Procedures for creating and participating in a meeting
1. After the creation of the meetings the participant (Host) who will supposedly create the meeting will be informed from the Event Coordinator that his meetings are created. He can visit the platform gatgw-be.liveon.tech at the page My Meetings to see his meetings. 
2. The invited user receives an email with all the information about the meeting and the options Accept - Refuse - Click if you are not sure and can accept, reject or state that he is not sure about attending a meeting respectively. In addition to the email, he can accept or reject a meeting on the platform and specifically, on the My Meetings page. On this page, he/she will see all his/hers scheduled meetings, as well as the Host.
3. Following the guest’s choice (Accept - Refuse - Click if you are not sure) the Host receives an email informing him about it.
4. To begin a meeting, the Host on the My Meetings page opens the meeting, and the guest selects, from the same page, Join to connect. Meanwhile the guest receives an informative email that the meeting has already opened. He/She can also choose to connect to the meeting directly from the email by clicking on the link that is included. At the same time, a notification pops on the top right of the platform informing him that the meeting has opened and he can click from there Join.
5. [bookmark: _GoBack]During the meeting the participants can share screen or files with each other.
6. A reverse timing clock appears on the upper left of the meeting. When the time is up, the meeting closes, and participants are led to the My Meetings page.
7. In order for one of the participants to close the meeting earlier than the scheduled time, it is enough to close the browser window (tab) which is the meeting or to click another option in the Menu.

