KNet Video-Conference 


Training Module
Video-conference technology permits users who may be located far apart to share ideas, and images in “real-time”.  Video-conference technologies may be used for training, staff development, professional development, peer support, and meetings.    

The purpose of this training manual is to ensure an optimal learning and teaching environment for both video-conference participant and presenter.

Upon completion of this module the participate will be able to:

Identify video-conference etiquette                                                     
Demonstrates use of KNet Video-conferencing system                                 
Demonstrates use of remote control                                                             
Demonstrates use of camera presets                                                            
Demonstrates use of Document Camera (Elmo)                                             
Demonstrates use of VCR                                                                              
Demonstrates use of PowerPoint Presentations and Web-surfing                                                              
Demonstrates camera technique which promotes visual presence                                                                        
Aware of Tips for Effective Video-Conference Presentations                     
Diagram of Remote Control Features                                                          
Video-conference Etiquette

· Introduce yourself and anyone accompanying you.

· Use the “mute” control when you are not speaking to the presenter.

· Take your site off mute and identify yourself and your location when you want to make a comment or ask a question.

· Don’t move the microphone as this interferes with system sound settings.

· Keep the microphone unobstructed by papers, etc.

· Avoid unnecessary tapping, rustling of papers or side conversations when your site is speaking as this will add audio noise at the receiving sites.

· Speak at a normal volume.  There is no need to shout!

· Look into the camera and monitor when you are speaking.

· Assume that you can always be seen and heard.  Avoid negative facial expressions (for example, frowning or rolling the eyes) and side conversations.  Remain professional.

· Remember only one person can speak at a time! Pause and wait if you want to be able to hear comments from other sites due to the audio delay.

· Remember that privacy and confidentiality applies to education sessions.  Always remember to protect personal information.

· During video-conference sessions always stay in the room or near the closed door in order to offer assistance.

· Enjoy yourself!
Orientation to Community Video-conference Network Systems
The KNet Video-conference network is a non-encrypted publicly accessible network.  The Video Conferencing equipment on the public network is ideal for education, administration, justice and general meetings.  The equipment is connected to the community owned network for the benefit of the community.
There is a KNet video-conference system located in many First Nation communities.  Generally these systems are located in the “Public Health Room” in the Nursing Station, Schools, Wahsa Distance Education Centers the Community E-Centre or the Band-office. 

To Operate the System:

· Turn the “power” on the TV unit

· Turn the “power” on the Polycom (camera unit located on top of the TV).

· Wait for the system to load.

· Once the Gate Keeper (GK) turns green your system is ready to connect.
· You are now seeing the Main Menu which consists of:

· Address Book

· Video Call

· System Info

· Telephone

· To make a point-to-point video call 

· select the video call feature by pressing on your remote the red dot “enter” (located in the middle of the red arrows)

· enter the 6 digit IP extension #

· if an immediate rejection occurs and “system could not be completed” message is displayed the distant sites video-conference unit may not be powered-up.

· ensure your dialing IP (internet protocol) and the preferred speed for quality of service is 384.

· The address book is a record of previously connected video-conference sites.  

· Using the arrows on the remote, highlight your chosen site – the most recent six sites are on screen 

· Other sites may be reached by highlighting the alphabetized tabs at the side of the screen and then highlighting the chosen destination.

· Multi-point video-conference sessions require bridging assistance.  These sessions require completion of the Video-conference Request Form attached.  

Please note the Help Desk for Community video-conferencing units is the KNet Technical Team – Systems Support Technician.  
· From IP phones please call for systems support (Lyle) @ extension 1387. 

· From non-IP phones, please call 1-800-387-3740 and ask for the KNet Systems Support Technician or extension 1387.
· All after business-hours multi-point video-conferences require special arrangements for technical assistance.  Please contact Lyle to make arrangements. 
 

Using the Remote Control

The remote control works very much like a television remote control.  The remote control is used to move the camera right and left (pan), up and down (tilt), zoom in and out, adjust the volume and make video calls.
There are two sensors located on the back of the remote control.  When you place the remote control down on the table, the image that you see on  your monitor changes.  The system visual clues and the picture-in-picture disappear.  To keep the image the same, lay the remote control on its side when not in use.

The words “Far End”, refer to the site(s) that you are connecting to over the Health Care System.  This is commonly called the “Distant Site”.

The words “Near End”, refer to the site at which you’re located.  This is also commonly called the “Local Site”.

Using either a remote or the diagram located at the end of this orientation manual, please note the location of the following:

· “Mute” button – a red/orange colour and located centrally on the remote

· “Volume” controls – grey and located beside the “mute”

· “Zoom” controls – also grey and located near the “mute”

· “Call & Hang-up” button – green and located at the very top of the remote 

    – press once to enter a call number, press twice to hang-up.
· “Near” button – grey and located under the “Call & Hang-up” button         – use this feature to exit other windows and return to your room image.
Camera Presets

Objective:  To recreate the in-person experience over Video Conferencing Technology by quickly focusing the participants attention on a specific visual.

Camera presets are the fastest method for switching between the main camera and the peripherals (eg. document camera).  Presets may also be used to quickly change the camera setting from one speaker to another.

Preseting the Room
· Focus your main camera on all participants in the room.

· On your remote press the “near” button then press the red dot “enter” button (located in the center of the red arrows).  Quickly press the number 1 (the number one ball will now turn yellow).

· You may now simply press the number 1 each time you wish to show the participants in the room.


Preseting the Speaker
· Now focus your main camera on the speaker.

· On your remote press the “near” button then press the red dot “enter” button (located in the center of the red arrows).  Quickly press the number 2 (the number 2 ball will now turn yellow).

· You may now simply press the number 2 each time you wish to show the speaker.


Preseting Peripherals (Document Camera & Laptop)

· On your remote press the “near” button.  Using the right arrow key, scroll to the second visual cue (document camera) and press the “enter” button on the remote control.  (The image from the document camera will now appear on the monitor at the far end site.)

· Press the “near button” again and then quickly press the number 3 (the number 3 ball will now turn yellow).

· You may now simply press the number 3 each time you wish to show the document camera (providing the document camera is connected and powered-up).

· You may also use these same steps to focus on a  different peripheral such as a PowerPoint for example. 

· If not using camera presets, you must scroll back to the main camera to return to the main visual.  You may do this by pressing “near” then using the red arrow keys scroll over to the first icon – the main camera and press “enter”.

Peripherals Training:

The Document Camera (Elmo)

· Turn on Document Camera

· Press the “near” button on the remote control.  Using the right arrow key, scroll to the second visual clue (document camera) and press the SELECT button on the remote control.  (The image from the document camera will now appear on the monitor at the far end site.)

· Establish number 3 on remote as peripheral “preset”.  Press ENTER on the remote control and then Press “3”.  (Each time you press 3, the peripheral which is turned on will appear on the monitor)

· Focus on written document

· Review “shut-down” procedure (Press the “near” button on the remote control.  Using the left arrow key, scroll to the first visual clue (Main) and press the SELECT button on the remote control.  Monitor will now show view from the Main Camera).

· In the event that you must show a PowerPoint from a laptop during an education session, the document camera may be used in the following manner: 

· place the flattened laptop directly on the document camera

· use no additional lighting (upper lights create a glare on the laptop screen)

· bring the laptop screen into focus so that only the image shows and not the laptop.

· Proceed with showing the PowerPoint images.

· Please Note:  this same procedure may be used to show “live web-surfing” resulting in a larger image for the distant sites as compared to the conventional display.

Peripherals Training:

The Laptop for PowerPoints & Web-surfing

· Connect Aver Key to Polycom

· Connect Laptop to Aver Key

· Power-up Laptop

· Whether showing a PowerPoint or a web-site, have the visual displayed on the laptop

· On remote press “near”, then scroll with arrow keys to second icon and press “enter” (red button in center of scroll keys)

· Use presets to facilitate easy switching between PowerPoint/web-site and presenter.

· On your remote press the “near” button then press the red dot “enter” button (located in the center of the red arrows).  Quickly press the number 3 (the number 3 ball will now turn yellow).

· You may now simply press the number 3 each time you wish to show the PowerPoint/web-site, and press the number 2 each time you wish to have the speaker visualized (providing you have programmed number 2 to be the speaker – see the preset section of this manual).

Visual Presence Training

Objective:  To recreate the in-person experience over Video Conferencing Technology.

Visual Framing Techniques

· Ensure the individual speaking is framed so that the distant site can see the upper body only.

· If more than one individual is speaking ; frame the individuals only, eliminate showing any extra background or room 

· Use presets on your remote control to switch between speakers with ease.

· During education sessions when the participants are not speaking, frame all participants. 

· The community sign should not be framed during sessions. 

Lighting Technique

· Ensure the over-head lights are on in the room so that the distant site can see the face of the participants/speaker

· Avoid having windows beside or behind the participants/speaker as the light from windows interferes with the brightness settings on your video-conference camera.  If there are windows in your room, pull the blinds.  It will take the video-conference camera a few moments to readjust the brightness settings.  By pressing the “NEAR” button on your remote the camera will also be prompted to readjust the lighting settings.

· If inadequate lighting, turn on BACKLIGHT COMPENSATION on User Setup.

Audio Settings

· If your voice echoes, decrease the volume setting on your remote, or move the microphone away from your audio source.
· Use the “mute” control when you are not speaking to the presenter.

· Take your site off mute and identify yourself and your location when you want to make a comment or ask a question.

· Don’t move the microphone as this interferes with system sound settings.

· Keep the microphone unobstructed by papers, etc.

· Avoid unnecessary tapping, rustling of papers or side conversations when your site is speaking as this will add audio noise at the receiving sites.

· Speak at a normal volume.  There is no need to shout!

How to Prepare and Deliver

Effective Videoconference Presentations
Enhance Learning & Interest by:

· Using visual aids such as power point, pictures, handouts, videos.

· Handouts are valuable when the participants receive them in advance of the presentation and can review them and record notes on them during the presentation.  Preparing your handouts in an electronic form so that they may be emailed to registered sites works best.

· Using your power point presentation as a handout is also recommended so that participants may follow along regardless of quality of visual projection on the date of your presentation. 

· Your power point should outline your discussion they should not be created to be read from, as your audience will loose interest

· Use a large font when preparing power points, approximately a size 30 font, and use a bold font that is clear and simple –i.e.  Arial, Tahoma, Verdanna, also a maximum of 5 bullets of information per slide is recommended.

· Use high contrast between the print and background i.e. Dark print with a plain light background or light print with plain dark blue background
· Make the presentation interactive i.e. stopping for audience discussion at relevant parts of  the presentation

· When asking questions address the participants by site, for example, “Any questions from Kingfisher ? Be sure that you have a list of the participating sites prior to your presentation.

· Have the camera moved from your slide presentation to your self periodically during the presentation – this will make the presentation seem more life like.

· Leave at least 10 – 15 minutes at the end of the presentation for questions/discussion

The Presentation Date

· Arrive early to review presentation with visual aids and organize equipment you will be using

· Roll-call should be performed by a designated moderator, who will introduce all sites in a multi-point session.
Further Presentation Tips

· Avoid wearing white as it will make you look washed out

· Avoid paper shuffling, tapping and side conversations

· Use the mute when not speaking

· Speak normally- there is no need to move the microphone, or shout into it
· Maintain professional conduct- remember you may always be seen and likely heard

· Look into camera and monitor when speaking – this maintains eye contact with the audience

· All sessions are voice-activated, therefore, you will see on the monitor the last site to speak until another site speaks.

· Pause and wait – this will allow you to hear any comments from other sites
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