
 
 

Technical Guidance on how to participate in the virtual 

126th International Coffee Council using GoToWebinar 

 

Step 1: Registration 

For ICO Members to register please send your Credentials to the ICO using this online form by May 

22nd 2020.  The ICO will use the details from your Credentials to automatically register you for the 

below virtual meetings: 

 Monday 1 June:    Finance and Administration Committee 

 Tuesday 2 June:  Finance and Administration Committee 

 Wednesday 3 June:  Seminar: Addressing the impact of coronavirus on the world     

coffee sector 

 Thursday 4 June:  Council Session 

 Friday 5 June:  Council Session 

Delegation Size 

Each delegation is allowed a maximum of two speaking delegates and three silent observers. 

Speaking delegates: A maximum of two representatives per delegation will be allowed to speak. 

Silent Observers: A maximum of three silent observers are allowed per delegation. Silent observers 

cannot make interventions or comments. 

 

Step 2:  Email Confirmation of Registration  

You will receive an email from GoToWebinar with some technical instructions on how to test your 

internet connection, your audio and your microphone. This email will include a request to download 

the GoToWebinar (free 1GB) software to your computer, please download the software in advance. 

This email will also include a link to join the online meetings. A reminder email will be sent to you 

the day and hour before the meeting.  

Please join the webinar 15 minutes before the start time. This will help us support you if you have any 

technical issues joining.  

Step 3: Use a Computer  

You can attend a GoToWebinar from anywhere, anytime using a compatible computer or mobile 

device! Please join the virtual meetings using a computer, if you do not have access to a computer you 

can use a Smartphone and download the GoToWebinar app for mobile devices. 

Step 4: Check internet connection/ audio and microphone 

 Check that you have a strong internet connection. Test your internet connection by clicking 

here. 

 Check that you have an audio headset that includes a working microphone. The old iPhone 

headphones or similar can work very well.  

https://www.surveymonkey.co.uk/r/Credentials126ICC
https://support.goto.com/webinar/help/gotowebinar-for-mobile-devices-g2w050033#Why
https://support.goto.com/webinar/system-check-attendee
https://support.goto.com/webinar/system-check-attendee
https://www.digitalsave.co.uk/images/detailed/0/earpods.jpg
https://www.digitalsave.co.uk/images/detailed/0/earpods.jpg


 
 When joining the webinar make sure that you are in a quiet location. 

Step 5: Join virtual meeting/webinar (Reminder email 1hr before the webinar) 

On the day of the meeting, you will receive a reminder email from GoToWebinar 1 hour before the 

meeting. The reminder email will include the ‘join webinar’ link for the webinar. Please join the 

webinar 15 minutes before it starts, this will allow us time to assist you if you have any technical 

issues.  

Step 6:  Procedure on how to make an intervention during the online meeting 

1. All Members will enter the meeting on 'mute' meaning that your microphone will be 

automatically set to silent, this is to reduce noise interrupting the meeting.   

2. If a Member would like to make an intervention, you can raise your hand 'virtually' and the 

Chair will unmute your microphone and give you the floor. Instructions for interventions will 

be explained again at the opening of each meeting. 

3. If you prefer, questions can also be sent by text to the organizer in the GoToWebinar 

‘question’ function. Please see the image below where the ‘Chat’ function is highlighted in 

red. 

 

Raise hand here. 
Chat function 

here. 

 


