
You will need the meeting link sent by the 
organiser. On Windows, MacOS and Android, 
use Google Chrome. On iOS, use Safari.

3.   If prompted, click “Allow” twice to allow access to your microphone and camera.

4. We recommend running the 
suggested optional test.

1. Open the link sent by the organiser: e.g. https://panel.interactio.io/join/xxxxxx
2. Enter your email address, first name, last name and click on “Continue”. It is with this first name 

and last name that you will be identified during the meeting, so make sure it is correct.

5. Click on “Join” to join the meeting. 
You are now connected.

How to connect

Interpretation

GUIDELINES FOR REMOTE PARTICIPANTS



On the top left of the screen, click on the buttons to select your 
preferred camera, microphone, and speaker. Failure to do this will result 
in Interactio using the devices set by default on your computer. If these, 
are not the ones you want to use, you may end up with unavailability 
issues (e.g. no sound). After selecting your preferred device(s), you may 
need to refresh the page for the changes to take effect. 

At the beginning of the meeting, you may get advice from the Meeting Manager regarding the 
different options for the active videos layout. In the lower left corner, three buttons define how the 
different meeting videos may be displayed on your screen. You can choose from the “Speaking 
Participant” layout, the “Pinned Participant” layout and the “Mosaic” layout.

• For the benefit of the other participants and the interpreters, keep your webcam ON while you have the floor.  
The meeting manager will turn it off or ask that you do so in case there are any technical issues with your image/sound.

• When you no longer need the floor, click again on ‘SPEAK’ to mute your microphone.

• In order to convey your message clearly to the other participants and to the interpreters, speak at a natural pace 
remembering to pause as you normally would during a meeting in person and avoid simply reading out texts.  
Repeat or clarify your main message if you experience any interference or if the connection cuts out.

• If the meeting organisation allows the use of the Chat function, you will have a ‘Chat’ button on the top right and then a 
Chat box on the bottom right side of the screen. You can chat with all participants, or with a single participant of your choice.

Select your preferred language for the meeting from the Audio 
Channel selector button, on the top left. You have the choice 
between the original language (Floor) and the various languages 
for which interpretation is provided (EN, FR, DE…).

• Click on                        to let the Meeting Manager know that you would like to take the floor.

• Make sure that you have selected the correct microphone device (from the top left button).  
 
 
 

• When given the floor, the ‘SPEAK’ button becomes blue. Click then on   .                    
This will switch your camera and your microphone ON.  
The speak button and camera icon become red when in use. Wait for a couple of seconds before speaking.

At the bottom right, you will find the full screen button. 

During the meeting
Make sure you select the right meeting devices:

Set the meeting video layout (optional):

Select meeting language:

During the meeting - if you wish to speak or chat



Please bear in mind that the quality of the 
transmission and, therefore, of the 
interpretation might be affected by noise, 
interference, or internet traffic. Interpretation 
is intended to facilitate communication and 
does not constitute an authentic record of 
the proceedings.

The interpreters would like to advise that if at 
any moment the sound quality is insufficient 
for interpretation purposes, regretfully 
interpretation may need to be stopped.

Given potential problems arising from IT 
connections, the European Commission/DG 
SCIC cannot be held responsible for the 
accuracy of the interpretation services 
provided or for the technical problems 
related to said IT connections and their 
consequences.

Interpretation

During the meeting - if you wish to present

You need to have been given the floor and have the ‘SPEAK’ button activated/red (see previous section). 
If your intervention is planned, the meeting manager m give you the floor without you requesting it. 
Click on the ‘PRESENT’ button on top

and select among the different options.


