Q&A box to send a message to the support team 
on hand. 

 
 
 
Participating in Polls 
 
The current presenter may choose to use polling during the 
meeting. If a poll is issued, a polling window will popup which 
allows you to register your choice. 
 
Once polling is closed, the presenter may share the results with 
the audience. 
 
Polling may be used in place of a “show of hands” vote, or 
simply to take a survey of the audience. 

 
 
Participating in Elections 
 
Prior to elections taking place, candidates may be given the opportunity to speak for a specific allotment 
of time. In order to speak, candidates must have a working microphone or phone audio. Candidates will 
be individually unmuted when it is their turn to speak.  
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Voting for Candidates 
 
Voting during the elections will take place during a dedicated voting period. Elections require a secure 
voting system that generates an audit trail. As such, a separate voting platform will be used during 
elections. 
 
Check your email when voting starts. You will receive an email with a link to the voting portal to complete 
your vote.  Simply click on the link and follow the instructions, it only takes a few clicks to complete your 
vote online. 
 

 
 
IMPORTANT:  
 

- You will need the latest version of Chrome, Safari, Edge or Firefox to access the voting portal. 
- You must complete your vote within the voting period, otherwise your vote will not be counted. 
- You must be signed into the webcast using the Zoom app and using the same email address as 

per the organization’s records. If your email does not match, you will NOT receive a ballot. 
 
 
 
Have more questions? 

 
Please send an email to voters@getquorum.com. Please reference CPHR AGM 2020 in your 
correspondence. 
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