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Adobe Connect 4

Host a Virtual Meeting
Share Computer Files
View a Slide Show
Conduct Training
‘:'I‘iurk Remotely



Presenter
Presentation Notes
Welcome
ONLINE CLASS: If signed in without full name, please identify yourself in the chat pod for full credit.
Introduce instructor
Contact information
Video URL (http://video.nih.gov)
Before we get started
Notify being recorded, will be available after the class
Ask questions at any time
Online – use chat pod
In-person – raise hand or just speak out
Slides available for download at end of class or by emailing the web collaboration team at any time
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Connect Course Outline

 What can you do with Connect?
* Viewing a meeting
e Creating a meeting

* Presenting a meeting



Presenter
Presentation Notes
Course outline of what we’re going to cover today
First, some terminology
Pod - single sub window
Layout – collection or grouping of pods
Meeting room – single URL, space in which we are working, consists of one or many layouts
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Connect Course Outline

 \What can you do with Connect?

— Share documents and your desktop with others
— Use teleconferencing or Voice Over IP (VolP)
— Include video

— Other Features



Presenter
Presentation Notes
Brief feature overview / introduction to what Connect does
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Connect Use Cases

 How are others using Connect?

— Interactive live or recorded webinars
— Grant review meetings

— Telework meetings

— Video interviews

— Tech support and demos

— Much, much more



Presenter
Presentation Notes
How Connect is used
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Connect New Features

e New In Connect 7

— Edit and download recordings

— Breakout rooms

— Additional integrated teleconference providers
— New “no guests allowed” option

— Audio use is independent of video use



Presenter
Presentation Notes
For those who are familiar with Connect 6 or Breeze
We will cover some of these features at the end of the class, time permitting. Tutorials specific to Connect 7 available on our website (video.nih.gov). 
Connect 7.2 released at the end of March 2009
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Connect Document Sharing

e Show PowerPoint T —
presentations. oy T —

S Connect Course Outline

 Presenters can use a A Now i corroct7
D O i n te r . — — Edit and download recordings

r— — Breakout rooms
— Additional integrated teleconference providers

) D res e n te r‘S Can u S e — New “no guests allowed” option

— — Audio use is independent of video use

white boarding tools. |-

\ |
|
@l



Presenter
Presentation Notes
Presenter tools available to presenters and hosts only
Show green arrow pointer – similar to laser pointer
Show white-boarding tools (stamps, circles, highlights)
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Connect Document Sharing

e You can also make the presentation full screen

e You can share

I j NIH WEB COLLABORATION
present, share, anwhere e

— PowerPoint Connect Course Outline
— Flash « New in Connect 7
— Edit and download recordings
_ J P EG pIC'[U res — Breakout rooms
— Additional integrated teleconference providers
. — New “no guests allowed” option
- and M P3 fl Ies — Audio use is independent of video use



Presenter
Presentation Notes
Full-screen presentations
For the most part, everything in Connect – what one person sees, everyone sees
Presenter can enable attendees to see full screen on their end only
Presenter can force everyone to go full screen
Presenter can go full screen without taking attendees full screen
Share documents of types: PPT, FLV, SWF, JPG, MP3
Other types can be shared using screen sharing (next slide)
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connect Desktop Sharing

e A presenter can
share the content on
his/her desktop.

* Other presenters can
also interact with a
presenter’s desktop.

El;dllﬂwl 7 Sampls Meating | Connect Pre Mesting



Presenter
Presentation Notes
Share anything you can see on your desktop
Other presenters can request and you can grant them control of your computer – editing documents, troubleshooting
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connect Desktop Sharing

e Users can set their view to either scaling mode or
scrolling mode

o Scaling mode will squish the presenter S screen
Into the pod area -

eadln
w» Funding Plans by Insiitute

~ 130

L A arn Recoe
» Award Information & Data |4 and Reinvestment
Search Funding Opportinities g‘ 1

« Scrolling mode will crop the
screen, and only show the

area around the presenter’s _

mouse



Presenter
Presentation Notes
When a presenter is sharing his/her screen, each attendee can control whether viewing in scaling or scrolling mode
Scaling – default – squishes screen into the pod area
Scrolling – 1-to-1 ratio – will follow presenter’s mouse
Will demonstrate when creating a meeting room
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connect Audio Contferences

« Connect can use VolIP for
two-way communication

Connec

e Connect also integrates
with Premiere and
MeetingOne
teleconferencing

* New



Presenter
Presentation Notes
Audio
Voice-over IP or integrated teleconference 
Will cover pros and cons of each when we walk through creating a meeting room
Hardware device (JK Audio THAT-2) lets you broadcast teleconference over VoIP – outside scope of class, contact us for more information
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connect Video Conferences

standard USB,
flrewire or internal
webcam to broadcast
your image.



Presenter
Presentation Notes
Video – any standard USB or firewire web camera
When present (e.g. laptops), we recommend using internal camera for simplicity
Will cover video settings in the 2nd half of the class
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connect Chat

* You can send a public ~CETEEETTEEESER

My Mame: Hello Everyone!

chat for all to see orine oty

My Lab Partner (privately): Can
we talk after the meeting about

 You can also send a our upcorning project?
private chat to a |

0 Ao Ok, let's rmeet for lunch
specific person (i m o

L LY,

——
ot ==1

Presenters

J
J

My Lab Partner



Presenter
Presentation Notes
Chat pod
Public chat
Everyone can see
Is recorded
Black
Private chat
Only visible to you and recipient
Not recorded
Red
Chat to presenters only
You + all presenters and hosts can see
Not recorded
Green
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Connect P()Hll’lg

hatdoyouwantforlonch?

» Connect supports on-the- e =
fly polling questions .
» Question types are |
multiple choice and !

multiple answer

What do you want for lunch?

* The Host decides whether - :
Participants are allowed to - e
see Polling results - '



Presenter
Presentation Notes
Poll pod
On-the-fly polling (but we recommend preparing them in advance)
Multiple choice or multiple answer
Other question types available using software packages Adobe Presenter or Captivate – contact us for more info
Show/hide poll results to participants (may skew results)
Close poll to stop voting and have results reported to Connect for later viewing (next slide)
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Connect P()Hll’lg

* Once you close the
poll, you can view poll
results

| User Meetings = | | username@mail.nih.gov Descriptive Meeting Room Name

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

summary | By Attendees | By Sessions | By Questions

Download Report Data

Report Filters: No filters have been set.

User Responses

1
50°% N d 25%

B RS

o

1. What do you want for lunch?
Answer Key:

0. Chinese
1. [Italian
2. Mexican

1]

1 22.0%
1 2 50.0%
2 1 25.0%



Presenter
Presentation Notes
Will show real-time results before creating a meeting room
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connect Fi1le Sharing

« Connect provides afile - |
sharing pod for
distributing content

e Files up to 100 MB
may be uploaded and

downloaded from this
pod



Presenter
Presentation Notes
File share pod
Similar to mini-FTP server
Any file type may be uploaded for participant download
100 MB per-file size limit
Great for post-presentation take-aways or pre-meeting materials


lj NIH WEB COLLABORATIUN
EEEEEEEEEEEEEEEEEE "‘FRSTG{)‘_

Connect Course Outline

e \WWhat can you do with Connect?
* Viewing a meeting
e Creating a meeting

* Presenting a meeting



Presenter
Presentation Notes
That was an overview of Connect’s features
Will go into more detail on some features in the last section (“Presenting a meeting”)
Next up – viewing a meeting


T

l NIH WEB COLLABORATION

FIRSTLOW

Connect Course Outline

* Viewing a meeting

— Requirements

— Logging into a Connect meeting
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Connect VlGWll’lg a Meeting

 The only requirement is Adobe Flash Player,
which is almost always present on the user’s
system (>98%). It is available free online.

e Once you obtain a link to a meeting, simply
enter that link into a browser and the meeting
login screen should launch.

e You do not need a Connect account to attend a
meeting.



Presenter
Presentation Notes
Viewing requirements
Flash player
Free
98% penetration
Part of NIH core configuration (new computers have it installed)
If you are part of 2%, requires administrative rights to install
Meeting URL – provided by meeting host
No account needed (unless required by meeting host)
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Connect Viewing a Meeting

 |f you have an NIH
Connect account,
click that option and
enter your username
and password.

Otherwise, click Enter
as a Guest and type
your name.

Z§ Adobe Connect Enterprise Login - Microsoft Internet Explorer 8| -0l x|

| Ble Edt Vew Favorites Dools Help ‘ o

J Qeack - &3 - [ & G | FFFFFFFFF & ‘ |JAgdrEss I&ﬁ https: fjwebmesting.nih. gov/mymestingroomurl ﬂ a Go

| Google[IG- e @ B - | €8 sockmarks~ 875 blocked () settings~ H uuuuuuuuuuuuuuu @ -
=
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Descriptive Meeting Room Name

" Enter as a Guest

& Enter with your login and passwaord

Lagin:
myname@mail.nih.gov

Copyright © 2001 - 2007 Adobe Macromedia Software LLC and its licensors., 2ll rights reser

3
ved. s

Host a Virtual Meeting
Share Computer Files
View a Slide Show



Presenter
Presentation Notes
That’s it! 
NIH Users: username is your NIH username and password
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Connect Course Outline

e \WWhat can you do with Connect?
* Viewing a meeting
e Creating a meeting

* Presenting a meeting
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Connect Course Outline

« Creating a meeting

Decide what type of audio to use
Login to Connect
Enter Meeting Information

Select Participants & Permissions (optional)

a bk~ w0 D P

Invite Participants (optional)



Presenter
Presentation Notes
Will walk through using screen sharing
First, cover voice-over IP and teleconference pros and cons
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connect Choose Audio

 Before you create a meeting, you should
decide whether you are going to conduct the
audio portion of the meeting via
teleconference or Voice over IP (VolIP)

e Connect can conduct a two-way VolP
conference, or one speaker at a time.




T
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Connect VOIP Pros

e NO extra cost

« Participants do not need a phone to hear the
audio



Presenter
Presentation Notes
VoIP Pros
Included in Connect meeting charges
If using video, Connect manages bandwidth so audio reaches when mouth moves
No phone required – ideal for laboratory settings
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connect VOIP Cons

* VoIP Is not as reliable as telephone

e Participants’ bandwidth may impact audio
qguality

e Latency may impact when audio reaches you

« Participants need a microphone to broadcast
audio



Presenter
Presentation Notes
VoIP cons
Telephone’s been around since Alexander Graham Bell, VoIP not nearly as long – not as tried and true
Latency (satellite connections)
Computer microphone needed to broadcast audio – introduces additional point of failure


lj NIH WEB COLLABORATION

2re, amalere ;ﬁlt‘i'lf OV
i x

Connect VOIP TlpS

e Best for one-to-many presentations, informal
collaboration

 Ensure all users have the Connect Meeting Add-in
Installed for better VolP quality (installation
Instructions later)

 Headphones/headsets strongly recommended for
echo cancellation reasons



Presenter
Presentation Notes
VoIP Recommended for one-to-many presentations/webinars and informal meetings (we use when teleworking)
Install the Connect meeting add-in (no admin rights required, available for Mac and PC)
Use headsets
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Connect leleconterence Pros

* Reliable, bandwidth independent
« Easier to setup

* People without access to a computer can still
attend



Presenter
Presentation Notes
Teleconference Pros
Everyone knows how to use it
Internet connection doesn’t matter
Offline can still hear audio – on the road, at an airport, etc.
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connect T eleconterence Cons

 Requires additional fee
(Premiere Is 6 cents per minute per caller.
Contact MeetingOne for fee information.)

e Participants need a phone to hear the meeting



Presenter
Presentation Notes
Teleconference cons
Additional cost per attendee
Phone required
If using video, audio will reach attendees before seeing mouth move – disconcerting for some
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connect Teleconference Tips

e Teleconferencing is better for formal meetings

when the added reliability of phone connections
IS Important

e Better when numerous people will be talking



Presenter
Presentation Notes
Teleconference tips
Recommended when reliability is important, formal meetings, many talking
Start teleconference from within Connect first
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Connect Login to Connect

* In order to create a meeting, you must log in to the
Connect server using your Connect account information.

 If you do not have an
account, contact the
NIH IT Service Desk. '

o All NIH users
automatically have
partICIpant aCCOuntS. ...............

= Yien Fa Tods b
J -J Back - CJ - |x] |2] . | Favorites 4 | “ Address IQ https: fiwebmeeting. nih, govsystemlogin?domain=webmeeting.r
J Go 13|C‘ | G LIGD JI; gﬁ; E - | ﬂ; Bookmarks S] 874 blocked 22

NIH WEB COLLABORATION
presanrt, s, k- "

hare, anmywhere

Adobe® Connect™ Enterprise Sarver

Forgot your password?



Presenter
Presentation Notes
[Start screen share]
First, show poll results from before – pie chart for answer distribution, list of who answered what, and download results for later
To create a new meeting, need a Connect account with meeting creation rights
For a new account, contact NIH help desk – http://webcollaboration.nih.gov/getNewAccount.asp
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connect Create New Meeting

 When you login you
will be taken to your
Home page.

e Click Create New:
Meeting

a My Home Page - Microsoft Internet Explorer,

File Edit ‘iew Favorites Tools  Help

OBack - ﬂ ﬂ A / ! Search Favorites 40«

Address £_¢L| https: [ fwebmeeting. nib, govfadmin/home/homepage?account-id=78prin
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Home | Content | Training @ Meetings  Seminar Rooms | Event

Créate Mew: MEETING COMTENT
| ‘ﬁ |1 ]

|=| My Calendar __| My Training @Training C
My Meetings Yiew v | ) S connect 7 Saf
- | |
overview
MName 5... R...

ﬁ conne... ~ Open | 0... H..



Presenter
Presentation Notes
Click create new meeting (will only show up if you have the right privileges)
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connect Enter Meeting Info

 Meeting Name is the onIy required field

* YOU can SPECIfY ey vecting miormation
a URL, as long
as it is not
already In use.  cownw P——

(Le this field bla k f' systerm-g ted URL, or include a unique URL path. For example:
. htt .n".n" ebmeeting.n ,r’ adu ctd ermo ,r')
e Start Time and
I Summar t'H
t_ (max length=1000 characters)
optional. The
eeti n rOO Start Time: 3 v | april ¥ 2009 » 05:30 FM o+
I I I g Duration: 01:00 % | hours:minutes

does not expire.



Presenter
Presentation Notes
URL – can re-use meeting rooms as often as wanted, so better to be less date/time specific (e.g. proteomics instead of proteomics_drjohndoe_0708)
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connect Enter Meeting Info

o Select a meeting template (optional).

® C re ate a C u Sto m Select Template: Shared Templates\Default Meeting Template |+
template from any ... - :
eXIStI n g m eetl n g Access: " Only registered users may enter the room {guest access is blocked)

rOOI I l . * Only registered users and accepted guests may enter the room

" anyone who has the URL far the meeting can enter the room

« Set the access levels:
Allow all guests, confirm guests before they can
enter, or no guests allowed.
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connect Enter Meeting Info

* For VolIP or no audio
SeIeCt . DO n Ot I nC| Ud e " Do notinclude any audio conference with this meeting.
any au d IO CO nfe re n Ce” * Include tPiS audi_D corlferenc:e wi_th this meiting: Premiere Mo s places

[Pleaze note that audic conference zettings cannot be changed while 2 meeting

" Include other audio conference with this meeting,

 To use an integrated
teleconference, click Conference Number(s):
“Include this audio
Conference...” & select
your provider from the
pull-down menu.

* Or enter your account information for a non-integrated
teleconference account.

W Update information for any items linked ta this item.



Presenter
Presentation Notes
If you have an integrated teleconference provider, we recommend associating it – can still use VoIP, not extra charge, just convenience
Non-integrated teleconference account is INFORMATIONAL only – no control, recording, etc.
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Connect Select Participants
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present, shar
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e You may select which
registered users will  ...........
attend your meeting,

Select Participants

Awvailable Users and Groups Current Participants For Descriptive Meeting Room Name

- &5 Administrators Administratars @ & My Mame Host Username @mail.nik.ooy
a n S et t e I r &5 Authors Authars
O - £ Trainin g Managers Trainin g Managers
I ' l I I £ Event Managers Event Managers
pe r ISSIOn eve S [ ] & Learners Learners
5 Meeting Haosts Meeting Hosts
£ Seminar Hosts Seminar Hosts
- 5 AARRFOS AARRFOB
e As we Will see people e
’ & Bradley Bradley
- h & Brannock Team Meeting  EBrannock Team Meeting
WI t O u t a n aC C O u n t O n & Breeze Training &ccounts Breeze Training Accounts
L
@, Search ), Search

the Connect server
can also attend.
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Connect Permission Levels

e Participant:
can view a meeting and can chat

 Presenter:
has full control over all pods, but cannot
change the meeting room layout

e HoOst:
has full control over meeting room
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Connect Send Invitations

 YOu can

automatically

send invitations to
the registered
users you selected
to attend the
meeting in the
previous step.

NIH WEB COLLABORATION

present, share, amwhers N g\g -"(" My Profile | Help | Logout: My Mame

Send Invitations
Send Invitations

This feature allows you to send invitations to your meeting invitees. These invitations include the URL, start time,
end time and description of the meeting.
Send E-Mail Invitations: © Send Invitations
& Do not send invitations
To: |AII Hosts, Presenters and Dar‘ticipants;l

Subject: Descriptive Meeting Room Mame

Attach Microsoft®
Outlook™ calendar

event (iCal) to e-mail i ves
message:
Message Body: Pleace join me in an Adobe Acrobat Connect meeting. -

Meeting Mame: Descriptive Meeting Room Mame
Summary: The summary is optional,

Inwited By My Name

Username @mail.nih.goy

When: {meeting-time

Time Zone: {time-zone}

Cancel < Pravious Mest = Finish
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connect Manual Invitations

* Once you click finish,
you will be taken to a

NIH WEB COLLABORATION

present, share, amywhere @ 4? Tf‘!\ Qov_

Home | Content | Training Meetings | Seminar Rooms | Event Management | Administration

My Profile | Help | Logout: by MName

confirmation screen.

Simply give the URL
listed here, to
everyone you wish to
Invite. People without
Connect accounts
may attend as guests.

Shared Meetings  User Meetings | My Meetings = Meeting Dashhoard

[ user Meetings > = username®@mail.nih.gov = @ Descriptive Meeting Room Name

Meeting Information | Edit Informstion | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

Meeting Information

MName: Descriptive Meeting Room Name

Summary: The summary is optional.

Start Time: 03/20/2008 10:00 AM

Duration: 01:00:00

URL: https: / {webmeeting.nih.qgov/mymeetingroomurl

Mumber of users in room: 0

Language: English

Access: Only registered users and accepted guests may enter the room

Telephony Information: Conference Number(s):

Participant Code:

Enter Meeting Raom
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Connect Course Outline

 \What can you do with Connect?
* Viewing a meeting
e Creating a meeting

 Presenting a meeting



Presenter
Presentation Notes
BREAK
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Connect Course Outline

 Presenting a meeting

— Preparation

— Meeting Room Layout

— General Meeting Room Commands
— Pod-Specific Commands

— Recording and Playing a Meeting

— Helpful Hints
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Connect Preparation

 When you log in to a meeting room as a
Presenter for the first time, you will be asked to
iInstall the Connect Meeting Add-iIn.

e The add-in Is available for Windows and Mac
OS X.

e The Install should take no more than a minute.



Presenter
Presentation Notes
Administrative rights are NOT required
Need to install for each user on a computer separately
Can pre-load it from the web meeting connection test link (provided on last slide)
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Connect Meeting Cost

 The cost of a Connect meeting is billed to the
CIT Account Code associated with the meeting
room creator’s Connect account.

e Currently Connect is $0.15 per person per
minute ($1.50 per minute for 10 attendees)

 There is no charge if only one person is in the
meeting room.



Presenter
Presentation Notes
Includes all functions of Connect except integrated teleconference charges, dedicated support
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Connect Room Layouts

e A layout is a grouping of pods (sub-windows).

« By default there are
three pre-defined
layouts:

— Sharing

— Discussion

— Collaboration



Presenter
Presentation Notes
[Screen share with newly created meeting room open]
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Connect Custom Layouts

e YOU can customize a

layout by adding or
removing pods.
e You can resize the pods

by holding your mouse 2}
over the edge or corner

of a pod to get double-headed arrows which
allow you to click and drag the margins.
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Connect Custom Layouts

e Or create your own layout: Layouts > New Layout.
You can select a template or Blank Layout.

e Click Pods, then on the type of Pod, then on the
existing pod you wish to import into your new
layout.

* Click Pods, then on the type of Pod, then New
Pod to add a new pod to your layout.
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Connect Meeting Commands

 |Invite Participants — Opens invitation in default mail
client

 Record Meeting — Allows meeting to be recorded.

 End Meeting — Closes the meeting room so no one
can access it, and no further charges are assessed.
The Host can reopen this Meeting Room again at
any time.



Presenter
Presentation Notes
Meeting menu reorganized in Connect 7
Manage Access & Entry
Invite participants
Block incoming attendees
Block guest access
Record meeting
End meeting
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Connect Meeting Commands

* Optimize Room Bandwidth — Allows you to set
the room to enable a better experience for
slower connections

My Connection Speed — Sets your connection
speed to the meeting

e Audio Setup Wizard — Automated microphone
and speaker setup



Presenter
Presentation Notes
Room Performance & Appearance
Optimize room bandwidth – recommend setting to DSL/Cable unless most/all will be coming from NIHnet
Optimize screen sharing – default is recommended unless need higher (bandwidth cost)
Room screen resolution – default is recommended unless need higher (e.g. medical imaging)
Room background – load from shared content/backgrounds – colors pre-defined, you can create your own
Manage my settings
My connection speed
Audio setup wizard (VoIP only)
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connect Pod Commands

 Each pod has a menu (located in the lower-
right corner) with commands for that pod.

 The following is a list of the more commonly
used pods and their commands:
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Connect Sharing Pod

e Share > My Computer Screen:
used to select whether you want to share your
entire desktop or just one window

e Share > Documents > Select from My Computer:
used to select a presentation from your computer.



Presenter
Presentation Notes
Already covered, just show what it looks like from a host/presenter view
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Connect Sharing Pod

e Share > Documents > Select from Content Library:
Used to select a presentation already in the content
library.

 Meeting Presentation Playbar:
Will show the playbar for the meeting. Useful if
screen is too small to show index



Presenter
Presentation Notes
Previously loaded content from library
Play bar – rarely used


T
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FIRSTLOW

Connect SCreen Sharing

* Preview My Screen when Sharing:
Allows you to see what you are sharing within the
Connect meeting. Only useful with two monitors.



Presenter
Presentation Notes
If online class, “what I’m doing right now”
Show blue boxes when sharing only one window
Alternative is to log in as a participant from another computer, but then paying additional cost/minute
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Connect Document Sharing

* Index: Shows you an index of the presentation

e Pointer: Shows a pointer which can be dragged
around the screen

* Whiteboard Overlay: Allows you to draw on the
whiteboard

e Sync: When on, presenter slide changes appear
on participants machines.



Presenter
Presentation Notes
Index – navigate to a specific point
Pointer, whiteboard – already covered, just show what it looks like
Sync – great to unsync when e.g. in discussion after presentation – participants can flip their view of slides
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Connect Camera & VOiCG

« Slow Images: Camera images taken a few times
per second, conserving bandwidth.

 Fast Images. Camera images taken often enough
to allow smooth motion

 High Quality Images: Images are taken at a
nigher quality but at lower speed

« High Bandwidth: High Quality + Fast



Presenter
Presentation Notes
Camera quality
Bandwidth: Slow Images < Fast images = High quality images < High Bandwidth
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Connect Camera & VOiCC

* Voice On, Multiple Speakers: Allows multiple
people to talk at the same time

e Voice On, One Speaker: Only one user can talk
at a time. Eliminates echo but can create
confusion.



Presenter
Presentation Notes
Talk button at bottom of meeting (moved in Connect 7)
Voice off if using teleconference
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Connect Participant List

e My Status > Call My Phone:
The Connect meeting will call your phone

 Telephone Icon > Start Audio Conference:
Starts teleconference

 Call New User:
Dials a new user

» Call Selected User: - |
Calls the selected user in the participant list



Presenter
Presentation Notes
Demonstrate Premiere integration
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Connect Participant List

« Hang up User:
Closes Phone connection to selected user

e VVolume Controls:
Can control user volume and mute user

e Hold:
Place selected user on hold
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Connect Participant List

 Merge:
Merges user on telecon and on Connect (i.e. user
dials in separately, then attends Connect meeting)

« Remove Selected User:
Removes user from the meeting

 Enhanced Participant Rights:
Enables the participant to control a specified pod
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connect Chat Pod

e Clear chat:
Clears all text in the chat pod

 Enable Private Chat for Participants:
Allows participants to privately chat with each
other during the meeting

e Text Size:
Set the text size for the chat
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connect F1le Sharing Pod

« Select from Content Library — selects file from
content that has already been uploaded.

o Select from My Computer — selects file from
your computer

e Remove Selected — removes selected file from
file sharing pod




T

lj NIH WEB COLLABORATION

FIRSTLOW

connect Record a Meeting

* A meeting can be recorded for later viewing. To
do this, click Meeting > Record Meeting.

* Type a name for the recording.

 If you have a microphone attached to your
speaker phone and you are not using integrated
teleconferencing, you can select Record audio
from speaker phone.
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connect Record a Meeting

 If using integrated teleconferencing or VolP, audio
will be automatically captured in your recording.

« A red dot will appear at the top of the screen to
Indicate that this meeting is being recorded.

e NOTE: Private Chats will not be recorded




T
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Connect View Recording

 To view a recording, the viewer must have the
URL of the recording

e Select Meeting > Manage meeting
e Click on Recordings then select the recording you

wish to view. A URL will be there. Send this URL
out to anyone who wishes to view the recording.



Presenter
Presentation Notes
Recording permissions take meeting room permissions by default
To change, meeting host needs to set recording permissions
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Connect Best Practices

 Ensure that all content has been uploaded prior
to the meeting.

e Share out only one window if possible.

e Pause video or close the camera pod if you have
participants using a modem connection.



Presenter
Presentation Notes
Pause video or use JPG image instead
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Connect Best Practices

To avoid unexpected charges:

* be sure to “Lock” your meeting room to prevent
people from entering without your knowledge

e use the “End the Meeting” function to empty the
room when your meeting is concluded
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Connect New Features

e New In Connect 7

— Edit and download recordings

— Breakout rooms

— Additional integrated teleconference providers
— New “no guests allowed” option

— Audio use is independent of video use



Presenter
Presentation Notes
Edit and download – meeting host only, no charge
Edit – crop out undesirable times
Download to FLV format (can transcode using software into other formats)
Tutorials available at video.nih.gov
Breakout rooms – tutorial also available online
Can assign attendees to a breakout room (up to 5 breakouts)
Can load same or separate materials into each breakout
When breakouts begin, attendees promoted to presenter IN BREAKOUT ONLY
Attendees can talk to hosts at any time (e.g. questions, help)
Hosts can  broadcast messages at any time (e.g. 5 minutes left)
After breakouts, can access breakout material from main room for discussion
Can re-use breakouts
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connect Advanced Uses

e 300- or 500-person seminar rooms
 NIH- or HHS- only URL restrictions
« Captioning

e Encoded video from a conference room or
VTC call

e Surveys and on-demand publishing



Presenter
Presentation Notes
Separate charges may apply
Contact team for more information
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Connect Practice Ideas

 Create a brief recording. Crop off the first and
last 10 seconds, then view the results.

 Invite several people into a meeting and try
moving people into breakout rooms.
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connect Helptul Links

e Testing Connect Readiness

https://webmeeting.nih.gov/icommon/help/en/support/meeting test.htm

Host a Virtual Meeting
Share Computer Files
View a Slide Show

e Web Collaboration Site

http://webcollaboration.nih.gov

e Connect team emall
webmeeting@mail.nih.gov



Presenter
Presentation Notes
ONLINE CLASS (Reminder): If signed in without full name, please identify yourself in the chat pod for full credit.
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