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ERCOT Meeting Reference Guide
1. Requests for meeting accommodations (i.e. meeting room, WebEx, conference bridge, audio-visual needs, etc.) can be made by sending an email to StakeholderServices@ercot.com.

2. Meeting materials may be submitted to ClientServices@ercot.com for posting.  Working Group or Task Force Leadership is responsible for providing meeting materials in advance for posting.  Meeting materials need to be submitted in sufficient time to post onto ERCOT.com.  Expect meeting materials to be posted within two business days of receipt.

3. The following documents are located in each MET Center conference room, in printed form and on PC Desk Top, for your reference and can be downloaded from the ERCOT website at http://www.ercot.com/committees/board/tac/  :
a. WebEx Setup Quick Guide
b. ERCOT Quick Reference Guide for Nortel Network Integrated Conference Bridge and PGI Audio Only Calls.
4. To start a WebEx session navigate to  http://ercot.webex.com 
· Join the WebEx as an Attendee 
· Go to top blue toolbar, click “Participant Tab” 
· Scroll to Reclaim Host Role.
· Type in host number given by WebEx for “Host Key” tab. You should now have full control of WebEx as Host
· In the window entitled “Join Teleconference.”  Note your Attendee ID #
· Click “OK”
· Go to the podium Desktop PC and navigate to http://ercot.webex.com
· Log into the conference as “(committee name) Desktop” and use your own email address
· On the “Share” tab of the WebEx Meeting Manager window, click “Desktop”. Return to PC (Hosting the meeting) and view the “participants” window
· Right click on “(committee name) Desktop” and click “change role to Presenter”
Open your presentation materials, then in WebEx either click on Button “Share Your Desktop” or “Present a Document”.  “Share Your Desktop” allows you to make edits to your documents, and allows your participants to view the edits real time.  “Present a Document” is ideal for a presentation you do not need to edit.
5. Start the audio:  Using the audio/visual control box:
· Dial 9-1-877-668-4493
· Enter the Access Code when prompted
· Enter the Attendee ID you noted earlier when you logged into WebEx or locate under “Meeting info” page  This will associate your name with the room audio.  (This will help ensure that you don’t mute the room audio later when managing noisy callers)
6. End Meeting: After the Chair has ended the meeting.
[bookmark: _GoBack]End WebEx: On the WebEx Meeting Manager window click “file” “End Meeting.” Using audio/visual control box, “hang-up”, Turn off the projector.
7. For technical issues with using WebEx, contact the ERCOT Help Desk by calling (512) 248-6800 (if using an ERCOT phone, dial ext. 6800) and choosing option 3 or via e-mail at HelpDesk@ercot.com.  For all other questions, contact ERCOT Client Services at (512) 248-3900 or via e-mail ay ClientServices@ercot.com .  
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