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Congratulations, you have registered to attend the conference and successfully chosen your 

four workshop choices via the conference registration page.  This information has been 

added into Whova (the online event platform we are using to host the conference) for you. 

Emails are being sent out regularly to all attendees instructing them on how to access the 

conference web and app sites.  Please keep an eye out for this in your inbox, and a 

screenshot of what this looks like is shown on page 3 of this guide.   

You need to complete the following steps:  

1. Click on the ’Download App’ link in your email 

2. In the new screen, click on the black icon called ‘Go To Web Portal’ 

3. You’ll be taken to the Whova website to create your own account using the ‘Sign Up 

Here’ link.  Please use the email address you used to register, and enter a password of 

your choice. 

4. If you want to use your phone or tablet, follow the links to download the mobile app of 

your choice and log into it after you have created your username and password 

PLEASE MAKE SURE YOU HAVE COMPLETED THESE STEPS.  IF NOT, YOU WON’T BE ABLE TO 

ABLE TO WATCH THE KEYNOTE ADDRESSES OR ATTEND YOUR WORKSHOP CHOICES.   

Once you have completed these steps, if you wish, you can sit back and wait for the day of 

the conference to arrive on Saturday 24th September.  On this date, you’ll need to log into 

the conference web or app site and follow the instructions on pages 6 and 7 to watch the 

keynote addresses and attend your workshop choices (in a similar way to joining a Zoom 

meeting). 

If you’d like to be a little more adventurous and make use of the opportunities the 

conference offers to you and your church, please read the rest of this guide from page 8 

onwards. 

The conference site is open now, and will remain so until Saturday 24th December.  You’ll be 

able to watch the recordings of all the speeches and workshop up to that date in the Whova 

web and mobile apps. 

If you need further assistance please contact Paul Bailey, Diocesan Giving Advisor, by calling 

07436 038804 or emailing paulbailey@manchester.anglican.org 

If you are having difficulties on the day of the conference, please email Dan Bainbridge 

(danielbainbridge@manchester.anglican.org).  

YOU’VE REGISTERED AND CHOSEN YOUR 

WORKSHOPS, SO WHAT NEXT? 

https://whova.com/portal/registration/domgc_202209/
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1. Once you have registered to attend the conference, you will receive an email from 

Whova with instructions on how to log into the web and mobile app sites.  It looks like 

this: 

2. Please click on the ’download app’ link, and it will take to you to this page: 

3. To sign up to use Whova, please click on the button called ‘Go to Web Portal’.  Once 

you’ve signed up, you can download the mobile app from the Apple or Google Play 

stores, by clicking the appropriate button, and log in using the email address and 

password you signed up to Whova with (see next page on how to do this).  

 

SIGNING IN TO WHOVA 

https://whova.com/portal/registration/domgc_202209/
https://whova.com/portal/domgc_202209/?source=download_email&email=paulbailey%40manchester.anglican.org
https://whova.com/portal/domgc_202209/?source=download_email&email=%7b%7bAttendee_Email|urlencode%7d%7d
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4. The sign up page looks like the image below.  Click on ‘sign up here’ and use the email 

address you used to register for the event.  Once you have logged on you should be 

taken automatically to the main conference page.   

If this does not happen, you may need to type in an invitation code first.  If this 

happens to you, please enter the code that is provided at the bottom of the Whova 

email referred to in point 1.  Paul Bailey can also provide this code via email. 

5. You then follow the on screen steps to upload a profile picture and some information 

about yourself, however, you don’t need to do this if you don’t want to.  Once you have 

reached the screenshot below, click on ‘Enter event’.  Then you’ll be an attendee of the 

conference and be able to watch the live video streams of the speeches and workshops 

on Saturday 24th September.  You’ll also be able to explore the full web and mobile 

sites, including visiting the exhibition booths. 

mailto:paulbailey@manchester.anglican.org?subject=Whova%20invitation%20code
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1. You’ll need to log into the conference site here, and sign in with your email address and 

password. 

2. Once you have done this you will see the screens below.  You need to click on the 

agenda tab on the left hand side of the screen in the website.  It can also be found on 

the bottom of the screen in the mobile app. 

 

 

 

 

 

 

 

3. You will be taken to the screen below showing two tabs for the ‘Full Agenda’ and ‘My 

Agenda’.  Please select ’My Agenda’.  This will reveal the sessions you’ll be watching 

with everyone else, and the personal workshop choices you 

chose during the registration process. 

 

 

WHAT ACTIONS DO I NEED TO TAKE ON 

SATURDAY 24TH SEPTEMBER? 

https://whova.com/portal/webapp/domgc_202209/sign_in/
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4. Click on the session name of your choice on or just before the start time.  You will see 

these screens: 

 

 

 

5. In the web app click on the ‘Proceed anyway’ button and wait for the live stream to 

start.  In the mobile app, scroll down until you see the ‘Live Stream’ button, press on it, 

and wait for the live stream to start. 

6. If you have clicked on these options too soon you may need to refresh the screen in the 

web and mobile apps.  In the web version you’ll need to click on the refresh button, 

which appears at the top of your screen, as shown below.  In the mobile app, you’ll 

need to pull downwards from the top of your screen. 

 

ENSURING YOU HAVE THE BEST EXPERIENCE 

ON THE DAY 
• Zoom meetings are being used within the Whova site on the day of the conference.  All 

of the sessions are being recorded so they can be watched again for three months post 

event.  If you are uncomfortable with being recorded, please turn off the video feed in 

your personal settings in Zoom.  Please can you also ensure your microphone is turned 

off. 
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1. You can find the agenda tab on the left hand side of the screen in the website and at 

the bottom of the screen in the mobile app. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. You can search for sessions and speakers in the top bar.   

3. Click on the session you are interested in to find out more.  Please do not click on the 

‘Add to My Agenda’ button as your personal workshop choices from the registration 

process have already been added. 

 

 

 

VIEW THE OTHER AGENDA ITEMS 
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4. The 22 workshops are all grouped together under the following headings: 

 Morning workshops—first session 

Morning workshops - second session 

 Afternoon workshops—first session 

 Afternoon workshops—second session 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click on view details to read a description of each workshop and its speaker.   

6. You will also see the RSVP button, please do not click on it.  This feature has already 

been used to add your own personalised workshop choices from the conference 

registration process.  Whova will automatically prompt you to click on a link to watch 

the live workshops of your choice, at the correct times, on the day of the conference.  

If you do click on the RSVP button, this means you will not be 

able to see any of the workshop live streams on the day of the 

event. 
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1. There is limited time available for questions in most sessions on Saturday 24th 

September.  Therefore, many speakers may prefer it if you type your questions in 

Whova using the Q&A function, but some may offer the opportunity to ask verbal 

questions.  If they do, please ensure you have tested your microphone settings in 

advance. 

2. If a speaker has time for verbal questions, you can use the Raise Hand feature built 

into Zoom to ask your question live.  To do this, click on Reactions at the bottom of the 

screen and then click on Raise Hand. 

3. There are four tabs available on the right hand side of the web screen.  On the mobile 

app this is above the session description.  They are: Q&A, Polls, Chat, and Community. 

4. You can, at any time, submit questions for the speaker via Q&A; participate in 

discussions with the other attendees using Chat; respond to polling from the speaker 

and event organiser using Polls; and browse the Community noticeboard via 

Community. 

5. Once you have clicked on the Q&A tab, you can ask a question 

by clicking on the ‘Ask a question button’ in the web app, and by 

clicking on the Q&A icon in the web app. 

 

 

 

 

 

 

 

 

 

 

 

6. Speakers may respond to your written questions once their session has ended.  The 

Q&A and Chat from each session will remain viewable after the conference has ended. 

 

ASKING QUESTIONS 
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1. During many sessions you will be prompted to answer some questions.  For example, 

there will be a couple of questions asking you to provide feedback on the workshops. 

2. Speakers may also ask you to respond to questions directly linked to their workshop 

content. 

 

 

 

 

 

 

 

 

1. When you regsiter you will be asked: “Would you like to network with other attendees 

by listing yourself in the attendee list?” 

2. If you answer yes, you will appear in the attendees tab which shows those attending 

from other churches, plus the speakers and exhibitors. 

3. To view other attendees, click the attendees tab on the left hand side of the web app.  

In the mobile app click on attendees on the menu at the bottom of the screen. 

4. From here you can view the person’s profile (if they have completed it), and start a 

conversation with them by clicking on ‘Say Hi!’ 

 

 

 

 

ANSWERING POLL QUESTIONS 

SEE WHO ELSE IS ATTENDING 
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1. The Whova site has its own online exhibition hall containing 19 exhibition booths and 

the details of the 5 event sponsors.   

2. Please visit these spaces by clicking on ‘Exhibitors and Sponsors’ from the menu on the 

left hand side of the web app.  In the mobile app scroll down to ‘Additional Resources’ 

and click on your choice. 

 

 

 

 

 

3. Once you have clicked on ‘Visit Booth’ you will be taken to the exhibitor’s information, 

which will be similar to the example shown on the next page. 

 The content could include: 

• A short video to watch 

• A description of the organisation’s work and services/products 

• Downloadable PDF documents 

• Photos of their work 

• Details of staff who you can contact, including the ability to send immediate ‘Chat’ 

messages to them 

• Some exhibitors may be offering discounts to your church on eligible purchases 

you make following your attendance at the conference  

 

 

 

 

 

 

 

 

VISIT THE EXHIBITORS AND SPONSORS 
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4. The event’s sponsors can be viewed by following the instructions in point 2 on the 

previous page. 

5. The sponsors names and logos are also viewable throughout the site.  For example, 

they’ll be visible on screen during the keynote addresses and workshops.  To open their 

details, just click on the name of your choice and a hyperlink will take you to their 

website. 

6. Once you have clicked on the sponsor of your choice in the web and mobile apps, it will 

show a page similar to the one at the top of the next page. 

 This will contain: 

• A description of the organisation’s work and services/products 

• Their website and phone number 

• An email address you can contact, and the ability to send immediate ‘Chat’ 

messages 
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1. Click on the ‘Community’ tab on the left hand side menu in the web app, or the 

‘Community’ icon at the bottom of the screen in the mobile app. 

2. You can create a new topic, contribute to an existing discussion, or create a virtual 

meet up. 

3. Please check the ‘Organiser Announcements’ section regularly. 

4. Speakers, workshop leaders, exhibitors, and sponsors can also create their own topics, 

and share useful articles and web links here. 

 

 

 

 

 

 

 

JOIN THE DISCUSSIONS ON THE 

COMMUNITY BOARD 
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1. Click on ‘Community’ in the menu on the left hand side of the screen in the web app, 

then the option called ‘Meet Ups & Virtual Meets’, and finally the ‘Suggest A Meet Up’ 

button.  You can do the same in the mobile app by clicking on ‘Community’ in the menu 

at the bottom of the screen. 

 

 

 

 

 

 

 

 

 

2. Choose the virtual option and then next. 

3. The following window will then appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your information in all of the required fields. 

5. In ‘Virtual meeting options' you have three 

choices:  

SETTING UP A VIRTUAL MEETING IN WHOVA 
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6. If you click on Zoom, you need to authenticate a connection to your Zoom account by 

logging in using your username and password. 

7. If you click on Whova’s own Virtual Meeting Room, please note you can only meet with 

up to 20 people and for up to 60 minutes. 

8. If you use Teams (or another provider), click on the ‘Use my own meeting link’ option.  

Then, you can copy and paste the meeting hyperlink into the section shown below: 

 

 

 

 

 

9. Once you’ve set up your virtual meeting you’ll be able to see it on screen.  Click on 

‘Invite’ to add in the names of people you’d like to include in your meeting invitation. 

 

 

 

 

 

 

 

 

 

 

 

10. A pop up window will then appear on your screen.  You can search to add in the names 

of the attendees you’d like to invite.  You utilise the list of attendees, as outlined on 

page 8, to help you to do this. 
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Stephen Ferris 

Gift Aid and Giving  

Support Officer 

T: 0161 828 1424  

E: stephenferris@ 

manchester.anglican.org 

Paul Bailey 

Diocesan Giving Advisor 

T: 0161 828 1464 

E: paulbailey@ 

manchester.anglican.org 

Jessica Carden 

Administrative Assistant 

T: 0161 828 1445 

E: jessicacarden@ 

manchester.anglican.org 

 

Please don’t forget to follow us on social media or join our Facebook group: 

@manchesterdiocesegiftaidlite 

@giftaidlite 

@mancdiocese_giftaidlite 

www.facebook.com/groups/

dioceseofmanchestergiving/  

www.youtube.com/channel/

UCVb_xE3rvBZ_jIYZX6IWxHA  


