	Videoconference / E-Learning Orientation Guide
About this Guide 

This guide is intended to orient first time users to videoconferencing using the K-Net Network of Video Conferencing equipment, while focusing on specific issues related to videoconferencing.
Overview 
A videoconference makes it possible for people at different sites to join in the same conference or class at the same time through the "magic" of two-way audio and two-way compressed video. Because of special cameras, viewing monitors, and microphones at each location, you will be able to interact with others at distant sites as easily as you can with those located at your own site. This technology allows users in remote or distant locations to meet the educational and professional needs of people in their home communities without boarding an aircraft, or taking an expensive journey.
What is Videoconferencing? 
Videoconferencing is an interactive tool that combines the use of video, computing, and communications technologies to allow people in different locations to meet face-to-face to conduct a conference in real-time. Videoconferencing allows students, educators, health care professionals, elders, or band office personnel to communicate with one another while staying in their home communities.
Videoconferencing uses traditional television technology and transmits the signal live to single or multiple sites. Participants call in on special telephone lines called ISDN or over the Internet to conduct meetings, interviews or instruct classes - all sites can see, hear and participate in the discussions. The quality of the video, while good, is not the same quality that is seen on a television screen at home. This is because videoconferencing utilizes "compressed video" technology. This technology requires less bandwidth to transmit the information and is, therefore, less costly than the type of video transmission utilized in broadcast television. You may find that there is a slight "strobe" effect when someone makes a quick movement in front of the camera. Otherwise videoconferencing communications gives the perception of natural motion and telephone quality sound as directly as if you were all in the same room. 
Why Choose Videoconferencing? 
Sometimes it's not enough to just hear words spoken over a telephone -- you need a context, a connection to someone and something. You need to know and see that "yes" means, "yes, I agree" not "yes, I think I understand you." Videoconferencing can help you differentiate between them. Whether you are separated by a single wall, building(s), across the province, or even across several continents, videoconferencing is a practical tool for providing the means for groups and individuals to share information spontaneously, compressing both travel-time and distance. 
Using interactive videoconference equipment reduces the amount of time and money spent in transit to and from meetings. Videoconferencing also reduces the concern for traveling during inclement weather. With videoconferencing, geographically remote people are able to fully participate in a meeting. Another plus of videoconferencing is that you may include more participants in an interactive videoconference than space may allot for conventional types of meetings, allowing a wider range of representation.
The use of peripheral equipment, such as Document Cameras, or scan converters may also be utilized during a videoconference. This equipment enables participants to collaborate simultaneously on on-line computer data documentation and visual aids - thus enhancing the productiveness aspect of the meeting.
Some primary reasons for using videoconferencing and their benefits include:
· Time savings: Most videoconferences are two or fewer hours in duration. This means time spent getting to and from a meeting is often greater than the length of the meeting itself. Not only do participants save this travel time, the administrative time required to arrange travel schedules, make reservations and purchase tickets, reimburse expenses, etc. 
· Cost savings: A one-hour videoconference can cost much less when compared to expenses associated with travel to short meetings. When you further consider the indirect administrative costs associated with those items mentioned under time-savings, the savings is even greater. 
· Useful: Reaches many people at different locations simultaneously. 
· More timely and frequent communications: When necessary, videoconferencing has allowed meetings to take place with little advanced notice and has allowed for shorter, more frequent interaction. 
Training and Other Support 
Videoconference training can be provided and is recommended by K-Net.  Videoconference training will introduce the video user to the equipment and its capabilities as well as provide the knowledge needed to implement a successful and productive videoconference.
After a videoconference is scheduled, the conferencing client may be contacted by a K-Net Representative to schedule a training session or testing of equipment. Training can be scheduled for individual or group sessions. 
First Time User Support 
A technician from the K-Net will be available to help initiate an interactive videoconference for any first time user. The K-Net technician will oversee the connection process to determine that a connection has been made prior to the start of the videoconference. The K-Net technician will leave the room after a connection has been established. Attendants for operating any peripheral equipment during any conference must be provided by the customer.
Types of Videoconferences 
There are two types of videoconferences you can conduct: 
1. Point-to-Point Videoconference 
Calls take place between two locations (or sites).  In this case one point initiates the call over an IP / ISDN network to a remote point on the same type of network.  If the remote points are on different networks ( IP / ISDN ) the call will require a third party video bridge.
2. Multi-Point Videoconference 
Calls take place among several (three or more) locations (or sites) and all participate in the same videoconference (similar to a telephone conference call). A Multi-Point Videoconference requires the use of a video bridge.
Point-to-Point Conference
 

Multi-Point Conference
· Enables your location to participate in a conference one other location. 

 

· Enables your location to participate in a conference involving several locations in one videoconference with the use of a bridge. 

· Two-way interactive video. 

 

· Multi-point interactive video. 

· Two-way audio. 

 

· Multi-point audio bridging capability. 

· Simply dial-up distant site using the buttons on the keypad. 

 

· Simply dial into the Video Bridge or wait for the bridge to dial into your site *( TBD at conference setup )* 

Point to Point or Multi-Point Interactive Videoconferencing 
Point-to-Point IP Videoconference
Diagram A illustrates a dial-up point-to-point videoconference. The video user who is initiating the conference (room A) dials the IP or IP gatekeeper extension number(s) of the far end site (room B) via the keypad.
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Diagram A:  Point-to-Point Videoconference
· The terms "Near End" or "Near End Site" refer to your site. 
· The terms "Far End" or "Far End Site" refer to the site(s) you call. 
Multi-Point Videoconference
Diagram B illustrates a multi-point videoconference. A multi-point videoconference is a conference involving three or more sites. All participating sites are linked through a multi-point bridging device. You conduct a multi-point videoconference just as you would a point-to-point videoconference except you must connect to a "bridge". A bridge connects two or more telecommunications sites so that they can all communicate together. A voice-activated multi-point conference enables all the sites involved in the conference to see and hear whoever is speaking. A voice-activated mode automatically switches among all the sites involved in the conference depending upon who is speaking. As an example: If site A begins to talk, all the other sites in the conference will see and hear site A. If site B speaks, the bridge will switch and everyone will now see and hear site B. The site at which the voice level is the loudest is the site viewed by all the other participating sites. You may notice a slight delay in the video switching, since it takes the system a moment to recognize that someone has spoken at a different site. However, the audio will be heard instantaneously. 
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Diagram B: Multi-Point Videoconference

The K-Net Video Bridge 

A Video Bridge is required for Multi-Point Conferences
If a videoconference involves more than three sites, you will need to use a video bridge.  The K-net Polycom MGC-100 Video Bridge allows multiple sites or different network types to participate in a videoconference. The bridge may be operated by voice activation. That is, all the other sites see whoever speaks. K-Net operates their own videoconference bridge. The bridge is located in Toronto, and is operated by K-Net staff in Sioux Lookout, and Balmertown.  When placing a multi-point call, each site will need to provide their K-Net Gatekeeper Extension, or Video IP address.  In the case of ISDN connections theses sites will be assigned ISDN dial-in numbers to call into the bridge.  Notification of ISDN bridge video call numbers is sent to the coordinator of the site location that originates the videoconference.  This coordinator will also be responsible for obtaining correct information for the sites that will be participating via IP.

 Please review the following documentation for K-Net’s guide to managing a videoconference through their Multi-Point Control Unit (MCU) 
Scheduling a Videoconference
How do I schedule a Multi-Point videoconference using the K-Net network of facilities? 
To schedule a videoconference using K-Net Videoconference rooms or equipment, or the     K-Net Video Bridge:
Note: If a videoconference involves more than two sites (Multi-Point videoconference), you will need to schedule the K-Net Video Bridge as well as your remote videoconference rooms.
1. Fill in the online video request form here http://videorequestform.knet.ca 
Or Call Lyle Johnson  at 807-737-1135 ex 1387  Monday - Friday, 8:30am -4:300pm.
2. You will need the following information when scheduling a Videoconference :
· Meeting Name. 

· Near End - name of individual who is originating the call. 

· Contact person's name, phone number, e-mail address, and department. 

· Video equipment information ( IP number/ Gatekeeper ext, ISDN number )

· Far End - Distant site location of Conference. ( for each distant site )
· Include: Contact Name, Phone Number, Type of Equipment, Network Information, and Video Phone Numbers.

· Number of participants

· Requested date and time of videoconference. 

· Estimated length of videoconference. 

· Will you need assistance with your videoconference? 

· Will you require any special needs (power point presentations, document cameras, etc….)
Persons scheduling a multi-point conference will receive a confirmation via e-mail, with bridge ISDN numbers (if required) for all ISDN participants, and other connectivity information that may be required. This Video Bridge confirmation will be sent out to the meeting coordinator contact. It is the responsibility of the meeting coordinator to pass this information to the appropriate individuals (i.e. end users).
Compatibility and testing should be done by the K-Net Bridge Operator on videoconference rooms who have never connected with the K-Net Video Bridge to ensure that a successful videoconference connection is possible.  
3. Cancellation Policy:
It is crucial that 24 hours notice be given of a cancelled videoconference so that other conferences can be scheduled. Cancellation policies are necessary to facilitate the most effective use of video conferencing resources.
4. Scheduling Priorities for the K-Net videoconference Bridge. 
Video conferences are booked on a first come first served basis.  The only exception being telehealth clinical sessions, these sessions take priority over any other conferences.  Rescheduling may be necessary to ensure that adequate network resources are available.  It is recommended that meetings be booked several days in advance.

     

Costs Associated with Videoconferencing Bridge Usage
Pricing guide for Video Bridging Services

Service

Description 

Price

Unit

Call Setup

Includes all testing, and setting up of conference.  In the case of a recurring conference only 1 call setup will be charged

$100.00

conference

Port Useage

Includes the use of IP and ISDN ports on bridge. 

Monitor / Streaming ports are not charged

$40.00

Port Hour ( each connection uses 1 Port ) (prorated to minutes)

Network Charges

Includes Network access charges for ISDN calls (long distance)

Calls within North America

$0.45

Connected minute 

International Calls

Actual cost + 10% 

Connected minute

Streaming / Archiving

Upon request, K-Net can stream, and archive conferences.  This includes live web casting and recording of your event.  The stream can also (if requested) include a chat for live web cast viewers to interact.  Also includes storage and access for 1 year.  The archive will be recorded on CD in .WMV format

$60.00

Hour ( pro-rated to actual minutes used )

Monitoring 

Active; Conference will be continuously monitored by Operator for call quality, with Operator assisting participants with camera positioning, lighting and audio levels.  Operator will also use far-end cameral controls, and adjust conference layout during conference

$65

Hour ( pro-rated to actual minutes used )

Passive; Operator will view conference during setup.  Will monitor bridge statistics during call, and advise conference chair of any problems during conference.

$30

Hour ( pro-rated to actual minutes used )

None; Operator will ensure that all participants are connected to the conference.  It will be the chair responsibility to contact operator if issues arise

$ No Charge

Note:  The pricing guide above does not include room / equipment rentals, or technical assistance at remote sites.  It is the responsibility of the conference requestor to make these arrangements prior to the conference booking.  K-Net can assist in most cases with initial contacts to help this process.
Peripheral Equipment 
To enable you to maximize your conference time, various pieces of peripheral equipment such as video cassette recorders and document scanners can be used in your video session.
Peripheral Equipment Defined 
· Document Camera: Allows you to share overheads, charts, slides, and other "hard-copy" presentation materials with conferees at the other site. 
· Scan Converter:  Allows you to show your computer screen to far site participants over the video conference.  This is particularly useful for powerpoint presentations
· Main Camera and Microphones: Provides video and audio for the interactive face-to-face aspect of the meeting. 

· VCR: A Videocassette Recorder allows you to play tapes and/or record your meeting.  
Deciding on Peripheral Equipment 
When arranging a videoconference, it is important to ensure that the room being reserved will meet your conference needs. Before scheduling your session, you should develop a list of ways in which you will be presenting information during the conference.
For instance . . . 
· Will you be using a software presentation package on a PC? 
· Will you be using videotape? 
· Will you be doing data transmission? 
If the answer to any of the above questions is yes, your equipment needs could include a document camera, a VCR, or a scan converter
Tips and Troubleshooting Videoconferencing Tips for Participants 
Planning a Conference 
· Determine time and length of conference 

· Set objectives 

· Develop an agenda providing the focus and time allotted for the conference 

· List specific results to be achieved 

· Prioritize topics to be discussed 

· Identify who must be present for the conference 

· Confirm attendance and availability 

· Appoint a leader for each site 

· Distribute meeting materials 

· Prepare graphics and visual aids 

Meeting Etiquette 
· Arrive at least fifteen minutes early to distribute materials 

· Practice using the remote if not familiar 

· Begin on time 

· Open by introducing participants 

· Review objectives and time allotted for conference 

· Encourage participation 

· Ask questions 

· Keep conference focused, direct non-agenda items to future meetings 

· Conclude on time, allowing a few minutes for wrap-up and good-byes 

Protocol for Participants 
· Be yourself; imagine participants are sitting opposite you 

· Be on time 

· Speak naturally 

· Identify yourself 

· Avoid coughing into microphone 

· Avoid tapping pencil or fingers near microphone 

· No coffee cups, people start to focus on the cup 

· Avoid carrying on side conversations unless you use the "Mute" button 

· Pause occasionally so others may speak 

· Keep "Mute" activated unless you are talking 

Appearance Considerations 
· Avoid plaids, patterns, and prints 

· Preferred colors are blue, green, and purple. Pastel colors are preferred over white 

· The colors red and black "bleed" and should be avoided 

· Avoid large and flashy pieces of jewelry 

· No bangle bracelets 

· Contacts are preferred, or glasses that are non-reflective 
General Videoconferencing Troubleshooting 
PROBLEM
POSSIBLE CAUSE
SUGGESTED ACTION
You are unable to establish a connection even after several re-dial attempts
· video phone numbers are wrong 
· possible technical problem 
· re-check/re-verify video phone numbers 
· contact the assigned videoconferencing room coordinator 

You see interference during the videoconference
· possible problems with the connection 
· if image breakup is severe, disconnect and re-dial far end site again 
You hear audio pops and voice breakups during your videoconference
· possible problems with the connection 
· if audio problem is severe, disconnect and re-dial far end site again 
You are having a successful videoconference with the far end site and then the screen freezes and you no longer hear the far end site
· possible problems with the connection 
· disconnect and re-dial the far end site 

You are hearing your voice echo back
· far end monitor volume is set too loud 
· have far end site turn volume on monitor down - set to 50% 
You can't hear the far end site
· far end site "mute" button is activated 
· far end site participants are seated too far away from the microphone 
· your volume is set too low 

· have far end site turn their "mute" button off 
· have far end site participants move closer to the microphone 
· turn up your volume 
Far end site can't hear you
· your "mute" button is activated 
· you are seated too far away from the microphone 
· far end site volume is set too low 
· turn your "mute" button off 
· move closer to the microphone 
· far end site needs to turn up the volume on their keypad 
Far end site is blurry and out-of-focus
· not enough light at far end site 

· ask far end site to turn on more lights, or adjust backlighting compensation 




