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Chapter 1
Introduction

Overview

Centra 7™ is an open-architecture Web platform for knowledge
delivery that features real-time collaboration, content management,
and authoring.

Centra 7 includes Symposium, Conference, and eMeeting,
applications for live eLearning and business collaboration. The
following table describes the components.

Symposium Centra Symposium is a complete set of
capabilities for live, collaborative and

(5] asynchronous learning in a virtual classroom
setting.
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Conference Centra Conference is best suited for Web-based
seminars and large group presentations with
L managed interactivity.

eMeeting Centra eMeeting provides dynamic interaction
of live meetings, with easy-to-use self-service
@ | features for meeting scheduling and
management.

The Centra 7 Leader Guide is intended for use by the Leader or Co-Presenter of a
Centra Symposium, Conference, or eMeeting session. Use this Guide to become
familiar with Centra 7’s features, tools, and components.

This Guide contains:

m  Step-by-step instructions for tasks that Leaders and Co-Presenters perform
during sessions.

m  Recommended ways to use common tools.
m  Best practices that can increase a Leader’s effectiveness.

Note: All references to Centra 7 in this document are to Centra 7 Version 7.5 unless
otherwise specified.

Document Conventions

This book uses these conventions:

Convention Provides

boldface type User input typed exactly as specified. Also, referral to a dialog
box element or menu item.

italic type Placeholder value that the user must replace with an applicable
value.

monospaced type User input, system output, email address, URL or Internet
address.

dir\files Directory, path, or file specification.

menu selection Select Tools, Host. This indicates first select the Tools menu

and then the Host option.

Technical Requirements

Verify the following technical requirements before installing Centra 7. The system
hardware and software must meet the minimum requirement or recommendation
for each category before a Symposium, Conference, or eMeeting session can be
launched.

Note: For updated Server and Client requirements, please visit:

http:/ /support.centra.com/documentation
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and locate Centra 7.5 Server and Client Requirements.

Centra Technical Support

Centra’s dedicated Technical Support team welcomes your questions, comments,
and feedback, all of which can help us improve our products and services.

You can reach the Centra Technical Support staff at
http://www.centra.com/supportinfo.asp

Documentation for Centra products is located on the support site.

Training, Education and Certification

The effectiveness of Administrators, Event Managers, Agenda Builders, and Event
Leaders, whether novice or experienced, depends on their knowledge of how best to
use Centra tools, controls, and features.

Consider joining one of Centra’s Training, Education and Certification programs to
increase your knowledge of Centra products.

Centra Education and Training Services offers online Symposium sessions,
workshops, and programs designed specifically for each type of user. Work with
Centra staff and other Leaders to learn about and gain experience with Centra
products.

For more information about Centra Education and Training Services, visit our Online
Course Catalog at http:/ /www.centra.com/education/course_catalog.asp

Other Information Resources

Access online help from the following areas:
m  From the Centra Home Page, click Help.

m  For Administrator access, go to the Administrator menu and click
Administrator Help.

m  In a Symposium or Conference session, select Content and Search from the
Help menu.

m For documentation, public or private (requires login), go to
http:/ /support.centra.com/documentation/index.asp.
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Chapter 2
Getting Started

Before leading a session, Leaders can create their user accounts, edit
their account information, log in, view schedule information, and
create meetings.

Accessing the Centra Home Page

Use the following instructions to access the Centra Home Page:
1. Launch a Web browser.

2. Type the URL (or name) of the server. For example, http://
thiscompany.com.

Note: Leaders who do not know the URLs or names of the
Centra Servers used by their organizations can contact
their Centra System Administrators to obtain this
information.

3. Press the Enter key.
The Centra Welcome page appears.

4. Select a Language, if necessary.

Centra 7/Leader Guide 5



5. Enter a valid Login and Password in the Log In area.

Leaders who cannot remember their passwords can click the Forget your
password link. Their passwords will be emailed to them. (Email uses the
clients email application.)

6. Select Remember me to make it unnecessary to enter this information again.
Note: Cookies must be enabled on the browser.

7. Click Log In.
The Centra Home Page opens.

Note: Leaders can contact their Centra System Administrators to obtain user
accounts.

Centra Home Page

The Centra Home page is the starting point for working with Centra Symposium,
Conference, and eMeeting.

By default, a user’s home page is the Public Events page. The links on the Public
Events page enable a user to access information such as Help topics or the Event List,
and to perform tasks such as creating an eMeeting or viewing recordings.

The home page for a user is specified by the System Administrator when creating or
editing the user’s account through the Manage Users page of the Event Manager.

Users can change their home pages through the Edit Profile for User page. Access
this page by clicking the My Profile link.

Note: Users must have appropriate privileges to perform certain tasks. To obtain
additional privileges, contact a Centra System Administrator.

Working with Information Links

Click the following links at the top of the Centra Home page:
= Help to view Centra Online Help including Getting Started Help.
m  Tutorial for an overview of Symposium, Conference, and eMeeting.
m  System Check to verify that the user is ready to attend a Centra session.

Click Centra Software, Inc. (at the bottom of the page) to display the Centra
Corporate Web site http:/ /www.centra.com.

Working with Task Links

Task links appear on the left side of the Leader’s Home page. The following table
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summarizes these links:

Link

Function

My Schedule

Lists sessions that the user is scheduled to lead (or attend). Selected by
default.

Public Events

View public events by day, week, or month.

Public Access the View a Recording page, where the user can search for
Recordings recordings by event ID, event name, description, or leader's last name.
Attend Meeting | Access a live meeting.

Create Meeting

Schedule an eMeeting. The User is automatically the Leader and can

begin the eMeeting immediately.

Enrollment Search for and view upcoming and ongoing events and programs, with
the option to enroll.

My Profile Change personal user information, such as language preference,
password, email, display name, or home page.

Downloads Access Centra supporting software.

Tools Access Centra tools to remove Agenda content that was downloaded
and recordings that were played back, and to collect log files.

Log Out Log out of the Centra Server, and return to the Centra 7 Welcome page.

Using the My Schedule Page
The My Schedule Page lists the sessions that a user is scheduled to lead and attend.
This page contains the following tabs:
»  Upcoming, listing sessions that have not yet occurred.
= Ongoing, listing recurring sessions.
m  Past, listing sessions that have already occurred.

A Leader can lead or attend events listed on the Upcoming or Ongoing tabs by
clicking the Lead or Attend links for the events.

Creating an eMeeting

@

An eMeeting provides a simple and convenient way to collaborate with a group of
people. Any user can schedule an eMeeting. The person who creates the eMeeting is
the Leader of the event and controls who is invited to it. eMeetings cannot have
Subjects or Agendas, but a Leader can import content into the eMeeting while it is in
session.

Note: Meetings do not appear on the Public Events list unless the Public Event option
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is selected when the eMeeting is created.
Use the following instructions to create an eMeeting;:

Click Create Meeting on the Centra Home page or other Centra pages. The Create
Meeting page appears:

Create Meeting

Name: |
Day: W 'l
Time: [e =] :[is =] [pm =]

|(GMT) Coordinated Universal Time ;I

Duration: o Hours:ID leinutes:ISD 'I " ongaing Start Mow |
Cost Center: IND Selection 'I

Description: ;I

Seat Availability

Seats Reserved: |5 vl (20 max. including meeting host)

Server: Auto-select Seat Availability |
Meeting Options

[ Public event {event will display on the public event list)
IV Record meeting

¥ Live video

[T Include live videa in recording

¥ allow users to attend without an invitation

Early Attendance: MNo Limit

Meeting Password: |

Retype Password: I

Audio Options

¥ Yoice Over Internet {YDIP})
Audio Codec: ICentra SC3 (less than 1 KB.-"sec:ond);I

(& Telephone

Phone Murmber 1: l—
Phone Murmber 2: I—
Access Code: I—
Host Code: I—

Conference Call Instructions: {500 character limit)

- |
|

Enter Email Addresses (2.9, jsmith@Centra.com) Edit Attendees {Optional)

Selected names will be sent email invitations., Save this event and open the attendee list, Use
this to invite registered users, change rales, ar

1 I rermove attendees.

2 I Edit Attendees |
3 |

4

Done |

The Create Meeting page is separated into the following sections:
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Schedule

Seat Availability
Meeting Options
Audio Options
Attendees

Schedule

1.
2.

Type the name (up to 60 characters) of the eMeeting in the Name field.

Select the Day from the calendar drop-down menu. Today’s date is shown by
default.

Select the Time from the drop-down lists, and a timezone, if necessary.
Select a Duration.

o Select specific hours and minutes (available in 15 minute increments) from
the drop-down lists to schedule the eMeeting at a specific time.

o Select Ongoing if the eMeeting needs to be available all the time.
Select a Cost Center, if applicable and provide a Description, if desired.

To start the eMeeting immediately and not set any more options, click Start
Now. Otherwise, specify values for the remaining meeting options.

When Start Now is selected, the eMeeting Leader interface opens immediately.

Seat Availability

1.

Select the number of people who can attend, from the Seats Reserved list. The
total number includes the eMeeting leader.

Note: The limit set by the Event Manager cannot be exceeded.

Click Seat Availability to verify how many seats are available for the specified
time.

Meeting Options

1.

Choose the following meeting options:

o Public event
The event appears on the public event list. Users can enroll themselves in
public events.

o Record meeting
Permits recording the eMeeting for participants who would like to review
the content or for individuals who were not able to participate.

o Live video
Permits live video to run.

o Include live video in recording
Permits adding the video to the recording for playback.

o Allow users to attend without an invitation.
Enables guest users to attend.)
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2. Password-protect the eMeeting by typing (up to 50 characters) an eMeeting

password.

Audio Options

1. Select one of the following the Audio Option.

o Voice Over Internet (VOIP)
Choose this option to communicate with attendees over a VOIP connection.

If the System Administrator has enabled creators of meetings to a select an
Audio Codec, choose a CODEC from the list of the available CODECs. This

list does not appear if the eMeeting creator is not allowed to select a
CODEC.

Choose a low bit rate CODEC if at least some of the participants will be
using low bandwidth connections. Centra SC3 is recommended for modem
users.

For more information about CODEC:s, refer to the Centra 7 System
Administrator Guide for Collaboration Products, Volume 2.

o Telephone.
Choose this option to communicate with attendees over a telephone line.

o Type the phone numbers used to join the teleconference in the
Teleconference call # field.

o Type the access code in the Access Code field.
o Type a Host code, if necessary.

o Type the Conference Call Instructions. These instructions will be
included with the notification email.

If teleconference information is part of the User Profile of the person creating
the meeting, the information appears by default. Change it if necessary.

While participating in the event, Participants can view the teleconference
information.

If the Telephone option is selected, users have the option of using VOIP during
the event. However, if an event uses teleconference audio and is being
recorded through a Centra Telephony Gateway, VOIP is not transmitted.

Attendees

Type the email address of each Participant in the Email Address area.

Click Edit Attendees. The Edit Attendees: Meeting Topic (Meeting ID)
page opens. The eMeeting Topic is the topic of the eMeeting to edit and
Meeting IDis the ID of the eMeeting.

Click the Invite Attendees tab.

Locate the name of the user or group of users to enroll.
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Note: Using the page filter tools, the user can show registered users and/or
groups on the Edit Enrollment page, search for names, or use the Index
letters to locate users. See “Using the Search Area” or “Sorting the Edit
Attendees Page”.

5. Click the Invite link associated with the user or group.
Use these instructions to enroll multiple users or groups:

o Select the users and/or groups by selecting the checkbox next to their logins
and then click Invite Selected.

o Click Select All to select all users and groups on the page.

The users and/or groups are immediately invited to the eMeeting. Inviting a
group invites all the individual users in that group.

Click Unselect All to deselect all the currently checked users.

If the Centra domain has email enabled, update the Subject, and enter a
message.

6. Click
o Send Email to send the email.
o Cancel Email to cancel the email; the user is still invited.

Note: If the Centra Server is set to add calendar attachments, the email
automatically includes a calendar attachment. The recipient double-clicks
the calendar attachment and saves it; a new calendar item is automatically
created in the recipient’s calendar. Contact the Centra System
Administrator to enable/disable this feature.

Centra emails use the BCC field for all email addresses so that attendees do not learn
the email addresses of other attendees. Centra Administrators do not receive their
password in the email.

When the Edit Attendees: Meeting Topic page re-opens, the last column on the right
updates to “Invited” to indicate that the user(s) or groups have been invited. If the
Leader invites a Group, all users in that group are also marked as Invited.

If the Leader invites a group to an eMeeting, the Leader cannot remove that
invitation for a member of that group without removing invitations for the entire

group.
The eMeeting now appears on the Leader’s My Schedule page.

Using the Search Area

The user can use the Search area on the Invite Attendees tab of the Edit Attendees
page to find users to invite to the eMeeting. The user can search by registered users
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and/or groups, or the user can search by text strings.

Find: | in |Lcu;|in ;l [T Exact match

Show: % registered users © groups © guests © all Zearch |

To search the page by user type, check Registered Users, Groups, or All and then
click Search. The list of registered users and/or groups is filtered to show only the
entries that meet the specified criterion.

Searching by a Text String

Use these instructions to search by a text string:
1. Enter the string to search for in the Find text box.

2. Select Login, First Name, Last Name, Email Address, Employee ID, or All for
the field(s) to search.

3. Click Exact match to find only the listings that match exactly.

4. Check Registered Users, Groups, or All in the Show area to display only these
types.
5. Click Search.

The Centra Server returns the list of users meeting the criterion.

To remove the search criterion, click Clear Search.

Search Tips

Remember the following useful tips:

m  Search for multiple criteria by putting each search on a separate line in the Find
field. Use the Enter key between entries, or separate entries with a comma.

m  The page filters can speed administrative tasks. For example, to invite a
number of users, use the filter to select the users (for example, by the
organization’s email domain such as *@acme.com), click Select All to select all
users in the list, and then click Invite Selected to enroll all the users.

Inviting and Removing Users

To modify the list of the users who are invited to a meeting, click Edit Attendees
under the name of the event on the Manage Events page. The Edit Enrollment page
appears.

On the Edit Attendees page, a Leader can enroll or unenroll a user by clicking Enroll
or Unenroll on the line containing the user’s name.

A Leader can modify the listing on the Edit Attendees page by doing the following
things:
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m  Sorting the entries by column
m  Limit the number of entries listed on each page

m Display entries by index letter

Sorting the Edit Attendees Page

The entries on the Edit Attendees page are sorted by the contents of one column on
the page, such as Last Name. A down arrow appears to the right of the heading of
the column by which the entries are currently sorted.

To sort the entries by the contents of a different column, click the heading for that
column. The down arrow appears to the right of the heading on the different column.

Limiting the Number of Entries on Each Page

To limit the number of entries on each page, type the number in the Show per page
text box and click Update.

The display changes to show only the number of listings specified.

Show per page: [20 Update |

Index:.ﬁ.E-CDEFGHIJKLMNOPQRSTUUWHYEHLL
Entries found: 27
Page (in ALL) 12 34 5 [next page]

Displaying Entries by Index Letter

To display only the entries whose sort value begins with a particular letter, click one
of the letters in the Index area. The sort value of each entry is the value for an entry
in the column that is currently used to sort entries.

For information about how to sort entries by the contents of particular columns, see
“Sorting the Edit Attendees Page” on page 13.

Click ALL to display all entries in the list.

Using the Page Controls

If the list of users extends beyond the number entered in the Show per page area, use
the page controls to move between the pages.

Click the following:
= [next] to go to the next page or [previous] to return to the page before.
m  <<<<<<and> >> >>>tojump 10, 100, and 1000 pages in either direction.
m  *to go to the first or last entry.

Note: The page controls change depending on how many pages exist in either
direction.
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Removing an eMeeting Invitation

After inviting users or groups to an eMeeting event, remove the invitation. To
remove an invitation for users or groups:

1. Locate the eMeeting on the My Schedule page and click Modify. The Modify
Meeting window appears.

2. Click Edit Attendees in the Attendees section.

The Edit Attendees: Meeting page opens, where Meeting is the name of the
eMeeting.

Click the Current Attendees tab.
4. Find the user or group and click Remove (at the far right).

To remove multiple users at once, select the users by clicking the checkbox
next to their names. Then click Remove Selected.

Note: A user added as part of the group cannot be removed. All users in the
group must be removed.

The Centra Server removes the user or group and updates the attendee list for the
eMeeting.

Inviting Attendees During the Session

A Leader can invite participants to join a session after entering the session. See
“Inviting Additional Participants” on page 41 for more information.

Modifying an eMeeting

To modify an eMeeting;:
1. On the My Schedule page, locate the eMeeting and click Modify.
2. Make the changes in the Modify Meeting page.

Note: Consider changing the eMeeting ID to something that is easy to
remember -- for example, “Meeting02/07/05”. The eMeeting ID can contain
up to 50 characters.

3. Click Modify.
The eMeeting is now updated. To start the eMeeting immediately, click Start Now.

Removing an eMeeting

To remove an eMeeting:
1. On the My Schedule page, locate the eMeeting and click Remove.

A confirmation message appears indicating that recordings associated with the
eMeeting will be deleted.
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2. Click OK to delete the eMeeting.
The eMeeting no longer appears on the My Schedule page.

Accessing a Personal Online Meeting Room

If a user has the ability to create an eMeeting session, a Centra icon appears on

the user’s desktop. This enables the user to access a personal online meeting room at
any time, without creating an eMeeting.

Use these instructions to access the personal online meeting room:
1. Click the Centra icon.

The first time the user clicks the Centra icon, a personal eMeeting room with
an availability of Ongoing is created for the user. This room is available to the
user at any time.

2. Invite participants to the session. See “Inviting Additional Participants” on
page 41 for more information.

Adding Content for an Event to the Catalog

The Leader of an event can provide materials for participants to use before, during,
or after an event with the Content Catalog. The content may be available only to users
enrolled in the event or to anyone with access to the Centra 7 domain.

The Leader can add the following types of content:

Content Content Type in Catalog Uses

Files, including .doc, .ppt, File Homework exercises,

.pdf., and so on syllabuses, documentation

Centra Composer content, eLearning Application simulations,

simulations, SCORM, AICC self-paced tutorials

Centra recording Centra recording Review

Frequently Asked Question | FAQ Frequently asked questions

document (created in the

Content Catalog)

Reference document (created | Reference Additional resources that

in the Content Catalog) are non web-based (such as
video tapes) or that reside
on another server

Use these instructions to add content stored on the local computer to a specific event:
1. Open the My Schedule page.
2. Locate the event.
3. Click Add Files. The Add Files page appears.
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4. Click Add New File to upload a file to the Content Catalog,.
The Add New File page appears.

Add New File: 401(k) Update

Start Time: gio giu 5 14:30 EDT 2003

Locate File

{* 0On your Computer:

| Browsze. .. |

= Link to a file {creates a reference):
Ihttp:ff

File Properties {(Required)

Title: |

add File | Cancel |

File Properties {Optional)

Description: LI

[~

Keywords: I

Author: I

Author's Email: I

¥ersion Number: I

Length: | |Minute{s};|
Language: |
Category: |- select Category - =1

Available in Catalog: @ . {Public) ' Mo {Private)

add File | Cancel |

5. Click the Browse button to browse to the content to add or enter the link to the
file to add.

6. Enter a Title for the file.

7. Optionally, enter a description, keywords (to be used for searching purposes),
the author’s name and email, a version number, the length of time it would
take to complete this material, the language, the category, such as Marketing,
Management, or Finance.

8. Specify whether this content will be available to anyone browsing the Content
Catalog (Public) or available only to those users enrolled in this event (Private).

9. C(lick Add File.
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10. When the upload is complete, close the window.
The link under the event on the My Schedule page has changed to View Files.
Use these instructions to add content from the Content Catalog to a specific event:
1. Open the My Schedule page.
2. Locate the event.
3. Click Add Files.
The Add Files page appears.
4. Click Add from Catalog to browse for a file already in the Content Catalog.
The Add Catalog Content to <Event Name> page appears.

Add Catalog Content to: 401 (k) Update

Search For: I *eantent: |- .i!'.II Cankent - - [ Exact Phrase
File
Centra Recording Search |
*Jse CTRL and SHIFT kews For multiple selections, FAQ LI (Clear Search

Search applies to Title and Kewwaord Fields,

Show 10| 25 | S0 per page IIII Items Selected (Clear) | tems 1 -4 af 4

Select content for adding to event:
AddSelected | Cancel |

' Title & Type Status Action

M B 4010k Plan pdf Published 5_D_r'3 erties
Wign

r Facts about your 4010k PPt Published ﬁ_F'—_r':' Erties
i

5. Enter a value in the Search for field and select the type of content to find. Click
the Exact Phrase checkbox to search for an exact match to the entered text.
6. Click Search. The results matching the search criteria appear.

o Change the number of items displayed on each page by selecting 10, 25, or
50 next to Show.

o Click Previous or Next to move to the previous or next page of items
matching the selection criteria.

o Click Clear Search to clear the search.

o Move to titles beginning with a certain letter by selecting that letter from the
list.

7. Click the checkbox to the left of an item to associate that item with the event.
o Click on Items Selected to see only the selected items.

o Click Clear to clear the check marks from the selected items.
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8.

Click Add Selected.
The item(s) are added to the list for the event.

Viewing Content Files for an Event

Use these instructions to view content files for a specific event:

1.
2.

Locate the event on the My Schedule page.
Click View Files.

The View Files: <Event Name> page appears.
Locate the file and click View.

The file appears.

Removing Content Files for an Event

Use these instructions to remove content files from a specific event:

1.
2.

Locate the event on the My Schedule page.
Click View Files.

The View Files: <Event Name> page displays.
Locate the file and click Remove.

A window appears indicating where this file is currently being used. Remove
the file from only this event or from the Content Catalog itself.

Viewing Public Files in the Content Catalog

Files identified as Public when added to the Content Catalog (see Appendix 2
Adding Content for an Event to the Catalog) can be viewed by anyone having access
to the catalog. Files identified as Private when added to the Content Catalog are
viewable only by those enrolled in the event and only through the View Files link on
their My Schedule page.

Use the following instructions to view all public files in the Content Catalog;:

1.

Click Catalog on the My Schedule page.

2. Enter a value in the Search for field and select the type of content to search for.

Click the Exact Phrase checkbox to search for an exact match to text.

Note: Searches can also be based on the item type, based on title, description,
keywords, event, file extension, or language or within a category.

Click Search.
The results matching the search criteria appear.
o Sort the resulting list by My Last Access, Last Modified, or Title.

o Click Previous or Next to move to the previous or next page of items
matching the selection criteria.
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4. Select the content to view by clicking View.

Select the content to download by click in the checkbox to the left of the title
and clicking the Download button.

Centra 7/Leader Guide
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Chapter 3
Leading a Session

(S

6 @

Recommended Practices for Leaders

Consider the following recommendations and procedures to prepare
for a Symposium, Conference, and eMeeting session.

Before Beginning a Session

Remember to do these things before beginning a session:

Become familiar with the session content.

Find a comfortable, quiet place to deliver the session.
Set up the area with a script, notes, water, and a clock.
Launch any applications to share.

Create surveys.
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m  Check the addresses of Web sites that will be launched in Web Safari.
m Import slides as necessary.

m  Run the Centra Audio Wizard (and Video Wizard, if video will be broadcast
during the session).

m  Speak briefly with each Participant. Make sure Participants can hear the
Leader and each other clearly.

= Have the Participants work with the Tutorial, accessible from the Centra
Welcome page and the Centra Home page.

m Practice!

Best Practices for Leaders

© 60 @

Remember to do the following things while leading Symposium, Conference, or
eMeeting sessions:

= If working with a Co-Presenter, decide who will do what during the session.
m  Speak clearly and with animation.

m  Provide frequent and varied interactions.

= Vary tool use.

m  Ask questions frequently. Encourage participants to respond to the questions.
m  Give explicit directions to participants.

m  Remember to clear Yes, No, and Raised Hands.

m»  Remind participants to hold down the Ctrl key or push the Press to Talk
button to speak.

= Remind participants that running other applications during session can slow
their session.

m  Ask participants to send the Leader Text Chat if they experience technical
problems.

m If a participant is experiencing a technical problem, suggest closing the session
and then rejoining it.

m  Remind participants to click Step Out to leave the session temporarily.
m  Look at the whole Centra window, not just the content.

m  Keep total session duration between one hour and 90 minutes, if possible.
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Beginning a Session

© 60 @

Use these instructions to begin a session:

1.

2
3.
4

Log in to Centra.

Click My Schedule.

Locate the session.

Click the Lead for the session.

If the Centra Server detects that Centra 7 is installed, access the session. The
Leader interface opens. If Centra 7 is not installed, download the Centra 7
client.

Note: The client is installed automatically on Internet Explorer. Netscape and
Firefox users will need to run a setup.exe unless Java was installed. If Java
was installed, the installation will occur through a Java Applet and the
Setup.exe is not required.

Click Yes in the security dialog boxes, if necessary.

the browser window indicates that a download is in progress. The amount of
time this download takes depends on the connection speed and the amount of
content to be downloaded. When the download is complete, the Leader
interface opens.

Note: If errors occur, contact a System Administrator.
Check the audio. Select Tools, Audio Wizard if necessary.

The Centra Audio Wizard launches automatically the first time Centra 7 is
launched. See “Audio Options” on page 57 for more information.

Note: The audio wizard is not available for teleconference audio sessions.
Leaders introduce themselves and welcome the Participants to the session.
Grant microphones (if necessary) and ask Participants to introduce themselves.

Listen for any audio difficulties. If Participants” audio is not transmitting
clearly, ask them to adjust their audio using the Centra Audio Wizard.

Hold down the Ctrl or F12 key on the keyboard and announce that the session
will begin.

Note: In a session using teleconference audio, speak into the telephone. There
is no need to use the Ctrl or F12 key or to give out microphones.
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10.

In Symposium only, click on the first piece of content in the agenda. The
following prompt appears:

x

\ql) Do wou want bo begin the session now?
-

(] 4 Zancel |

Click OK to begin the session.

Click Cancel to check on content without showing that content to the
participants. Clicking Cancel does not begin the session. The Leader of a
Symposium event can subsequently begin the session by clicking Begin

g

Session :
Begin

on the toolbar or selecting Actions, Begin Session.

After a session has begun:

o In Symposium and Conference, only the Leader and Co-Presenters have
microphone control (by default) and access to the Agenda.

o IneMeeting, all Participants have microphone control (by default). Only the
Leader and Co-Presenters have access to the Agenda.

Pre-Session Mode

Pre-session mode is the time between when a participant joins a live session and
when the Leader begins the session. A Conference or eMeeting session begins
automatically when the Leader enters the session. The Leader must begin a
Symposium session explicitly. See “Beginning a Session” on page 23 for more
information.

The name of the Agenda for the session is highlighted in the Agenda area. A
participant’s name appears in the Participant List when the participant joins the
session.

In pre-session, Participants can:

Speak

Get Help

Select Raise Hand

Indicate Yes or No

Click Text Chat to send and receive messages
Change the view options

Run the Centra Audio Wizard

Step out (Symposium and eMeeting)

Laugh or applaud
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m  Send pacing and comprehension feedback to the Leader (Symposium and
eMeeting)

m  Click and view the Agenda items (Symposium and eMeeting)

Stepping Out

© 60 @
Select Actions, Step Out or click Step Out to leave a session temporarily. To return
to the session, click Step Out again or select Actions, Step In.

A Leader who stepped-out can use all functions in the Tool Bar except the Hand, Yes,
No, Laugh, and Applaud.

In the Presenter Area, the name of the stepped-out Participant is grayed out and the
stepped-out icon appears next to the Participant’s name. A stepped-out Participant
continues to hear audio and to see changes in the Centra interface.

Speaking to Participants

© 60 @

Speak to Participants during a session by using;:
m  The Ctrl or F12 key on the keyboard.
m  The Press to Talk button on the interface.
m  The Action, Lock Talk Button menu item.

When a Leader or Participant is speaking, a yellow halo appears around the
microphone icon to the left of the speaker’s name and the Press to Talk button
changes to yellow.

Use the Ctrl or F12 key on the keyboard or the Press to Talk button to speak for short
periods of time.

A Leader can lock the Press to Talk button to speak hands-free. While the Press to
Talk button is locked, only the Leader can speak. Locking the Press to Talk button
is useful when the Leader needs to hold a book, turn a page, show an application, or
use the keyboard and mouse during the session.

To lock the Press to Talk button:

1. Click Lock Talk Button 3 or select Actions, Lock Talk Button.
2. Speak into the microphone. It is not necessary to hold down the Press to Talk
button while speaking.

3. Tounlock the Press to Talk button and allow others to speak, click the Press to
Talk button or de-select Actions, Lock Talk Button.
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When the Press to Talk button is locked, audio packets are transmitted to the server
whenever the speaker is talking.

Note: Use the telephone for teleconference audio events.

Muting the Audio

Leaders can mute their microphones and speakers when the Press to Talk button is
locked. When a microphone is muted, it does not transmit sound. This feature is
useful for preventing distracting background noises from being transmitted.

To mute and restore audio transmission:

1. To mute audio, click the speaker icon ¢} to the left of the Speaker Volume

slider in the Audio Area. While audio is muted, the Audio Area is grayed out
and diagonal arrows appear across the Speaker and Microphone icons.

2. To restore audio, click the speaker icon again.

Managing Microphone Control

© 60 @

The Leader controls who has a microphone. Giving Participants microphones
enables them to speak in the session.

In Symposium, all Participants have microphones in pre-session but lose the
microphones when the session begins. In eMeeting, Participants have microphones
at all times unless the Leader removes them.

In a Symposium or eMeeting session, the Leader can pass microphones to one
Participant at a time or to all Participants. In a Conference session, the Leader can
pass a microphone to only one Participant at a time.

To pass a microphone to one Participant at a time:

1. Click in the microphone column to the left of a Participant's name in the
Participant List.

2. Right-click the Participant’s name in the Participant List and select Give
microphone/ markup tools.

To give microphone control to the next Participant with a raised hand, click the Call
on Next Hand button at the top of the Participant’s list, or select Actions, Call on
Next Hand.

Note: A Participant who has stepped out cannot receive the microphone.

Grant Microphones to All

0 O

Leaders can grant microphones to all Participants.
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To give microphones to all Participants:
m  Click the Give Microphones to All button in the Participant List.
m  Select Actions, Give Microphones to All.

Note: In a Conference session, a Leader can give a microphone to only one
Participant at a time.

Clear Microphones

© 60 @

Clear microphones to stop all conversation or to regain control of the session.
To remove microphones from all Participants:

m  Click the Clear Microphones button in the Participant List, or

m  Select Actions, Clear Microphones, or

m  Right-click a participant’s name and select Clear microphone/markup tools.
Note: The Co-Presenter still has microphone control.

Click the microphone icon to the left of a Participant’s name in the Participant List to
remove a microphone from an individual Participant. If the microphone and
AppShare are set as separate controls, click twice. See “Appshare Control Options”
on page 121 for more information.

Clear Yes/No Responses

© 60 @

Ask Participants to click Yes or No to provide quick feedback. Remember to clear the
Yes/No responses before asking another question.

To clear all Yes/No responses:
m  Click the Clear Yes/No button at the top of the Participant List, or
m Select Actions, Clear Yes/No.
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Lower Hands

© 60 @
Participants can raise their hands to ask a question or request a microphone. Make
sure all hands are lowered before asking a question.
To lower all raised hands:

m  Click the Clear hands button at the top of the Participant List, or

m  Select Actions, Clear Hands.

Ejecting a Participant

© 60 @

A Leader can eject a Participant from a session. Ejected Participants cannot log in to
the session again.
To eject a Participant:

1. Right-click on the Participant’s name in the Participant List.

2. Select Eject from the Event.

A confirmation message appears.
3. Click Yes to eject the Participant.

Ejected Participants receive a message telling them that they have been ejected. If
ejected Participants try to log in to the event while the event is still in session, they
see a message telling them that they have been ejected and cannot log in to this
session again.
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Others Ways to Communicate

Centra 7 provides several features that enable Leaders to communicate with
Participants. Make a selection from the Actions menu or select the appropriate
icon from the toolbar:

Actions Toolbar Product Description
Menu Icon
Raise Hand o Raises a hand. A hand
(Th e 60 © appears next to the user’s
Hand name.
To lower a hand, click the
Raise Hand icon again.
Say Yes Makes a Yes response. A
v 4 © @ @ | check mark appears next to
Yas the user’s name.
To remove the Yes response,
select Say Yes again.
Say No Makes a No response. An x
4 e 60 © mark appears next to the
Mo user’s name.
To remove the No response,
select Say No again.
Laugh Indicates laughter. A
= O 0 @ smiling face flashes to the
Lauah left of the user’s name for
= five seconds.
Applaud Indicates applause.
= e 60 © Clapping hands flash to the
Applaud left of the user’s name for
five seconds.
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Ending a Session

© 60 @

A Conference or eMeeting session ends automatically when the Leader exits.

Symposium sessions, however, do not end automatically when the Leader exits. Use
these instructions to end a Symposium session:

1. Click the End button or select Actions, End Session.

The button changes to Begin Session. Pre-session mode reconvenes, and each
Participant has microphone control. Participants can continue to work with
Symposium in pre-session mode.

2. Remind Participants to select File, Exit, select Yes in the confirmation message,
and log out from their Centra 7 Home page.

3. Select File, Exit on the Leader interface to close the Leader interface. The Exit
Session dialog opens.

x

Select the actionz to perform whet pou exit,

Recording

£ Prompt the last co-prezenter bo publish

= Don't Publizh

k. Cancel

4. Choose to publish or not to publish the recording if the session has been
recorded.

Then select OK in the confirmation message.

6. Click Log Out from the Centra 7 Home page to log out of the Centra Server.
The Welcome page appears.

7. Close the browser.

Note: If a Leader exits the session without ending it, the session ends when the last
Presenter exits the session.

Post Event Report

The Post Event Report appears at the end of an eMeeting event. The report is
generated after the Leader exits the event.

Note: A Leader and at least one participant must enter the event. Otherwise, the

30 Leading a Session



report does not appear.

If the event is ongoing, only attendees receive the email. If the event is not ongoing,
however, the email is addressed to all invitees, not only the attendees.

The report includes event details, attendee list, and recording link. The leader can
add additional information and attach files.

Note: The report goes to the Leader, who can forward the report to the participants.

An example of the report follows:

Ongoing

Leader: Centra Administrator

Date: Thursday, Month dd, yyyy

Start Time: 5:32 PM Eastern Standard Time
Duration: 30:00

Event Password: 5fhz1

Description: Sales and Marketing kick-off

Attendees:

Centra Administrator
Carrie Yon

Armand Hammer

[Space for any additional comments]

Recording:

OIf a recording of this event becomes available, use the following link to play back the
recording.

http://10.10.000.000/ main/serverl/User/GuestPlayback.jhtml?s_guid=00000000facf8fc1
URL: http://10.10.000.000/ main/serverl
Event ID: DGW022333
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Chapter 4
L eader Interface

The Symposium, Conference, and eMeeting Leader interfaces enable
Leaders to lead sessions easily and effectively. The interface opens
when a Leader clicks the Lead link for an event listed on the My
Schedule page.

| eader Interfaces

The Leader interfaces for Symposium, eMeeting, and Conference
events are similar, with the differences noted in the following
sections.
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Symposium Leader Interface

The Symposium Leader interface consists of the following areas:

Title Bar Menu Bar Toolbar
A = ent (DTL016836 1ol x|
File Edit View Actions Tools Help
SR @ & B R ® @ H W o a & @
Fecod Begn | Hand Yes Mo Laugh Applaud StepOul || Agenda Appshare Survey ‘Web Safai ‘Whiteboard | TestChat Feecback Breakout FullScreen
= =
Audio h M Getting Started
&k |8 R
Area - P
Participants » Voice over the Internet (VoIP)
) Iwite | |1\)Talk and Listen 1f yoi are uinguvo”sp for the‘ event auudiu, yau I;nust have
= \ speakers or headphones to listen and a micraphone
Presenter _|# Event Leader connected to your computer to speak.
Area
2 [0-]< |0 Invite Others e« To test your audio, select Audio Wizard... from the
Participant [ 5 ™ Lool=lnent
List yd Katina 1 )Import a & presenter must give you a microphane before you
a3 %5/ Presentation can speak.
e Raise your hand to request a microphone,
genda
iJ.[)Share an « Tao speak, hold down the CTRL or F12 key on your
ingot | 00 4=1) 1 pplication keyboard,
" Agenda
= Q Telephone Conference Calls
Learn More
Agenda | If you are using a conference call far the ewvent audio, the
Area telephone numbers and access codes can be viewed during
the session.
* Select Conference Call Info... from the Tools menu,
& Centra
-
[0 Paused 0:00:00 | | Pre-Session | [ LV
Status Bar Media Window Network Status Indicator
Title Bar Menu Bar Toolbar
£ Triumph - Conference Event (HR1328318) =1o)x]
Fle Edit Yiew Actions ook Help
gl - - & [ T
@ X @ & R I 72 R D @ w &
Record | Hand ‘Yes Mo Laugh Applaud StepOut || Agenda Appshare Survep ‘Wb Safari | TewChat Full Sereen
. T 3 m
ﬁ“d“’% Ll & Getting Started B
. e
rea
Participants Voice over the Internet (¥oIP)
@ Invite | _ If you are using VolIP for the event audio, you must have
Presenter - \ Talk and Listen speakers or headphanes to listen and a microphane
A er  1» Event Leader connected to your computer to speak
rea
i Invite Others » To test your audio, selsct Audio Wizard... from the
Participant 7‘9 bl f‘e \) Tools menu.
List Katiina — \Import a + A presenter must give you a microphone before you
a3 5%/ presentation can speak.
+ Raise your hand to request a microphone
gen:
T [ Share an » To speak, hold down the CTRL or F12 key on your
Cimpert | 00 Application keyhoard.
= Agenda
= PE)L " Telephone Conference Calls
Agenda § earn More
LN L If you are using a conference call for the event audio, the
Area telephone numbers and access codes can be viewed during
the session
» Select conference call Info... from the Tools menu
& Centrar
|00 Paused 0:00:00 | @ InSession |

|
Status Bar Media Window Network Status Indicator
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eMeeting Interface
The eMeeting Leader interface consists of the following areas:

Title Bar Menu Bar Toolbar

£ Triumph - eMeeting Event (HL\144186)

Eile Edit Wiew Actions Tocls Hel

=10lx]

e & 5
@ X @ & B 7 R @ @ i "] 7
Fecord | Hand ‘Yes Mo Laugh Applaud StepOuwt || pgenda Appshare Survey WebSafai ‘whiteboard | TestChat Feedback Full Screen

Getting Started

eMeeting Leader

Presenter |/

Area
L £ |0-|¢ (8

Participant [ # Katrinka

List e Joe
83
ot | 00
(= Agenda

Agenda

Area

{ ITalk and Listen

&

3 Invite Others

©

| \Impart a
=/ Presentation

&

J_[)8hare an
2=%/ application

-
2%/ )Learn More

®

Z Centra’

Voice over the Internet (VoIP)

If you are uging YolP for the event audio, you must have
speakers or headphones to listen and a microphone
connected to your computer to speak,

* To test your audio, select Audio Wizard... from the
Tools menu.

+ 4 presenter must give you a microphone befare you
can speak

e Raise your hand to request a microphone,
¢ To speak, hold down the GTRL or F12 key on your
keyboard.
Telephone Gonference Calls

If you are using a conference call far the event audio, the
telephone numbers and access codes can be viewed during
the sessian.

* Select Conference Call Info... from the Tools menu.

[0 Paused om0 | @ In Session |

Status Bar

Media

\
Window Network Status Indicator
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Interface Components

The following sections describe the components of the Leader interface for
Symposium, Conference, and eMeeting events.

Title Bar

The Title Bar appears at the top of the Leader interface window and shows the name
of the session - for example: “Product Update (SQP7455878).”

During a Symposium Breakout Session, the Title Bar identifies the number of the
Breakout Room visited; for example, “Product Update (SQP7455878) - Room 1” and
“Product Update (SQP7455878) - Main Room.”

Standard Windows buttons appear at the right end of the Title Bar. Use these buttons
to minimize, maximize, and close the Leader interface.

Audio Area

The Audio Area contains the Press to Talk button, the Lock Talk Button button, and
sliders for adjusting the speaker volume and microphone level. See Chapter 7,
"Audio Options" for more information about setting audio options.

Note: The audio area does not appear if the Centra Telephony Gateway is in use. The
Telephony Gateway is used only for events using teleconference audio. The
audio area controls VOIP audio only, and cannot affect telephone audio.

Presenter Area

The Presenter Area lists the Leader and Co-Presenters for the session. The Leader’s
name appears first and is followed by any Co-Presenters.

Participant List

The Participant List enables the Leader to view and manage Participant responses
before, during, and after a session.

Note: To view the Participant's full name, hold the mouse over the Participant's
name.

Sorting the Participant List
A Leader can sort the Participant List by the following criteria:
s Whether Participants have the microphone
m  Whether Participants have raised their hand
m  Whether Participants are responding Yes or No
= By the Participants’ names

To sort the Participant list by one of these criteria, the Leader clicks the
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corresponding icon at the top of the Participant List:

[2 0 [« [a I

Summary Area

The total numbers or percentages of Participants appear in the summary row at the
bottom of the Participants list:

m  All users in session
m  Yes responses
m  No responses
m Raised hands

Hiding the Participant List

To hide the list of participants from other participants” view and to change the
summary row to percentages:

1. Select Tools, Options.
The Options dialog box appears.

2. On the View tab, select Hide audience totals from participants.
Click OK.

Agenda Area

The Agenda Area lists the content for the session. Leaders and Co-Presenters can
scroll through the Agenda to view session content. Symposium and eMeeting
Participants can scroll through the agenda before the session begins.

Some content may be grayed out. This content is not available for viewing before the
session begins.

See “Using Agendas” on page 45 for more information.

Status Bar

The Status Bar in the lower left corner of the Symposium, Conference, or eMeeting
window indicates whether the session is in pre-session (Symposium only) or in
session, and whether the session is being recorded.

If the event is using telephone audio and is being recorded, an additional icon
appears describing the Centra Telephony Gateway’s status as not connected, dialing,
or connected. The Leader or Co-presenter can show the telephone number used by
the Gateway by resting the cursor on the connected icon. If the gateway is not
connected, the Recorder is paused.

Conference and eMeeting sessions begin automatically when the Leader enters. The
Leader must explicitly begin Symposium sessions.
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Toolbar Buttons

The following table lists which Toolbar buttons are available in each product.

Note: Other buttons such as Video appear if those features are enabled.

Icon Product Description
Begin Session to take control of the
d e session and start it.
Beqgin
Communicate with others using Text
[y 9 C @ Chat.
Text Chat
Solicit anonymous Feedback about
o O © the session from Participants.
Feedback
. Raise Your Hand.. A hand appears
(25 e 060 @ next to the user’s name.
Hand
Say Yes. to indicate a Yes response. A
4 © O @ |checkmark appears next to the user’s
es name.
Say No to indicate a No response. A
b 4 © O @ |redxmark appears next to the user’s
Mo name.

Laugh to indicate laughter. The laugh
- ©® @ @ | iconblinks next to the user’s name for
approximately 5 seconds.

Laugh
Applaud to indicate applause. The
= e 0 © applause icon blinks next to the user’s
Applaud name for approximately 5 seconds.
~ Step Out to indicate that you have
} - 0O 0 @ temporarily left the session. The
Step Out user’s name wil} be greyed out and the
step out icon will appear next to the
user’s name
i Display Selected Agenda Item to
i ©® @ @ |show theitem inthe Media Window
Agenda to all others.
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Icon Product Description
: Share an application to show an open
|§ e 60 © application on the user’s computer to
Appshare all others.
= Conduct a Survey to poll Participants.
\D e 6 O
Survey
Go on a Web Safari to share Web sites
'-J e 0 © and active Web site links with

weh Safari Participants.
Use the Whiteboard to type text,
l__;f 0 @ create simple shapes, or highlight
whiteboard images.
Create one or more Breakout Rooms.
et (s}
Breakout

()

Full Screen

Full Screen to enlarge the Centra 7
Media Window to occupy the entire
computer screen.

Media Window

The Media Window shows the Agenda item or tool (Appshare, Survey, Web Safari,
or Whiteboard) currently being used.

Network Status Indicator

A Network Status Indicator appears in the lower right corner of the Centra

Symposium, Conference, or eMeeting window. The five lights indicate the quality of

the network connection.

Graphic

Indicator

Metwork EEREE

Good connection

4 or 5 green lights with the last one
blinking.

Metwark O

Fair connection

2 or 3 yellow lights with the last one
blinking.
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Graphic

Indicator

Poor connection

Heba MERTE 1 red light.
Disconnected HEEEN Disconnected
5 red lights

Re-connected BREEEE

Re-connected
5 green lights

Video Panel

The Video Panel opens when a user launches video. The broadcaster appears in the
panel. See “Broadcasting Video” for more information about the Video Panel.

Changing the View

Leaders can change the look of their interfaces and the Participants” interfaces in
Symposium, Conference, and eMeeting. Make one of the following selections from

the View menu.

Option

Description

Normal View

Returns the Leader interface from Full Screen or Application Host
view to the default settings.

Full ScreenView

Expands the Media Window to the full size of the screen. The left
panels are minimized in the Windows task bar. Full Screen View is
suitable for viewing:

m A slide with a large amount of information, such as a large
flow diagram

m Appshare or Web Safari content

Application Host
View

Shows menus on the left and the interface on the right side of the
screen. If the Video Panel is open, it closes by default; however, the
video panel remains open if video with Appshare is enabled for this
domain.

When an application is being shared, the view automatically
changes to the Application Host View.

Return to Default
Size

Returns the Leader interface to the default size (900 x 700) if the
interface window was resized.

Normal View For
Others

Returns each Participant’'s Media Window to the normal size
settings.

Full Screen View
For Others

Expands each Participant’s Media Window to full screen size. The
left panels are minimized to the Windows task bar.
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Note: If the Leader resizes the Media Window for Participants, they should resize
their own Media Window, to ensure that the Leader is seeing the same view as
the Participants.

When the Leader or the Participants select Full Screen View, the Media Window fills
the screen and the left panels are minimized in the Windows task bar.

Overriding a Presenter’s View Changes

O @ 6

Leaders can override Presenters” changes to their views. Perform this procedure
when sharing applications.

To prevent a Co-Presenter from changing the Leader’s view:
1. Select Tools, Options.
The Options dialog box appears.
2. On the View tab, select Refuse layout changes from co-presenters.
Click OK.

Inviting Additional Participants

Leaders can invite additional participants to attend a session after the session has
started by doing either of the following things:

m  Sending an email to the user.
»  Sending an instant message to the user.
The event must allow guest attendees.

Use these instructions to send an invitation by email to a session that has started:
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1. Select Actions, Invite by Email. The default email program opens with an
unaddressed invitation to the event:

£% You have been invited ko a meeting in prd =[Ol x|

| A B 2 U

Hgend | [ S| % B2 B 20 @8 4 Y 8| v | [ options.. B

File Edit ‘“iew Insert Formak  Tools  Actions  Help

| This message has nok been sent. |

To... ||
e |]

Subiject: I\‘ou hawe been invited to a mesting in progress.

L meeting entitled "Quarterly 3ymposium (LLM437032)" is in ‘:J
progress. You have been invited. To attend, please click on

the link helow:

http:// jmarshal l-

test/GA /main/ 000000c5£465000001028e70£1kL£5053

This zession way be recorded and sach attendee may have the
capsbhility of distributing this recording. Esch participant's
use of recordings and participant information is subject to
T.3. and international priwvacy laws.

2. Enter the user’s email address in the To field.

3. Modify the subject in the Subject field, if necessary.

4. Send the message.
To send an invitation by Instant Messenger to a session that has started:
Note: IM must be enable in the domain for this feature to be available.

1. Select Tools, Invite by IM.

2. The Invite Instant Messenger Contacts window opens.

3. Select the contact to invite and click Invite.

The Instant Messenger window opens displaying an invitation and URL.

4. Modify or add to the message displayed and click Send.
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Chapter 5
Co-Presenters

e 60 ©

Leaders can designate any Participant as a Co-Presenter during a
Symposium or eMeeting session.

Co-Presenters for Conference sessions must be designated by System
Administrators through the Event Manager.

A Co-Presenter cannot create, start, or stop a Breakout Session.
Breakout sessions are available only in Symposium.

If the Leader drops out of the session, the Co-Presenter can run the
session. If there is no Co-Presenter, however, the session reverts to
pre-session if the Leader does not log in again within 30 seconds.
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Designating a Co-Presenter
o

The Leader can grant the Co-Presenter privilege during a Symposium or eMeeting

session. When giving the Co-Presenter privilege to a Participant, the Participant's
toolbar and menu options change to reflect the Co-Presenter functionality.

Consider giving the Co-Presenter privilege to a Participant when:

m Sharing session management during a particularly long session (an hour or
more).

m Introducing a Participant as a guest speaker.
Use the following instructions to give Co-Presenter privileges to a Participant:
1. Locate the name of the Participant in the Participant List.
2. Right-click the Participant’s name.
3. Select Promote to Co-Presenter.
The individual’s name now appears in the Presenter Area.
4. Introduce the Participant as a Co-Presenter.

Note: The Co-Presenter privilege can not be give to a Participant who stepped out.

Demoting a Co-Presenter

o @

Use these instructions to remove the Co-Presenter privilege from a Participant:
1. Right-click the Participant’s name in the Presenter Area.
2. Select Demote to Participant.

The Participant’s name now appears in the Participant List.
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Chapter 6
Using Agendas

An Agenda is a list of files, images, and other content that a Leader
can show during a session. An Agenda can also designate points in a
session at which software tools are to be launched.

Leaders can step through the items in Agenda either sequentially or
randomly.
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An Agenda listing appears in the Agenda Area of the Leader interface.

% Impart | o

Retirement

- @] HighRize Construction Up...
- || Mew Funds
- |3 What Are o Looking For?
=7 Breakout Foom 1
- (] Making the Decizion
=7 Breakout Foom 2

- (2] Brainstorming
- || Choices to Make
- [ Fetirement Calculataor
- || Questions to Ak

Symposium and Conference users can create an Agenda in advance. Refer to the
"Centra 7 Content Developer Guide" for information about how to create an Agenda
and upload it to the Centra Server.

Previewing a Session’s Content

© 6

Leaders and Co-Presenters can view individual items in the Agenda of a Symposium
or eMeeting session before the session begins. Participants can also view Agenda
items in a Symposium event before the Leader begins the session. After the session
begins, only the Leader and Co-Presenters can select and view individual Agenda
items.

Use Browse Content to access and view Agenda content at any time.
To browse content:

1. Click the My Schedule link.

2. Locate the name of the Symposium or Conference session.

3. C(Click the Browse Content link associated with the session.
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The Centra Browse Content window appears. The Agenda items are listed in
the frame on the left. The Media Window appears on the right.

3 Centra Browse Content - Microsoft Internet Explorer [_[OIX]
J File Edit ‘“iew Favorites Took Help “ [E Snaglt

Retirement
Update

=] HighRise Construction
B yew Funds

B8] what are vou Looking
B choices ta mMake .
=] Questions to Ask ’ SeC unty
= IMaking the Decision

© evanation + Potential for high yield

- What Are You Looking For?

+ Short-term gains
+ Long-term gains

d | 3| |

|@ “Wiew Making the Diecisian ,_,_ (EE Local intranet A

4. Click the name of the Agenda to display information about the event.
5. Click individual Agenda item names on the left side to view the items.

Note: Whiteboard, Appshare, Web Safari, Survey, and Evaluation items are not
available in Browse Content. Certain other items can be displayed only
during the session. See Centra 7 Content Developer Guide for information
about restricting the display of content.

6. To exit Browse Content, select File, Close or close the browser.

The following icons appear in the Browse Content window.

Icon Type Description
Page An individual slide. For
=] animated PowerPoint slides, the
last transition slide appears as a
static gif.
Not available An Evaluation, Survey,
ﬁ outside of session Appshare, Web Safari, or

Whiteboard Agenda item, or
items the Content Developer
marked in Agenda Builder as
'Not available outside of session'.

These items can be viewed only
during the session.
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Icon Type Description

Folder Opening a folder

a
Click a closed folder to
open it and show its contents.

Closing a folder

_ i
Click an open folder to
close it and hide its contents.

Multimedia If the multimedia item requires a
i plug-in, a message may appear
requesting the user to access and
download the required Java
applet or launch an external
viewer.

Adding Content to an Agenda

e 0 @

A Leader can add the following types of content to an agenda:

» Files containing content such as images, text, PowerPoint presentations, audio
files, or video files.

m  Links to files that Participants can view or download on their own machines.
m  URLs that Participants can click to access Web sites.

m  Predefined agendas, which can contain any or all of the above types of agenda
items.

Importing Content Files into an Agenda

To import content files into an agenda:

1. Click the Import button ‘ [ Import | located above the Agenda panel or select
File, Import. The Select a File to Import dialog appears.

2. Browse to the storage location of the file to import and select the file. The
following types of files can be imported:

o Image files

o Agenda files (.saz)
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Note: An agenda file provides a complete, pre-defined agenda for the session.
For information about how to create agenda files, see Centra 7 Content
Developer Essentials.

o PowerPoint files

Note: See “Importing PowerPoint Presentations”for information about how to
import PowerPoint files into the agenda.

o Text files
o HTML and HTM files
o Audio files
o Video files
3. Click Open.
4. Select OK.
5. Click Close to close the Import Tool dialog box.

You can also import content by opening Windows Explorer, selecting the file, and
dragging the file into the agenda area.

Importing PowerPoint Presentations

A Leader can insert one or more Microsoft PowerPoint presentations into an Agenda
before or during a session.

Note: Microsoft PowerPoint 2000 or higher must be installed on the Leader’s
computer.

Participants do not need PowerPoint to view the PowerPoint presentations in the
agenda.

PowerPoint slides containing animations can be imported from Office XP/2003.
To import a PowerPoint presentation:

1. Click the Import button located above the Agenda or select File, Import. The
Select a File to Import dialog appears.

2. Select the PowerPoint file (.ppt) to import. The Select Image Format dialog
appears:

Select the format for imparting zlide images:

Image Formatz

% GIF - Best for simple graphics and test. Smallest file size. Can be used with markup tboaols.
= JPG - Best for shaded backagrounds and photographs. Can be used with markup toaols.

£~ HTML - Preserves animations and can be resized. Large file size.

Select image zize: I G40 = 480 vI

(] Cancel
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3. Under Image Formats, select GIF, JPG, or HTML format.

o Select GIF to minimize the size of the Agenda items. This format is best for
text and simple graphics.

o Select JPG to maintain the quality of the images. This is best for
photographic or complex images.

o Select HTML to make it possible to include PowerPoint animations or
resize the slides. Note: Markup tools are not available for HTML format.

4. Under Select Image Size, select 640 x 480 or 800 X 600.

Note: Importing slides at 800 x 600 pixels in most cases results in greater
legibility than 640 x 480 pixels.

Inserting a File to Download

e 60 ©

A Leader can insert an agenda item containing a link to a file that Participants can
download or view on their own machines.

Note: Participants must have the relevant application installed on their machines to
view a downloaded file.

Use these instructions to insert a link to a file:
1. Select File, Insert File to Download.
2. Browse to the file’s storage location and select the file to insert.
3. Click Open.
An item is added to the agenda:

4. Click on the item in the agenda. The File Transfer window opens on the
Participants’ screens as well as on the Leader’s screen.

File Transfer

To Open the File:

To openthe file, click on the link below. The file will open in a separate window. Each
participant will view their own copy of the file.

To Save the File:

To save the file to your machine, right-click on the link and select the command to Save Target
Asg.

HardwareRequirements doc 20 KB

5. Tell Participants to do one of the following things:

o Click the file name. This causes the file to open in a separate window on the
each Participant’s machine.
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o Right click the file name and save the file to appropriate locations on their
machines.

Inserting a URL into the Agenda

e 0 @

Leaders can insert URLs into the Agendas of Symposium, Conference, or eMeeting
events before or during the sessions.

Users can click this URL and navigate through the designated Web page on their
own. To display a Web site over which only the Leader has control, use Web Safari.
See “Web Safari” for more information.

Use these instructions to insert a URL into an Agenda:
1. Select File, Insert URL.
2. The Insert URL dialog box appears.

x

Title: IBrowser

¥ Available out of sezsion

[~ Use System Browser

Enter a URL location:

ak. I Cancel

3. Type a title for the URL (required) in the Title field. The title appears as the
name of the agenda item in the Agenda area.

4. Select the Available out of session checkbox (default) to make the Web page
available to Participants before or after the session.

5. Select the Use System Browser checkbox to open a separate browser window
on each Participant’s computer for the URL.

If this box is not selected, the Web page opens up in Participants” Media
Window.

6. Enter the URL for the Web page in the Enter a URL location text box. Both
HTTP and HTTPS addresses are accepted.

Note: The URL is not validated. Enter it correctly.
7. Click OK.
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Clearing Agendas

Select File, Clear Agenda to return the agenda displayed in the Agenda panel to the
state that it was in when the session started. Selecting Clear Agenda removes any
content (including Whiteboards) that the Leader added to or deleted from the
agenda, and removes any markup.

Clear Agenda reverses only the additions, markup, and deletions that the Leader
made during the current session.

Deleting Agenda Items

Note: Only JIT content can be deleted.

Before or during sessions, Leaders and Co-presenters can delete individual slides or
entire PowerPoint presentations, inserted URLs, saved Whiteboard or slide items,
files to download, or items in inserted agendas.

Use these instructions to delete agenda items:
1. Select the item to delete in the Agenda panel
2. Press the Delete key or select Edit, Delete.
Only the currently selected agenda item is deleted.

Inserting Content from the Content Catalog or
Knowledge Center into an Agenda

e 06
A Leader can import content into an Agenda from the Content Catalog or the
Knowledge Center.

First, search for the content and then can check the details and preview the resource
before importing.

The following resources are available from Centra Knowledge Catalog and Centra
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Knowledge Center.

Content Catalog

Knowledge Center

etc.)
s FAQ
m File

Reference

eLearning Content (learning
object, simulation, WBT,

Learning Object
Simulations
Assessment
Reference
Discussion

Survey
ChunkRecall Game
FindSlot Game
FAQ

Inserting content from the Content Catalog or Knowledge Center

1. Select Insert, Content from Catalog.

The Insert from Catalog dialog box appears.

Ingert from Catalog

Search | Clear |

Search By:

[ Title =
Far:

IS ales

Type:

|AII Cantent ;I

Lazt Madified

£/9/03 3:27:59 AM

Properties | Wiew |

Type

Reference

FAQ

Best Sales Technigues

Title:

Sales Techniques Frequently Asked Questions

Inzert | Cancel |

ISAR

The search results appear or a message that no match was found.

6. Select a resource.

Select what resource(s) to search for from the Type drop-down.

Click Search (or press the Enter key on the keyboard).

Click the column headers to sort the resources.

7. Examine the resource before importing it:

o Click Properties to see information about the resource.

o Click View to view the resource.

Select if want to search by Title or Keyword in the Search By drop-down.

Type the criteria to search for in the For field or leave blank for all.
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8. Click Insert.

The Insert Knowledge Resource Tool dialog box appears.

é Inzert Knowledge Resource Tool =] &3

Title: IBest Salez Techhigues

W &wailable out of session
[ Containz Audio
[T Use System Browser

| Cancel |

9. Type a name in the Title field. This name appears as the Agenda item during
the session.

10. Click to deselect Available out of session if the Agenda item should only be
available to Participants in session. This feature is selected by default

11. Select Contains Audio to disable microphones while the Agenda item appears
in the Media Window.

Note: Do not select this option if the item does not contain audio.
12. Select Use System Browser to launch the resource in a separate window.
13. Click OK.

The item is imported into the Agenda and appears in the Agenda area.

Search criteria and results remain in the Insert from Catalog dialog box. until a user
removes them by clicking Clear.

Inserting an Agenda

e 0 @

A Leader can insert an agenda into the event before or during the session.

All content is accessed from the server (even if the content is marked as client-side in
the Agenda). Be aware of the connection types used by the participants. For example,
a participant with a 28K dial-up connection would be able to download
approximately 3-5 KB per second.

Evaluations will not be inserted.

A Survey with the same name as one already in the agenda will not be inserted.

How to Insert an Agenda

To insert an agenda:
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1. Select File, Import....

2. The Select a File to Import window opens.

Select a File to Import HE

Look in: [ /-3 CETOO1 x| «®mckEE-

1 CETOOT for animation
Breakout Roarns atirn. gif
Centra Tools anirn. gif
EETDEI‘I for animation. ppt
CETOO. ppt

[TICETO0 32
Introductions. gif

Saving Marked-Up Content anin. gif

2]

File name: IEETDD‘I 582 j Open

Files of type: I.f-‘-.II allowed files [".t:-:t;".html;*.htm;*.bmp;".gif;".ipgj Cancel |
v

3. Browse to the agenda’s storage location and select the agenda to insert. The
name of the agenda appears in the File name text box.

Note: Agenda files have the file extension .saz.
4. Click Open.
The agenda items display in the agenda.
Note: Evaluations are not imported.

Note: See “Tip: For slides containing PowerPoint animation, use the Next button to
step through the number of animations involved within the slide.” to remove an
item from Agenda.

See the “Centra 7 Content Developer Guide” for information about planning and
creating an Agenda using agenda Builder.

Displaying Agenda ltems

e 0 @

m  Click an Agenda item to view the item in the Media Window. The item also
appears in the Media Window of each Participant in the session.

m  When a Leader clicks an item, the selected item’s Agenda name changes color.

m  To see the full title of an Agenda item, place the mouse pointer over the
Agenda item.

m In pre-session mode in Symposium and Conference, Agenda items that are not
available out of session appear grayed out in the Agenda.
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n If HTML format was used for the PowerPoint import, resizing the Media
Window resizes the slides to fit the window.

Navigating the Agenda

Use these instructions to navigate through an agenda:
1. Click on any item to select it.

2. Expand or collapse the folders in the Agenda by clicking on the boxed + or -
icon.

3. Use the Next and Previous buttons : 4 =g inthe Agenda area to step

through Agenda items in order.

Tip: For slides containing PowerPoint animation, use the Next button to step
through the number of animations involved within the slide.
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Chapter 7
Audio Options

Audio in Symposium, Conference, and eMeeting sessions can be
configured with the following features:

Multiple concurrent speakers
Conference Call information
Centra Audio Wizard

Sliders in the Audio area

Speaking Modes

A Participant’s audio can also be adjusted from the Leader’s interface.
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Multiple Concurrent Speakers

e 0 @

More than one person can speak at the same time in Symposium, Conference, and
eMeeting sessions. With adequate bandwidth, as many as four users can speak and
be heard simultaneously.

The default audio configuration for a session allows only one user to speak at the
same time. The Event Manager can specify the number of concurrent speakers when
creating a Symposium or Conference session.

During a Symposium, Conference, or eMeeting session, the Leader can modify how
many users can speak at the same time. If a Leader changes this setting during a
session, the changes are temporary and apply only to that session.

Use these instructions to set the number of concurrent speakers:
1. Select Tools, Options...
2. Select the Audio tab in the Options dialog.
3. Select from one to four speakers from the Number of speakers drop-down.

4. Click OK.

See “Speaking Priority by Role” for information about speaking priority in a session.

Speaking Priority by Role
In a Symposium, Conference, or eMeeting session, speaking priority is in the
following order:
1. Leader
2. Co-Presenters or Breakout Leaders

3. Participants

Conference Call Information

e 60 @

Use these instructions to view and update conference call information for
Symposium, Conference, or eMeeting events:

1. Select Tools, Conference Call Info.
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The Conference Call Information dialog appears:

£ Conference Call Inf x|

FPhone Mumber 1: IBEIEI-1 23-7654

Fhone Mumber 2; I

Access Code: |2554

Huost Code: 2578

Comments:

ak I Cahicel |

2. Type the conference call telephone numbers, access code, and comments (if
necessary).

The following fields are available for teleconference sessions that use Centra
Telephony Gateway:

Comments:

Conference Call B ecorder

Dialing Prafile: velcroTel j

Dizconnect Becorder 1

Select the conference call profile to use to contact the teleconference from the
Dialing Profile drop-down list.

Click Disconnect Recorder/Connect Recorder button to disconnect or connect
the recorder from the teleconference. The label on the button toggles between
the two options.

3. Click OK.
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Using the Centra Audio Wizard

e 0 @

Use the Centra Audio Wizard to adjust settings for microphones and speakers.

The Audio Wizard opens automatically the first time a user logs in to Centra 7. A user
can open the Audio Wizard at any time by selecting Tools, Audio Wizard.

Note: Centra uses volume and audio settings based on the system settings.

Use these instructions to configure audio with the Centra Audio Wizard:

1. Put the headset on (or listen through speakers) and click Play.

£ Audio Wizard ]

Wolurne:

Thiz wizard will help you zet your zpeaker and microphone levels,

— Speaker Volume

Set the gpeaker volume to a comfortable level.

Low ). High

Stop |

Troublezhooting: Check that your speakers are plugged in. Then click the Advanced button
to open the audio controls,

Advanced... | < Back | Finizh | Cancel |

2. Listen and adjust the playback volume by moving the slider.
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3. Click Next. The Speakers dialog opens.

£ Audio Wizard

Speakers

Select whether you are using speakers or headphones.

Speaker Type

\I " Speakers
=

Select thig zetting for all situations where your microphone may pick up
zound from wour zpeakers. Echo cancellation will be turmed on to prevent
feedback.

Q {* Headphones
Select thiz zetting if you are using headphones and do not require echo
cancelation.

Advanced... | < Back | Eiriisty | Cahicel |

4. Select Speakers or Headphones.

Select Speakers to prevent the audio feedback that can result if a microphone
picks up sound from the speakers. Select Headphones only when using a
headset.

5. Click Next. The Microphone window opens:

£ Audio Wizard

icrophone

Skip thiz gtep if vou are not uzing a microphone for this event,
icrophone Wolume

Speak into your microphone to test, Set the volume to be in the yellow while you are
speaking at a comfortable level,

Low ). High

v Automatically adjust microphone level

Tip: For best quality with headzet microphones, keep the microphong close to your mouth.

Troubleshooting: IF wour microphone iz not working, check that it iz plugged in, then click
the Advanced button to open the audio controls.

< Back Finigh Cancel
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6. Speak into the microphone to test the speaking volume of the microphone.
Adjust the volume using the slider. The colored bar above the slider indicates
the quality of the volume. The best speaking volume is yellow. Green indicates
low volume and red indicates high volume.

Select Automatically adjust microphone level to cause Centra 7 to adjust the
microphone to an appropriate speaking volume automatically.

7. Move the slider to set the volume for the audio transmission.

A lower setting on the slider picks up soft-spoken voices. A higher setting
picks up only loud voices. Be aware of the following;:

o Background noise that might activate transmission.

o If echoing occurs, adjust the threshold to the right, or go back to the Mode
Settings page and select Speaker mode.

o If words are missing, adjust the threshold to the left.
8.  Click Finish.

Advanced Audio Configuration

Click the Advanced button to adjust additional audio options. For more information,
see Appendix A, “Advanced Audio Options”.

Adjusting the Volume During a Session

e 60 ©

The sliders in the Audio area enable users to adjust their speaking and listening
volume while in a session. The top slider adjusts the volume of the speakers and the
bottom slider adjusts the volume of the microphone.

Q—_

=N

o

To adjust the audio for a specific Participant:

1. Right-click the Participant’s name and select Adjust Audio.
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The Adjust Participant’s Audio window opens.

E Adiust Mike's audio [7 ] x]

Adust Mike's audio zettings.

—Microphone WVaolume

“While the participant iz speaking, adjust the slider bar below 2o that the meter
reaches the pellow area.

Low . J High

[V Automatically adjust microphore volume!

— Optionz

[ Echo cancellation [prevents feedback]

Cloge

2. Adjust the Participant’s microphone volume using the slider.

Check Automatically adjust microphone volume to cause an appropriate
microphone volume to be selected automatically.

4. Check Echo cancellation (prevents feedback) if you are using speakers rather
than a headset to speak and listen.

5. Click Close.
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Chapter 8
Broadcasting Video

Overview

Leaders can control video broadcasting by doing the following things:
m  Turn video broadcasting on and off for an event.
= Select or de-select Multi-Video broadcasting.

»  Grant video control to and take it from any participant in the
session. Video can be broadcast by the leader, by co-presenters,
and by participants.

Note: Participants in Conference events cannot broadcast video.

m  Enable and disable automatic switching of video control.
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Terminology

The following terms are used in this chapter:

Presenter The leader or a co-presenter of an event or meeting.

Broadcaster The presenter or participant with video control.

Viewer The presenter or participant watching the video
broadcast.

Enabling Video Broadcasting

e 0 @

System administrators can enable and disable video broadcasting in Symposium and
Conference events and eMeetings by setting domain properties. These properties
enable System Administrators to do the following things:

m  Enable or disable video broadcasting for all events and meetings created in the
domain. Creators of events and meetings cannot override this enabling or
disabling of video broadcasting.

m  Enable or disable video broadcasting for all events and meetings created in a
domain as a default. Creators of events and meetings can override this default
for individual events or meetings.

If video broadcasting is enabled or disabled as a default, creators of events and
meetings can override the default by doing the following things:

m  Select or de-select Live Video under Meeting Options when creating the
meeting in the Create Meeting page.

m  Select or de-select Live Video under Session Options when creating the
Symposium or Conference event in the Event Manager.

By default, video broadcasting stops when Application Sharing begins. Video
broadcasting must be restarted manually when Application Sharing stops. A System
Administrator can override the default by setting the Video allowed during
appshare? domain property to Yes. Setting this property to Yes makes it possible to
broadcast video during Application Sharing.

Note: Broadcasting video while Application Sharing may require additional
network bandwidth.

For information about domain properties, refer to the System Administrator Guide for
Collaboration Products, Volume 2.
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Enabling and Disabling Video During a
Session

During a session, a presenter can turn on video for the event by clicking the Video
button in the presenter's toolbar. When video is turned on, the video panel is
displayed. If the presenter who turned video on has a camera, the presenter’s video
broadcast is displayed in the video panel.

If the presenter has no video camera, a disabled-camera image appears in the video
panel. Video panels also appear for all other participants, displaying the presenter's
disabled-camera image.

The Video button is engaged after being clicked. Clicking the engaged Video button
stops the video for the event and hides the video panel from all users. The Video
button is disengaged after being clicked.

Presenters can also turn video on and off during a session using the Video On and
Video Off items in the Video sub-menu. These menu items provide the same
functionality as the Video button in the Leader's toolbar.

Using the Centra Video Wizard

e 60 @

Use the following instructions to change video camera selections and preview video
before starting a session.

1. Select Tools, Video, Video Wizard. The Video Wizard opens.

2. Select the video camera to use from the drop-down list and click Next. This
step is not necessary if only one video camera is in use.

Focus the camera and position it at the desired angle and distance.

To disable the reversed, mirror-image camera view, de-check the Mirror
Locally box (checked by default).

5. Click Finish.
If no camera is connected to the computer, the following error message is returned:

No Video Camera Detected. Check that your camera is plugged
in properly and that the correct drivers are installed.
DirectX 8.0 or greater is required.

Note: If a broadcaster opens the Video Wizard during a session while video is
broadcasting, that broadcaster’s video broadcast pauses for all viewers. It resumes
when the broadcaster finishes using the Video Wizard.
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Starting Video Broadcast

e 0 @

Important: Test cameras outside of Centra 7 before starting video in a session.
Use the following instructions to start a video broadcast:
1. Start Symposium and begin the session, or start Conference or eMeeting.

e

2. Click Video 4., on the toolbar or select Tools, Video, Start Video On.

The video button appears only if video has been enabled for the session. In
Symposium, the video button is grayed out until the session begins.

The video appears in the Video panel above the participant’s panel.

3. To stop video for the event, click the Video button on the toolbar or select
Tools, Video, Video Off.

Selecting Single-Video or Multi-Video Mode

Video can be broadcast in either Single-Video mode or Multi-Video mode:

» In Single-Video mode, the video panel displays video from only one
broadcaster. Thus, only one person can broadcast video at a time.

m  In Multi-Video mode, 2, 3, or 4 users can broadcast video at the same time.

The System Administrator can disable Multi-Video mode by setting the value of the
Maximum number of video channels domain property to 1. Setting this property to
a value greater than 1 enables Multi-Video.

If Multi-Video mode has been enabled by the System Administrator, presenters can
start Multi-Video mode during a session by selecting the Tools, Video, Multi-video.

Video Panel

e 60 ©

The Video panel appears above the Presenters panel. In Single-Video mode, the
panel contains a single video frame, displaying video from a single broadcaster. In
Multi-Video mode, the panel can contain up to 4 video frames, each displaying video
from a different broadcaster. The Multi-Video panel is always undocked and
free-floating.

To view the full video screen, click Undock in the video panel title bar.

Note: The recommended size for video in the Multi-Video Panel is 176 x 144. If the
frame is enlarged beyond this recommendation, performance may be affected
and it may not be possible to see all the frames in the Multi-Video Panel,
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depending on the screen resolution.

Using Video Controls

The following video broadcasting controls are available to leaders and co-presenters:

= Show My Camera > and Pause appear on the Broadcaster’s video

panel. Pause the video broadcast by clicking Pause and resume the video
broadcast by clicking Show My Camera.

m A broadcaster who is not the leader has a Stop Video button that passes video
control back to the leader.

m  All users except the Leader can disable video for themselves by selecting the
Hide Video item from the Video menu. Users with disabled video cannot be
granted a camera or display video.

Using the Video Menu

Use the Video sub-menu to turn video on or off, pause or play Video, Show or Stop
video (co-prsenters and participants only).

The maximum size to which participants can expand the video panel (both normal
video and full video) is set by the System Administrator.

Note: As the full size video frame size and/or the video frame rate are increased, the
demands on the network, the Centra server, and Centra clients may increase
dramatically. This may affect the performance of one or all of the
aforementioned areas.

Granting Video Control

e 0 @

A leader can grant video control to a co-presenter or participant at any time during
the broadcast and as many times as necessary.

m  In Symposium and eMeeting, a leader can pass video control to any
co-presenter or participant who has a camera.

m In Conference, a leader can pass video control to any co-presenter who has a
camera, but not to participants.

When a co-presenter or participant becomes the broadcaster, two buttons appear in
the participant’s video panel: Pause Video, and Stop Video. If the participant clicks
Stop, video control passes back to the leader.

Note: If no camera is connected to the leader’s computer, the leader can start video
for the event and pass video control to a co-presenter or participant.
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Auto Switching (Single Video Mode Only)

When auto switching is enabled, video control passes automatically to the presenter
or participant who is currently speaking. That person then becomes the video
broadcaster. When more than one person is speaking at the same time, the leader is
granted video in preference to co-presenters and co-presenters are granted video in
preference to participants.

To enable automatic video switching, select Tools, Video, Auto Switching. If control
passes to a user who has no camera, no video camera graphic appears in the Video
panel for that participant or co-presenter.

Note: Automatic video switching is not available in Multi-Video mode.

Manual Video Switching

When manual video switching is enabled (the default), video control passes to the
presenter or participant to whom the leader grants a camera. That person then
becomes the video broadcaster.

Use these instructions to switch video control to another person manually:

1. Right-click a participant’s name in the participant list or the co-presenter’s
name in the presenter’s area.

2. Select Give Video Camera from the pop-up menu.

This option is not visible when the participant does not have a camera or has
selected Hide Video.

Use these instructions to regain video control manually:

1. Right-click the Leader’s name in the Leader panel and select Give Video
Camera from the pop-up menu.

2. Click the Show My Camera button in the video panel or in the Video
sub-menu. Only presenters have the Show My Camera button and menu item.
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Chapter 9
Text Chat
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Overview

A text chat is an exchange of text messages between the participants
in Symposium, eMeeting, or Conference sessions.

Leaders, Co-Presenters, and Participants can both send and receive
text chat messages:

m Before, during, or after sessions,
m  While stepped out,

m  While using other tools, such as the Whiteboard or the
Application Sharing (AppShare) tool, and

m  In Breakout rooms (Symposium only).
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Leaders can reply to messages, pick important questions to show to all participants,
and verify that all questions are answered. Presenters can also mark questions as
being read and display time stamps that indicate when questions were asked.

Leaders can send messages to all Participants. The messages appear in the Message
Box of each Participant's and Co-Presenter’s text chat window.

Participants can send text chat messages to the Leader and the Co-Presenters -- for
example, to ask questions or to provide notification of problems. Participants can
also send text chat to each other. This feature is disabled by default, and can be
enabled by Session Leaders.

Using the Text Chat Window

File Edit ‘iew Ackions Tools Help

To use text chat, open the text chat window by clicking the Text Chat icon in the tool
bar or by selecting Tools, Text Chat. The following figure shows the text chat
window in use in a session:

B ¢ @& « X @ & B | @7 R D @ &F ~ @,
Begin FRecord Hand Yes Mo Laugh Applaud Step Out || Agenda Appshare Survey 4feb Safavhiteboar | Text ChaFeedt

Participants File Edit Actions
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Q e I f=attinn Startad

8 & £ Text Chat

1

=101 ]

70 Import |

f John B: Hello everyone. Do you have any questions that pou'd like to azk before we begin? LI
John
& Jim
ﬁ I @V I Qf I rQ- 1
f F.atrina John B to Jim M: Jim,_ Are vou ready to go ahead?
Jim M: ez, | am ready to demaostrate the Whiteboard functions after your introduction. | will be c
EQ. 5 watching the Agenda and checking for guestions. -

o To I Al Presenters

= e #Q A[© |

x| I Dpen recipient's chat

ks P ]

I!'F",&,genda OF., evervone. We're ready to go. b
Send
I the session.
-
1| | _'l_l
[ [0 Paused 0:00:00 | | Pre-Session | | Metwork: MWW |
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The following figure illustrates the features of the text chat window.

(x4

Menus —p Fie Edit actions

John B: Hello evervone. Do you have any questions that wou'd like to azk before we begin? ;I

Message

Box >

John B to Jim M: Jim, Are you ready to go ahead?

Jim M: ez, | am ready to demostrate the Whiteboard functions after your introduction. | will be
watching the Agenda and checking for questions. -

Menu Item Icons —pm 3 4 2 0

T I.t'-\ll Presenters LI [~ Open recipient's chat

Composition Box 0F. everyone. %e'e ready to go.
— g Send

Text Chat Menus

The following table summarizes the actions that a Leader can perform through the
File, Edit, and Actions menus of the text chat window.

+

Note: A Leader can also perform the actions listed in the table below by clicking the
Menu Item Icons below the Message Box.

Menu Item l\;lceor;lu Description Available To:

File Save As ... Saves the content of the text chat Leader
window to a file. Co-Presenters

H Note: Text chat can also be saved | Participants
automatically to a log file. For

more information, see “Logging
Text Chat Messages” on page 79.

Print (Ctrl + p) Prints the content of the text chat | Leader
- window. Co-Presenters
d Participants
Close Closes the text chat window. Leader
Co-Presenters
Participants
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Menu

Menu Item Description Available To:
Icon
Edit Cut (Ctrl + x) Cuts the currently selected text in | Leader
the Composition Box. Co-Presenters
- & Participants
Copy (Ctrl + ) Copies the currently selected Leader
— messages in the Message Box. Co-Presenters
.-'i"i"' In the Message Box, only entire Participants
messages can be copied. In the
Composition Box, individual
words and characters can be
copied.
Paste (Ctrl + v) Pastes copied text into the Leader
Composition Box. Co-Presenters
i ] Participants
1‘
Select All (Ctrl Selects all messages in the Leader
+A) Message Box. Co-Presenters
Participants
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Menu

Menu Item Description Available To:
Icon
Actions | Refresh Redisplay contents of chat Leader
messages Co-Presenters
Participants
Display Time Displays or hides times stamps | Leader
Stamp with each message. Time Co-Presenters
@ stamps indicate when the Participants
message was sent.
Send to Sender Addresses areply to the sender | Leader
- of a message. Co-Presenters
= j Participants
Reply to Sends a reply to the sender of the | Leader
Sender : a single selected message in the Co-Presenters
Lt-. Message Box.
The message and reply are
indented in the Text Chat
windows of the Leader and Co-
Presenters.
Reply to All Sends a reply to the sender of a Leader
- message as well as to all Co-Presenters
fE\? participants
the reply is indented in the Text
Chat windows of the Leader and
Co-Presenters.
Reply to All Forwards the text of a question to | Leader
with Message — everyone and includes a reply. Co-Presenters
[‘Eﬁ The message and reply are
indented in the Text Chat
windows of the Leader and
Co-Presenters.
Mark Read Marks the currently selected Leader
message as read. Co-Presenters
@ Note: The color of read messages
can be specified in the Options
dialogs.
Mark All as Read Marks all messages in the Leader
Message Box as read. Co-Presenters
Mark All as Marks all messages in the Leader
Unread Message Box as unread. Co-Presenters
Options. . . Opens the Options dialog, where | Leader
e options for text chat can be Co-Presenters
] specified. For more information, Participants

see “Setting Text Chat Options”
on page 76.
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The Message Box

The Message Box lists the messages that have been sent by Leaders, Co-Presenters,
and Participants during this session.

Replies from a Leader or Co-Presenter to other messages are indented in the Message
Boxes of Leaders and Co-Presenters.

By default, read messages are greyed out; for information about how to change the
color of read messages, see “Setting Text Chat Options” on page 76.

The To: Drop-Down List

The To: drop-down list specifies people to whom a message will be sent.

Note: Before sending messages, always verify that only the intended recipient(s) are
currently selected in the To: list.

The To: drop-down list includes the following choices:

m All
Send a message to all Presenters and participants.

= All Presenters
Send a message to all Presenters.

» Individual Participants
Send a message only to the selected participant. Participants’ names appear in
alphabetical order by first name.

Check the Open recipients’ chat box to send an urgent chat to a participant. The
participant’s text chat window will automatically open on the participant’s screen.

The Composition Box

To compose and send a text chat message, enter the text of the message in the
Composition Box and click Send. The message is sent to the recipient or recipients
who are currently selected in the To: drop-down list.

Setting Text Chat Options

Leaders can set a number of text chat options at any time during a session. These
options can be set on the Text Chat tab of the Options dialog.
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To open the Options dialog, select Actions, Options... The following figure
illustrates the Text Chat tab of the Options dialog.

x

Avdio IVoice |\-"iew IAppshare | Text Chat ILanguage I

—Participant Chat
Allow participants ta:

[+ Send to &l Presenters
¥ Send toAll [public chat)
[~ Send to ather participants

¥ Save chatto afile

—LChat Font and Colors

.v Public Mezsages

QK. I Cancel |

Note: Changes made through this dialog box also affect the text chat in Breakout
rooms. Breakout room Leaders cannot change these options.

Participant Chat Options

The following text chat options can be set for all participants:

= Send to All Presenters
Enables participants to send text chat messages to all presenters.

s Send to All (public chat)
Enables participants to send text chat messages to all presenters and
participants.

= Send to other participants
Enables participants to send text chat messages to other participants.

= Save chat to file
Enables participants to save text chat to files.

Chat Colors and Font Options

Leaders can choose the color in which public, private, and read text chat messages
are displayed. This feature makes it possible to distinguish the messages in these
categories from each other.

To select a color for all the messages in one of these categories:

1. Click the icon to the left of the category name (Public Messages, Private
Messages, or Read Messages). The color palette appears.
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2. Select a color from the color palette.

3. Click OK to apply that color to all messages in the selected category.
To select the font, style, and point size for all messages:
1. Click the Font button. The Select Font dialog appears:

Fant Fant ztyle Size
S Shell Dig Hormal
CTVTHGWELL -
Lucida Conzole _I
Lucida 5 anz Unicode

MARKETPROD

M2e<I0

M5 Outhook, —I
M5 Sans Serf

M5 Serif

MS Shell Dlg | 1R =l

—Effects —Sample
[~ Strikeout

[~ Underline

g
ormal E
Italic 7
Bold g
Bold [talic |

AaBhbTEz

Script

I L atin LI

QK. I Cancel |

4

2. Make choices from the following categories:

Font (such as MS Shell Dlg, Book Antiqua, or Courier New)
Font Style (Normal, Italic, Bold, or Bold Italic)

Size (Range: 6 to 72 points)

Effect (Strikeout and Underline)

o Script (such as Latin, Greek, and Cyrillic)

3. Verity that the currently selected choices are correct. The currently selected
choices are applied to the text in the Sample box.

4. Click OK to apply the choices to all the text chat messages created in this
session.

Text Chat in Breakout Rooms (Symposium)

The text chat in a breakout room is seen only by the Participants in that breakout
room and by the breakout room leader. Participants in a breakout room can
exchange text chat messages with other Participants in the same Breakout room but
cannot exchange messages with Participants outside the Breakout room. Text chat

sent to another Participant in a Breakout room is also sent to the Breakout room
leader.

When the saving of text chat messages is disabled in the main room, itis also disabled
in all Breakout rooms.
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Logging Text Chat Messages

The text chat created in every session is logged to a file automatically if the Event
domain property Save Text Chat Logs by Default? is set to Yes. This property is set
to No by default, and must be set to Yes by a System Administrator to enable the
logging of text chat.

Text chat logs can be accessed only by users with the “Download Text Chat Logs”
privilege. This privilege is turned on by default for the Domain Admins group.

The domain property takes precedence over the user privilege. Thus, if Save Text
Chat Logs by Default? is set to No, users with the “Download Text Chat Logs”
privilege cannot access text chat log files.

For information about how to manage domain properties and user privileges, refer
to the Centra 7 System Administrator Guide for Collaboration Products, Volume 2.

Downloading Text Chat Log Files

To download a text chat log for an event:
1. Login as an Administrator with the “Download Text Chat Logs” privilege.
2. Go to the Manage Events page.
3. Find the event with the text chat to download.
4. Click the Reports link for that event. The Reports page opens.
5. Click the Download link in the Report page for the text chat log to download.

If more than one session of an event occurs, a separate text chat log is created
for each session. Each text chat log is identified by the date and time it was
created.

Best Practices for Text Chat
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Suggest that Participants use text chat to communicate directly, for example:
m If they need extra help or have technical difficulties.
= If they want to speak to only one other person.

m If they step out and return to find Breakout Sessions in progress (Symposium
only).

m If they need help or have questions during Breakout sessions (Symposium
only).

Note: On the Participant's toolbar, the Text Chat button changes in color to bright
yellow to indicate there is a private message.
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Chapter 10
Markup Tools

In Symposium, Conference, and eMeeting, the Leader can mark up
most slides. Symposium and eMeeting include a Whiteboard feature
that enables the Leader and Participants to share information.

Use the markup tools to write on the Whiteboard. With microphone
control, Symposium and eMeeting Participants can mark up the
Whiteboard or slides in the Agenda.

Presenters can use whiteboards before sessions begin. Whatever they

draw on the whiteboard persists through the upcoming session.
Participants, however, cannot use the whiteboard before a session
begins.

Markups on agenda slides is persistent through the entire session.
When the event ends, the markup disappears.

Imported images can be marked up using markup tools.
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Whiteboard

0 O

The Whiteboard enables presenters and participants to collaborate on a project while
in a Symposium or eMeeting session.
: : . . A .
To select the Whiteboard, click the Whiteboard icon whietead on the toolbar or in the
Agenda, or select Tools, Whiteboard.

The Whiteboard appears in the Media Windows of the Leader and each Participant.
The Markup toolbar appears above the Whiteboard. Use the markup tools to enter
text, draw lines, highlight images, create simple shapes, draw or use the markup
tools over an imported image. See “Markup Toolbar” for more information.

Participants must have microphone control to use the Whiteboard. As the Leader or
Participants work with the Whiteboard tools, the content of the Whiteboard is visible
in everyone's Media Window.

Best Practices for the Whiteboard

0 O

Remember these best practices for using the Whiteboard:

m  Use the Whiteboard to summarize what has been discussed or points that
Participants bring up.

m  Save important markups to the Agenda.

m  When changing colors in the Whiteboard, the change does not affect the items
already on the Whiteboard.

m  Markup changes remain on the Whiteboard until they are erased or cleared.

m  Atascreen resolution of 1024 x 780, Participants with a screen resolution of 800
x 600 are not able to see all of the drawing without scrolling.

Writing on an Agenda Item

© 60 @

The Markup tool makes it possible to write text, draw shapes, or highlight areas of
an Agenda item.

Note: Only gif and jpg content can be marked up. The markup toolbar does not
appear for other content.

To mark up a slide:
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1. Click the Agenda item.

2. Use the Markup toolbar to write, draw, or highlight as needed. See “Markup
Toolbar” for more information.

Markups made to one item in the Agenda persist even when another item in
the Agenda is chosen.

To clear the markup, select Edit, Select All and press the Delete key or use the Clear
button.

If Participants have a microphone, they can also write and clear markup on a slide.

Markup Toolbar

© 60 @

Use the Markup toolbar to mark up the Whiteboard or slides in the Agenda. The
Markup toolbar contains the following buttons:

=

DY AT Wy

SE-A B-E-=-A,

The following lists and describes the buttons in the Markup toolbar.

Button

Tool Tip

Description

=

Save to Agenda

Save the Whiteboard file or marked-up
slide to the Agenda (Symposium and

eMeeting only).

Selection Tool

Click to use the selection tool to select
objects created using markup tools - to

move or edit then.

Laser Pointer

Click to create a laser pointer. When a
user clicks again, the pointer appears in

the new location.

My Arrow Click to create an arrow with the user’s
I'_‘> x name.
Star Click to add a star.
"Iif' -
Check Click to add a check mark.
W -
X Click to add a red X.
E -
Laugh Click to add a laugh indicator.
@ -
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Button Tool Tip Description
_ Highlighter 'Scribble' a yellow highlight line over text
R or graphics.
Rectangle Draw a yellow highlight rectangle over
- Highlighter text or graphics.
Oval Highlighter | .Draw a highlighter oval over text or
- graphics.
Blue Select a color for the highlighter.
v Green
Pink
- Yellow
.
Highlighter Line Select a line width for the highlighter line.
Width
—
: Draw Draw a freehand line.
L
Line Draw a straight line.
o
Arrow Draw an arrow.
ks
Filled Rectangle Draw a filled rectangle. To create a filled
R square, hold down the Shift key after
clicking the button.

Filled oval Draw a filled oval. To create a filled circle,
® - hold down the Shift key after clicking the
button.

Rectangle Draw arectangle. To create a square, hold

down the Shift key after clicking the
button.
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Button Tool Tip Description
Oval Draw an oval. To create a circle, hold
O~ down the Shift key after clicking the
button.
Text Tool Write text.
A
Line Color Click to select a color for a line, the
H- outline of a shape, or text.
Fill Color Click to select a color for the interior of a
0~ filled shape.
Line Width Select a line width for a line or the outline
- of a shape.
Select Font Select the font type, size, and format..
Ay
_____ Drag Eraser Click Drag Eraser; then lasso the object to
b be erased.
Eraser Click Eraser; then click the object to be
I erased.
Clear Click to clear all background images, text
Q and/or graphics from the Whiteboard or
slide.

Editing Markups

Markups on a slide or on the Whiteboard can be edited.

To edit a markup:

1. Use the Selection Tool to select the object to be edited.

Tip: To select several objects at one time, use the Selection Tool to lasso the

objects.

2. Click and drag to move the object to a new position.

Right mouse click an object to bring up a menu with edit options. Using the

menu, you can:

o Change the line or fill color or line width of the object

o Change the font or edit the text of a text object

o Select all objects
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o Delete selected objects

o Move an object to the front or the back of other objects

Saving and Clearing Markups

The Whiteboard or marked-up slide can be saved to the Agenda, and markups can
be cleared from a Whiteboard or marked-up slide.

Saving the Markup to the Agenda
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To save the Whiteboard (Symposium or eMeeting) or marked-up slide display to the
Agenda:

1. Click the Snapshot to Agenda button ~  on the Markup toolbar.
The Save to Agenda dialog box appears.
Type a name for the display in the Name field.

Click OK to save the markup. The saved item appears at the bottom of the
Agenda.

Clearing the Markup

© 60 @

To clear the Whiteboard or marked up slide:

»  Click the Clear Whiteboard &) button on the Markup toolbar.
m  Select Edit, Select All. Then use the Delete key.

The Confirm dialog box opens:

'EE Centra 7 E |

Do you want to clear all markup?

)4 Cancel |

4. Click OK.

If more than one person is working, this button erases everyone’s work. To restore
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the markups, select Edit, Undo.
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Chapter 11
Surveys and Evaluations

Surveys enable Leaders to poll Participants one question at a time.

Evaluations (Symposium and Conference only) are collections of
questions that Participants answer on their own.

Leaders can create Surveys during a session, or before the session
using Agenda Builder. Evaluations must be created before the
session, using Agenda Builder.

Survey results are not saved after a session ends while Evaluation
results can be saved and viewed by the session Leader or Event
Manager.

Tip: Refer to the Centra 7 Content Developer Guide for information
about how to create Surveys and Evaluations in Agenda Builder
(Symposium and Conference only.)
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Surveys
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The Survey tool enables the Leader, Co-Presenter, or Breakout Leader (Symposium
only), to give a quick, one-question-at-a-time poll to Participants during a session.
Create a survey before or after beginning a session.

Surveys must have a question and at least one answer.
Consider using the Survey tool for the following:
m  Polling Participants and viewing a graph of Participants’ responses.

m  Soliciting pacing and comprehension feedback.

Best Practices for Surveys

m  Create surveys before the session begins to save time.
m  Check survey totals to know when to move on.
m  Survey results are not saved once the session ends.

m  Create a Survey ahead of time and include in an Agenda using Agenda
Builder.
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Creating a Survey

e 0 @

To create a new survey while in session:

T ?
2
1. Click the Survey button 5Surv&y on the Leader toolbar. Or, select Tools, Survey.

The Survey window opens.

ﬁc Survey

Select a Survey:

How often? © Mew Survey...
Do pou agree?

ez or no? Edit Survey...
Howe mary?

Delete Survey

fEE ]

Shaow Survey Cloze

The window contains four template survey questions. To use one of these
templates, see “Using a Survey Template.”

2. Click New Survey.
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The New Survey window opens.

£ New Survey

—Questior:
I

— hrswers
9| -
e | L
9| -
e D
9| i
e | L
9| H-
e | L
9| -
e D
9| -
e D

[ o ] cane | Fom |

3. Type the Survey question in the Question text box, for example, “What type of
sales projections do you anticipate for next quarter?”

4. Enter possible answers in the Answers text boxes.
Click OK.
In the Survey window, click Show Survey to show the survey to Participants.

The Survey appears in each Participant’s Media Window.
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As each Participant responds, the Media Window reflects the tabulated
responses.

—Quesztion
YWhat iz your general zales projection for the next quarter?

—Angmers

€ Excellent O
© Good [ RE
€ Fai o m
= Poar I— (14

Responses received from 4 of 4 attendees.

Show Besults to All|  Clear Results | Edit this Survey

6. Select Show Results to All so Participants can view Survey results.

Participants see the results in percentage form.

=

7. Click the Agenda button #22nda to return to the presentation.

Leaders can create multiple surveys and use them throughout the session. After
creating one or more Surveys, open the Survey window, select a Survey, and click

Show Survey.
Participants can change their Survey selection when the Survey window is open.

Using a Survey Template

The Survey window contains four survey templates.

To use a survey template:
1. Click on the template you want to use
2. Click the Edit Survey button
3. Edit the survey. See “Editing Surveys.”

Editing Surveys

e 0 @

A Leader can edit an existing survey. However, the changes that a Leader makes in
the session do not remain when the Leader exits the session.

Use these instructions to edit an existing Survey:
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2

Survey

Click the Survey button on the Leader toolbar, or select Tools, Survey.
The Survey window opens.

Select an existing survey to edit.

Click Edit Survey.

Make the desired changes.

Click OK.

Click Show Survey to show the updated survey to Participants.
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Evaluations

© @

An Evaluation is a collection of questions Participants answer on their own. Use an
Evaluation during a Symposium or Conference session to measure levels of learning
and solicit Participant input.

= In Symposium, questions can be corrected, and results can be recorded.
m In Conference, Evaluations results can be recorded, but not corrected.
Use Centra Agenda Builder to create and insert an Evaluation into an Agenda.

If a Leader records the session and publishes it using the Centra proprietary format,
enrollees can take the Evaluation when viewing the playback of the session. See
“Centra Playback Window” for more information.

Best Practices for Evaluations

m  Tell Participants to answer the questions and click Submit when complete.

m  Give Participants a time limit and tell them how many items are in the
Evaluation.

m  Use Evaluations to review material as necessary.

Types of Evaluations

© 6

When creating Evaluations, Content Developers can select whether the Evaluation is
graded or non-graded with the results saved or not saved.

Type Product When to Use
Graded Evaluations To gather and measure
(S information.

The graded results may or may not
be shown to Participants.

No Grade To gather information such as
Evaluations 0 06 soliciting Participant feedback on
the quality of a session,
information for market research
purposes, suggestions for
improvement, or other non-
measurable information.

Note: All Conference Evaluations
are No Grade Evaluations.
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Evaluation Question Types

© @

Three types of questions are available in an Evaluation:
s Multiple Choice
m  Fill in the Blank

= Long Answer

Question Description

Multiple Choice | Participants choose from one or more possible
answers.

There can be up to five different answers for each
multiple choice question. If there are multiple correct
answers, Participants must choose all the correct
answers to get the question right.

Fill in the Blank | Participants type a short text answer to answer the
question. They can enter up to 40 characters in the
answer.

Long Answer Participants enter an extended, essay-style answer.
Their answers can be up to 2000 characters.

The Content Developer cannot specify a correct
answer and the question cannot be graded.

Note: The Leader cannot see answers to a long-
answer question during the session. See “Viewing
Evaluation Results” for more information.

Displaying an Evaluation

© 6

To display an Evaluation in a session:

1. Click on the Evaluation item in the Agenda area to show the Evaluation in the
Media Window.

Ask Participants to answer the questions and click Submit when done.

In the Evaluation, click Update to view incoming Evaluation results.
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The results show the number of Participants who chose a specific answer.

Review #1

Click "Update" for the latest evaluation submissions Updlate |

Evaluations subrmitted: 3

1. The guideline for streaming a file is that the file be smaller than |35 7 k.
2 & 50
0 gy

2. You have a file n your sesston that 15 66k, What might you do?

3 See the Bvaluation Summary report on your homeapage far responses fa long answer
guesiions

3. (I'F) You can choose to download only one piece of content m your agenda.
1 ¥ True
2 False

Tip: The drop-down box for each fill-in-the-blank question shows all unique
answers specified by Participants.

After submitting an Evaluation, Participants cannot change their responses.
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Viewing Evaluation Results

© @

A user with the Leader role can view the results of Evaluations at any time outside a
session.

Use these instructions to view Evaluation results:

1.

3.

From the Centra Home page, click Reports under the event to view the
evaluation results. The Reports for: EventName page appears, where
EventName is the name of the event.

If the session includes only Evaluations without recorded results, or no
Evaluations at all, the page will display only attendance reports with no in-
session evaluations.

If the session includes Evaluations with recorded results, a list of Evaluations
appears under the heading In-Session Evaluations. Multiple evaluations will
be displayed as necessary.

Reports: Developing Content

& Download All Event Data
Attendance Reports

Attendance Summary View | Printable Version | Download | Custornize

Attendance Detail View | Printable Version | Download | Custornize

In Session Evaluations

Rewview #1 Wiew
Review #2 Wiew
Session Evaluation Wiew

Locate the name of the evaluation to view in the In Session Evaluations
column.

Click View.

The Evaluation Results Summary Report: Event Name appears where Event Name
is the name of the event.

The top part of the report shows the Event name, Subject, Evaluation name, Report
Date, and Total Number of Responses.

The lower portion of the report shows response information including the question,
possible choices, the correct choice(s) (identified with a green checkmark), the
Response Ratio indicating the percentage of respondents selecting this choice, the
Number of Responses indicating the actual number of respondents selecting this
choice, and a list of the names of the Participants who selected this choice (if so
stipulated when the evaluation was created).
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Event:
Subject:
Evaluation:
Report Date:

Retirement Update 3

Subject with 2 ewaluations

Rewview #2
E/9/03 1:13 PM

Total Number of Responses:

Show W Participants Mames

Lpdate |

0

Evaluation Results Summary Report: Retirement Update 3

Question 1: ‘Which of the following are general guidelines for slide creation? Details
Choices Response Ratio Mo. of Responses Participants
Use upper case for all bullets ?% 0

&+void the color green ?% 0

Use graphics wherever you can. o ?% 0

Be careful of using toa rmany colors, o ?% 0

Click the Show Participants Names checkbox to display participant names

associated with each answer (only if the results were saved this way).

Click Details to see detailed information about a participant.
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Chapter 12
Session Feedback

e ©

Participants can send anonymous feedback at any time during a
session. Symposium Participants can also send feedback to a Breakout
Leader during a Breakout session.

Requesting Feedback

0 O

To solicit anonymous feedback, ask Participants to:

m  Click the Feedback button ! on the toolbar.

Feedback

m  Select Tools, Feedback.
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The Provide Feedback window opens in the Participants” Media windows.

$¢ Feedback E3 |

=
I

Drone; |

Ok

=
I

Mat Clear

=
I

=
I

Too Fast

=
I

Too Slow

Cearal | |}

Note: A Leader can ask Participants to use other methods to send feedback. For
example, Participants can click the Raise Your Hand button, or choose the Yes
or No buttons. See “Other Ways to Get Feedback” for more information.
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Viewing Feedback Results

0 O

When Participants send feedback, the Feedback button in the toolbar changes to
yellow.

To view feedback:
1. Click the Feedback button on the toolbar or select Tools, Feedback from the

menu bar.
The Collect Feedback dialog box opens. The total percentage of Participants
who choose each option is displayed.

$¢ Feedback E |

OK: | 0

i

=
I

Mot Clear: |

=
I

Too Fazt: |

=
I

Too Slow: |

Mo dnzwer: - 20

Cearal | |1 Eigse

2. Click Clear All to clear all responses.
The Session Feedback dialog box remains open after feedback clears. Click Close to

close the window.
Note: If the Leader does not click the Clear All button, responses remain and new
responses are added.
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Interpreting Feedback

0 O

Participants can select one of five options in the Feedback window.

Feedback Indicates

Done The Participant(s) have finished the task assigned to
them.

For example, “Please fill out the evaluation and let me
know when you have completed it.”

OK The Leader can continue to lead the session at the
current pace.

Not clear The Agenda items may not be explained thoroughly.
Ask questions to help determine the problem.

Too fast The Leader may be moving through Agenda items too
quickly, or Participants do not fully understand all the
material covered so far during the session. Ask
questions to help determine the problem.

Too slow The Leader may be moving through Agenda items too
slowly, or is spending too much time between tool
usage or interactions. Ask questions to help determine
session pacing.

No Answer The Participant(s) did not send feedback.
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Other Ways to Get Feedback

© @ 0

4

Participants can use the buttons on their toolbars to indicate Yes (s )or No

( no )and toindicate applause and laughter in a session.

Applause

Participants can applaud during the session to show their approval. When
Participants applaud, the applause icon flashes next to their name for five seconds.

Tell Participants to:

—

—

m  Click the Applause button '.-;-,'p;;;ud on the toolbar.

m  Select Actions, Applaud.

Laughter

Participants can laugh during the session to show their amusement. When
Participants laugh, the laughter icon flashes next to their name for five seconds.

Tell Participants to:

<)

Laugh O the toolbar.

m  Click the Laughter button

m  Select Actions, Laugh.
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Chapter 13
Breakout Rooms

(S

A Breakout Room is a virtual room, separate from the Main Room,
where a group of Participants and a Breakout Leader work together.
Breakout Rooms are available only in Symposium.

Leaders can:
m  Create and configure the Breakout Room:s.
m  Select content for the Breakout Room.
= Move Participants to Rooms (optional).
m Start the Breakout sessions.
m  Monitor the Breakout sessions.

m  End Breakout sessions.
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Breakout Room Considerations

(S

Use a Breakout Room to encourage small groups to:

Discuss assigned topics.

Encourage a higher level of interaction.

Use collaborative tools or applications.

Work on a specific project or assignment.

Develop problem-solving or other skills.

Work independently of other groups in a 'lab' environment.

Brainstorm as a group.

Leaders cannot:

Start a Breakout session before beginning the session. However, Breakout
Rooms may be created and configured before the session.

Remove microphone control from a Breakout Leader while visiting a Breakout
Room.

Record a Breakout session. See the Record and Playback User Guide for more
information.

Create more than 50 Breakout Rooms for a session.

Note: The Co-Presenter can broadcast to all breakout rooms if still in the Main Room.

Co-Presenters cannot start or stop a Breakout session or move into a Breakout
Room.

Best Practices for Breakout Rooms

(S

Keep these tips in mind:

Assign specific projects or content for Participants to work on and give precise
instructions.

Keep the session short; be sure to let Participants know how long the session is.

When you make Participants Breakout Leaders, tell them their responsibilities.
The Breakout Leader acts as the Leader for the room, controls which Agenda
items and tools appear, and which Participants have microphone control.

Visit each Breakout Room to check on progress and answer any questions.

Exchange Text Chat with Breakout Leaders and Participants during a Breakout
session.

Press Ctrl and Shift to broadcast to all Breakout Rooms.
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Note: When speaking to a Breakout Room, your audio overrides the Breakout
Leader’s and all Breakout Participants” audio.

Creating Breakout Rooms

(S

You can create Breakout Rooms before or during a session.

To create and configure Breakout Rooms:

A

Breakout

1. Click on the Breakout icon on the toolbar. Or, select Tools, Breakout

Rooms.

The Breakout Tool dialog box opens:

x

Configure Breakout Booms:

Create Rooms

e

£+ Murmber of Breakout Booms N

£ Minimum Participants per Foom |4 3:

v futo-assign Participants bo Booms

k. Cancel

2. In the Create rooms area, select one of the following;:

o Number of breakout rooms. Use the arrow keys to select the number of
rooms to create. Pick a number greater than 1.

o0 Minimum number of Participants per Room. Use the arrow keys to select
the minimum number of participants assigned to a room. Symposium will
calculate how many rooms are necessary and will create the rooms. Pick a
number greater than 1.

3. To assign members to Breakout Rooms manually, deselect the Auto-assign
Participants to Rooms checkbox.
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This option randomly assigns Breakout members to each Breakout Room.
Co-Presenters remain in the Main Room. You must manually move
Co-Presenters into Breakout Rooms if you want them to participate in the
Breakout Session.

Note: You can move users into a Breakout Room and from room to room at any
time during the Breakout session.

Click OK.
The Breakout Tool window updates.

Ez Breakout Rooms

Azzign Participants and Content;

=- £ M ain Floom

L ) Retirement Update
(- Roon 1

- [-) Retirement Update
- ki Claire

- b Lty

- ey A

[=- &) Room 2

- [ Retirement Jpdate
- ke Mike

- b Frank

Start

The Participants appear under the assigned Breakout Room folders. If you
deselected the Auto-assign Participants to Rooms checkbox, all Participants
appear under the Main Room folder.

Tip: You can minimize or close this window during the Breakout session.
Review the Breakout session configuration for:

o Appropriate number of rooms.

o Minimum number of Participants per room.

o Appropriate role assignment.

To change the Breakout session configuration, click Reconfigure to re-display
the Breakout Tool dialog box.

Note: Names of Participants who clicked Step Out before the start of a Breakout

session or who were not in the session when the Breakout session started
appear in the Main Room of the Breakout Tool window when they join in the
session. Stepped-out Participants must click Step In to return to the Main
Room. Use the Breakout Tool window to move Participants (including
Participants who joined the session late) from the Main Room to a Breakout
Room. See “Moving a Participant to a Room” for more information.
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Moving a Participant to a Room

(S

Leaders can move Participants to specific Breakout Rooms or to the Main Room,
before and during Breakout sessions.

If a Participant enters the Main Room while a Breakout session is in progress, you can
move the Participant into a Breakout Room. The Participant's name appears in the
Main Room of the Centra interface and in the Main Room of the Breakout Tool
window.

Use these instructions to move a Participant:
1. In the Breakout Tool window, select the name of the Participant.
2. Right-mouse click and select Move Participant To from the popup menu.
3. Select the room from the popup menu.
The Participant moves to the room you selected.

Note: You can also drag a Participant’s name onto the name of a Breakout Room.

Breakout Roles

(S

Breakout roles include the Breakout Leader and Breakout Participant.

Breakout Leader

The Breakout Leader controls the Agenda and the flow of the Breakout Room. The
Breakout Leader interface is similar to the Co-Presenter’s interface.

Breakout Leaders are automatically assigned and are identified by the color of the
icon next to their names in the Breakout Tool window.

Breakout Participant

Breakout Participants interact with the Breakout Leader, other Breakout Participants,
and the Participant tools in the Breakout Room during a Breakout session.

During a Breakout session, the Breakout Participant can do everything a Participant
in the Main Room can do.
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Changing Breakout Roles

(S

You can assign a new Breakout Room Leader before or during the Breakout session.
To assign a new Breakout Room Leader:
1. Select the user in the Breakout Tool window.

2. Right-mouse click and select Make Participant Room Leader from the popup
menu.

The color of the icon to the left of the name indicates the role change from Participant
to Breakout Leader. Since a Breakout Room can have only one Breakout Leader, the
previous Breakout Leader automatically changes to a Participant.

Selecting Breakout Room Content

(S

You can select specific content for a Breakout Room before starting the Breakout

session or during a session. By default, each Breakout Room has the entire Agenda
as its content.

Use these instructions to select Breakout Room content:

1. In the Breakout Tool window, right-mouse click on the name of a Breakout
Room.

ﬁc Breakout Rooms

Azzign Participants and Content:

- 41 Main Foom
L[5 Retitement Jpdate

Select Content. .

i gy Rusty
=&y Room 2

'.—r| Fetirement pdate
- o Mike

r_w,, Frank.

Start Reconfigure

2. Choose Select Content.
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The Select Content dialog box opens.

f; Select Content

=1 Retirement Update
- || HighRize Construction: Update bo Retirement Plan
- 0] Wew Retirement Funds
- 0| Process to Enrall
- () What e o Looking For?
- 7= Plarwing for the Future
3% Retirement calculatar
=7 Choices to Make
o [1] Quiestions ta Ak
- (@ Far More Information
- 0] Making the Decision

- [Z Sezzion Evaluation

[~ &pply to all breakout rooms

Cancel

2

3. Select an Agenda item. You can select a specific Agenda item or a folder. If you
select a folder, all items within that folder will be available to the Breakout
Room.

4. Select Apply to all breakout rooms if you want to apply the content selection
to all Breakout Rooms.

5. Click OK.
The selected content appears as a book icon within the Breakout Room.

Note: To select different content for a Breakout session after starting the session, click
Stop in the Breakout Tool window, select the new content, and then click Start
to re-start the Breakout session.

Centra 7/Leader Guide 113



Starting Breakout Sessions

(S

In the Breakout Tool window, click Start to begin the Breakout session.
& X

Azzign Participants and Content;

=4k Main Room

L [ Retitement |pdate

I~k Roorn 1

- Planning for the Future

- i Claire

- iy Flusty

iy Al

(=)~ Room 2

- [ wihat fre rou Looking Faor?
- iy Mike

- by Frank

Start | Feconfigure

The Breakout Leader’s Agenda and each Breakout Participant’s Agenda shows the
selected content. See “Selecting Breakout Room Content” for information.

As Participants move to Breakout Rooms, the Participant List in the main room no
longer shows Participant names. Start changes to Stop in the Breakout Tool window,
and Reconfigure disables. The Breakout menu appears in the session Leader’s menu
bar.

Monitoring Breakout Rooms

(S

During a Breakout session, you can speak to all Breakout Rooms and visit and speak
to each Breakout Room.

Speaking to all Breakout Rooms
You can speak to all Breakout Room users to announce the Breakout session will end

soon or to broadcast an announcement that all Breakout Room users must hear.

Hold down the Shift key on the keyboard and then the Ctrl key on the keyboard, and
speak into the microphone.
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Visiting a Breakout Room

After the Breakout sessions begin, you can visit each Breakout Room. Visit a
Breakout Room to:

m  Check in with the Breakout Leader and Participants.
m  Ask how the session is progressing.
m  Answer questions about tool usage or the objective of the Breakout session.

Note: When entering a Breakout Room, the session Leader retains all Leader
privileges. The session Leader can give or take away microphone control from
Participants, but not from the Breakout Leader.

Use these instructions to visit a Breakout Room:
1. Do one of the following:
o From the Breakout menu, select the room to visit.

o In the Breakout Tool window, right-mouse click on the name of a Breakout
Room. Click Go to Room.

Your interface updates to the Breakout Room.

2. Hold down the Ctrl or F12 key and talk into the microphone to speak to the
Breakout Room's Leader and Participants.

Chat in Breakout Rooms

Breakout Room Leaders and Participants can send Text Chat only to other members
of their Breakout Room and to the session Leader. See “Text Chat” for more
information.

Ending Breakout Sessions

(S

After announcing when the Breakout session is going to end, you must manually end
it.

Use these instructions to end the Breakout session:
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1. From the Breakout Tool window, click Stop.

EL Breakout Rooms

Azzign Participants and Content;

E- 41 Main Room

'.—r' Retirement Update
- Room 1

',_r' Retirement Update
- i Claire

- it Riusty

e iy B

=4y Room 2

'.—r' Retirement Update
- oy Mike

- iy Frank,

Stop Ereconfigure

The Breakout Leader and Participants return to the Main Room.

2. Click the Close button x| in the upper right corner of the Breakout Tool
window.

Note: When returning to the Main Room, Breakout Room Leaders revert back to
Participants.
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Chapter 14
Application Sharing

© 6 @

Application sharing enables Leaders and Participants to open
applications on their computer and share them with everyone in a
session. The application appears in the Participants’ Media Windows.

In Symposium and eMeeting, Participants can host and interact with
applications. They do not need to have the application on their
computers to interact.

In Conference, the Leader or Co-Presenter can show and interact with
applications. Participants can view the application, but cannot host or
interact with the application.

Appshare Considerations

© 6 @

Consider using Appshare to:
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m  Perform a live demonstration of an application.
m  Teach Participants how to work with an application.

m  Reinforce ideas or concepts discussed during a session.

Best Practices for Hosting Appshare

When hosting an application, keep these tips in mind:
m  Launch the application(s) before the session begins.

m  Ask Participants if they see the application and the Leader’s interactions before
continuing.

» Do not move the mouse while a Participant is controlling the application,
because a Leader’s cursor movements override a Participant’s movements.

m  Shared Application audio is not transmitted.

m  Participants can host and share applications in Symposium and eMeeting,.

Sharing an Application

© 60 @

Use Appshare to host an application and share it with others in a session.
To share an application:
1. Launch the application to share.

Appzhare

2. Click the Appshare button on the toolbar, or select Tools, Application

Share.

Tip: In Symposium and Conference, an Appshare tool can be included in an
Agenda using Agenda Builder. Click the Appshare item in the Agenda.

The Select Applications to Share dialog box opens.
f;_ Select Applicati ﬂ

Select applications to zhare, or select Desktop to thare all applicationz and filez
an thiz systern. Press OF to start zharing.

Running &pplications |
L ¢Desktop>

O @Dncumenﬂ - Microzoft Word

01 & Event Details: Leader E ssential: - Microzoft Internet Explarer
@Micrnsuﬂ Wizio

U o85naglt
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3. Check the boxes for the application(s) to share, for example, Address Book,
and click OK.

Tip: You can select multiple applications to share at the same time.
Application(s) selected will be positioned automatically. The Desktop selection
lets you share your entire screen instead of an individual application.

The application locates to the upper left area of the screen and your Centra
interface changes to Application Host View (to fully maximize the amount of
screen area available to show the application). Participants view the
application in their Media Windows.

Tip: You want to keep this view. See “Overriding a Presenter’s View Changes”
for more information

4. Interact with the application. Participants observe the cursor's movements as
the Leader interacts with the application.

Tip: When hosting an application, use Lock to Talk to speak; do not use the
Ctrl key.

5. If another window opens while application sharing, a message appears asking
if you want to share the window. Click Yes to share or No to cancel. If you click

@ Wwiould vou like to share the new window "'Microzaoft wiord"™?

Tes Mo |

No, the new window displays only on your screen. Participants will not see it.

6. Use the Appshare markup tools to highlight an area of the application. See
“Using the Appshare Tools” for information.

7. Enable Participants to work with the application (in Symposium and eMeeting
only). See “Allowing Participants to Interact” on page 123 for more
information.

8. Click on a different Agenda item or toolbar button/menu bar item to stop
Appshare. Or, select Quit from Appshare Tools menu.

Tip: You can change the hosted application by selecting Tools, Share Application
and then selecting a new item or by using the Appshare Tools. See “Using the
Appshare Tools” for information.

Using the Appshare Tools

© 60 @

Use the Appshare markup tools to highlight areas of the application you are sharing
and change Appshare settings.
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Marking up an Application

To mark up an application:

1.

Share an application. See “Sharing an Application” for details.

A yellow Appshare Tools floating menu appears on the upper right corner of
the application shared.

Appshate Tools v |

Click the down arrow and select Markup Mode.

The cursor changes to a pencil icon in the shared application.
Use the pencil to highlight an area of the application.

Tip: Animations will pause during markup mode.

Note: If you open another application on top of the shared application; your
markup disappears.

Make changes using the Appshare tools menu options:

o Select Choose Color to pick another color. The Color dialog box appears.
Select the desired color and click OK.

o Select Clear Markup to clear the markup from the screen. (You cannot undo
this option.)

If desired, select Pause Application Sharing to make changes to the shared
application without letting the others in the session see them. The menu
changes to Paused. Interact or markup the application. Select Resume
Application Sharing to let all others see your changes.

Note: Only the individual hosting the application can resume AppShare
after it is paused. Do not pause Appshare if you are not hosting.

Select Exit Markup Mode when done.

Your markup disappears. You can interact with the application again.

Snapshot to the Agenda

You can take a snapshot of the application you are sharing and save the snapshot to
the Agenda.

From the Appshare Tools menu:

1.

Select Snapshot.
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The Save To Agenda dialog box appears.

Save to Agenda E3

M armne:

I.-’-'-.ppshare Snhapzhot

_, ............. I:I K ............. | I:anI:E|

2. Type a name for the display in the Name field.
3. Click OK.
The saved snapshot displays at the bottom of the Agenda.

Tip: To make it easy to find a particular snapshot, keep snapshot names organized
and unique.

Appshare Options

From the Appshare Tools menu, select the following:

m  Select Applications. The Select Applications to Share dialog box appears.
Select a new application.

= Quit Application Sharing. Application sharing ends on your computer and
Participants” computers, and you return to the Agenda in Normal View.

Troubleshooting Appshare

© 60 @

If the application does not display fully in the Participant Media Window, make sure:
m  You can successfully launch and open the application to be shared.
m  The application is not minimized in the Windows task bar.
m  The shared application is positioned in the upper left corner of the monitor.
Keep these tips in mind:

m Participants can position the shared application using the scroll bars around
their Media Window.

m  The Appshare Host’s interactions override interactions from others who have
been granted Appshare privileges.

Appshare Control Options

© 60 @
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Appshare Control Options include separating microphone and Appshare control
and specifying Appshare settings.

By setting Appshare control through the Appshare Options menu item, you can
enable users automatically to have a microphone and AppShare privileges, or just
receive a microphone and no AppShare privileges.

Note: Appshare Control Options in Conference relate only to the Leader and Co-

Presenters.

Only the Leader can set Appshare Control Options.

To set Appshare Control Options:

1. Select Tools, Options. Select the Appshare tab.

—aAppshare Cantrol

" Microphone alzo allows Appshare contral.

& Microphone does nat allow Appshare contral.

—appshare Settingz

Colars
| 256 Colors (5 bit) =l
i ‘EE e

True color and fazster refresh rates require higher bandwidth,

Refrezh A ate

Sl '—J— Fast

1.75 zeconds

ok LCancel

2. Select one of the following to specify Appshare control:

o Microphone also allows Appshare control - to give both Appshare control
and a microphone when granting microphone control.

o Microphone does not allow Appshare control - to separate AppShare
control and microphones (default). That is, grant them independently.

3. Specify the number of colors to be transmitted using the list under Colors in
the Appshare Settings area. True color requires a higher bandwidth.
Appshare with 256 colors means that applications may appear slightly

different.

4. Specify the Refresh Rate by using the slider under Refresh Rate in the
Appshare Settings area. A fast refresh rate requires higher bandwidth.

122

Application Sharing



5. Click OK.

Note: If participants are connecting through slow connections, it is best to keep the
Appshare color and refresh rate settings at 256 color and 1.75 refresh rate
respectively.

Allowing Participants to Interact

0 O

When sharing an application in a session, you can enable another user to interact
with the application. (The user hosting the application can always interact with the
application.)

To enable a Participant to interact with an application:
1. Right-click on the Participant’s name in the Participant List.
2. Do one of the following:

o If Microphone does not allow Appshare control is set, select Give
AppShare privileges.

o If Microphone also allows Appshare control is set, select Give microphone
/ markup tools.

Note: You can also double-click or single-click in the microphone column
opposite the participant’s name.

The selection you make depends on the Appshare Control choice selected in
the Appshare Options dialog box. See “ Appshare Control Options”for more
information.

3. Have the Participant work with the application by clicking links or entering
text.

When you no longer want a Participant to be able to interact with the application,
right click on the Participant’s name in the Participant List and select either:

m  Clear Appshare Control (Microphone does not allow the Appshare control
option)
m  Clear microphone / markup tools (Microphone also allows Appshare control
option)
Note: You can also click once in the microphone column opposite the participant’s
name.

Note: When the Appshare Options - Appshare Control is set to Microphone does
not allow Appshare control, a microphone with a green arrow indicates
Appshare privilege.
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Letting Participants Host

0 O

You can allow Participants to host an application on their computer for everyone in
the session to see. Select a Participant to host using the Participant List or the menu
bar.

Using the Participant List

Use these instructions to enable a Participant to host an application:
1. Ask the Participant to launch an application, if not already launched.
2. Right-click on the Participant’s name in the Participant List.
3. Select Ask to Share Application.

The Select Applications to Share dialog box appears on the selected
Participant’s screen. A Please Wait dialog box appears on the Leader’s screen.

4. Have the Participant select the application to share and click OK.

The Participant’s application now appears in the Media Window of the Leader
and all other Participants. The interface of the Participant hosting the
application changes to the Application Host View.

5. Have the Participant work with the application by clicking links or entering
text.

6. To end Participant Appshare, have the Participant select the Appshare Tools
floating menu and then Quit Application Sharing. Or, click on a different
Agenda item or choose another tool to stop Appshare.

Using the Menu Bar

If desired, you can use the Centra menu bar to enable Participants to host an
application.

Use these instructions to enable a Participant to host an application:
1. Ask the Participant to launch an application, if not already launched.

2. Have the Participant select Tools, Host Application, Host Application and
then select the application (for example, Paint) from the Select Applications to
Host dialog box and click OK.

3. Select Tools, Host Application, Select Host on the Leader menu bar.
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The Select Host dialog box appears.

é Select Host E

Select a host to share. Prezz OF to beqin zharing.

Hozt to share:

(] Cancel |
e

4. Select the Participant’s name from the drop-down list and click OK.

Note: Only Participants who have selected an application to share or remote
hosts appear in the drop-down list.

The Participant’s application now appears in the Media Window of the Leader
and all other Participants. The interface of the Participant hosting the
application changes to Application Host View.

Have the Participant work with the application by clicking links or entering
text.

To end Participant Appshare, have the Participant select the Appshare Tools
floating menu and then Quit Application Sharing. Or, click on a different
Agenda item or choose another tool to stop Appshare.

Tips for Participant Hosting

When the Participant is sharing an application:

Suggest the Participant click Lock to Talk to speak hands free, as the
Participant describes his interactions.

Have the Participant mark up the application. See “Using the Appshare Tools”
for more information.

Have the user who is sharing the application select Quit Application Sharing
from the Appshare Tools menu when done.

Give Appshare privileges to one Participant at a time.

Click on a different Agenda item or choose another tool to stop Appshare, if
necessary.

Using a Remote Host to Share

(S

You can set up a user and a PC as a Remote Host to run applications to be shared in
the session. The Remote Host does not appear in the Participant List, but does appear
in the Select Host dialog box.
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The Event Manager assigns the role of Remote Host to a user account, as part of the
enrollment process. A Participant cannot attend a session and be a remote host for

the same session.
The Remote Host user at another PC does the following:
1. Launch the application to host.
Log in to the Centra Home page.

2
3. Locate the name of the session in the Event column and click Remote Host.
4

Click Remote Host.
The dialog box opens.

5. Select the application(s), for example, Address Book, from the dialog box and

click Apply.

Tip: You can select multiple applications to host simultaneously. The

application(s) selected are positioned automatically.
The Leader then does the following:
1. Login to the Centra Home page.

2. Locate the name of the session in the Event column and click Lead.

The Centra interface appears.

%__ Centra ¥ - Hetirement Update [MNKH450642)

File Help

Select applications to zhare, or select Desktop to share all applications and files
on thiz gystem. Press Apply to make zelected applications available for remote

zharing.

Running &pplications

U [E]<Desktop>

O @.ﬁ.dube Frametdaker Help - Mozilla Firefox
O Ejl:u:uggle - Microzoft Internet Explorer

O @’.ﬁ.dube Frametdaker - [E:\Centra?B\LeaderhbppSharing. fr]

FY

Tl Centra 7 - Retirement pdate [NEM450542)
L} E ducation Calendar - Microzoft Outlook,
B MSN Mezsenger

10004

Apply

3. Select Tools, Host Application, Select Host.
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The Select Host dialog box appears.
Ez Select Host

Select a host ta share. Pressz OF. to begin tharing.

Haozt ta share:

4. Select the Remote Host Participant’s name from the Host to share drop-down
list.

5. Click OK.
The Leader and Participants view the hosted application in their Media Windows.
Tip: In Symposium, you must begin the session first.

Note: Do not pause AppShare on a Remote Host unless you can resume AppShare
on the Remote Host computer.
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Chapter 15
Web Safari

e 6 O

Use Web Safari to share and display Web sites and active Web site
links with Participants during a session.

m In a Symposium session, eMeeting session, or a Symposium
Breakout session, Participants can interact with Web Safari if
they have Appshare control.

m In a Conference session, Participants cannot interact with Web
Safari.

Note: See “ Application Sharing” on page 117 for more information.
Use Web Safari to:

m  Perform online research.

m  View competitor information.

»  Reinforce ideas or concepts discussed during a session.
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Best Practices for Web Safari

© 0 ©

m  Use sites that provide relevant material for the session.
m  Web site audio does not transmit.

m  Check each link before the session.

Using Web Safari

© 0 ©

To use Web Safari:

1. Click the Web Safari button Q on the toolbar. Or, select Tools, Web
Wwieh Safari
Safari.

Tip: If a Web Safari placeholder is included in the Agenda (Symposium or
Conference only), click the Web Safari Agenda item. The content could be part
of a .SAZ file, JIT imported information, etc.

After a few moments, a new instance of the default Web browser launches on
your computer. The Web Safari Welcome page appears in the upper left corner
of your screen.

&] Appshare Tool: ~ | _|0O] x|

File Edit ‘“iew Favorites Toolz Help ﬁ

J G=Each - = at | Q) Search [ Favoites G Media &4 | N S W - £ 2
JAddress I@ C:ADocuments and SettingshjdriscollvApplication Data\Eentra\EIient\resounj @Go |J Links ** J (51 Snaglt |J @ -
=

Welcome to Web Safari
Tvpe a UEL to surf'to a particular Web site.

Al the other participants will be able to see where you are surfing. In addition, they will see your cursor
movements and will see the page seroll £ you scroll down a page.

[
|&:| [one ’_ ’_ ’_ @_ My Computer i
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Your Centra interface changes to Application Host View (to fully maximize the
amount of screen area available for a Web site display). You can continue to
work with the Centra interface while viewing Web sites.

2. Use the Web Safari browser to select, show, and browse Web sites.

Tip: When controlling the browser through Web Safari, use Lock to Talk to
speak; do not use the Ctrl or F12 key.

If another window opens, a message appears to the hosting user asking if you
want to share the window. Click Yes to share. If you click No, Participants will
not see the new window; it will display only on your screen.

3. Use the Appshare markup tools to point to items in the window. See “Using
the Appshare Tools” and “ Appshare Control Options” for more information.

4. Ask a Participant with Appshare privileges to work with the Web site
(Symposium and eMeeting only) or show another site. See “ Appshare Control
Options” and See “ Allowing Participants to Interact” on page 123 for
instructions.

5. Click on a different Agenda item or choose another tool to stop Web Safari.

Note: The Web Safari browser window remains open until you close it.
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Appendix A
Advanced Audio Options

This appendix describes advanced audio options that can be set
through the Audio Wizard.

To access the features described in this appendix, click the Advanced
button in the Audio Wizard dialog. For information about the Audio
Wizard, see “Audio Options” on page 57.
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Setting Sound and Multimedia Properties

The Sounds and Multimedia Properties dialog appears when a user clicks the
Advanced button in the Audio Wizard:

Sounds and Multimed ied P

Soundz Audio | Hardware I
— Sound Playback.
E@f\j Prefered device:
|ESS AudioDrive =l
Yalume | Advanced |

— Sound Recording

Prefered device:
|ESS AudioDrive =l

Waolurme | .ﬁ.dvancedl

—MIDI Mugic Playback
Preferred device:
Feietid IMiu:ru:usu:uft 35 Wavetable Sw' Sunth j

Waolurme | About |

[ Use only preferred devices

(] | Cancel | Spply |

Note: All audio properties are set on the Audio tab of the Sounds and Multimedia
Properties dialog.

Setting Sound Playback Properties

Use these instructions to set sound playback properties:

1. Select a preferred device for sound playback from the Preferred device
drop-down list.

Audio devices are machine-specific. All standard default devices are
compatible with the Centra 7 record and playback functionality.
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2. Click Volume to access the Volume Control dialog:

i

Options  Help

Yaolume Contral | Line In CO Audio k1D W ave
Balance: Balance: Balance: Balance: Balance:
R kel kel LA LA
Walume: Walume: Wolurme; Walume: Walume:

S B -
Loy g g

[ Mute &l [ Mute [T Mute [ Mute [ Mute

ESS AudioDrive

The Volume Control dialog specifies balance and volume values for separate
audio lines, such as “Line In”, “CD Audio”, “MIDI”, and “Wave”. These
values are applied to the lines before the lines are mixed.

The default values in the Volume Control dialog are good for most systems.

3. Click Advanced to open the Advanced Audio Properties dialog:
Speakers | F'erfu:urmanu:el

Select the zpeaker zetup that iz clozest to the setup you
hawve on your computer.

Speaker Setup:

I Deszktop Steren Speakers j

(] Cancel | Spply

4. On the Speakers tab, select a speaker setup from the Speaker Setup drop-down
list, if a non-default setup is preferred. The list of possible speaker setups is

dependent on the operating system.
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5. Click the Performance tab:

Speakers Performance |

These zettingz control how wWindows plays audio. They can
help you troubleshoot audio-related problems.

—Audio plavback
Hardware acceleration: Mone ———— J— Full

Standard acceleration: uge this zetting to enable only ztandard
DirectSound acceleration features. [Recommended]

Sample rate conversion quality:  Good J— Best

Standard zample rate converter: provides good quality zample
rate corverzion and fast perfformance. [Recommended]

Resztore Defaults

(] Cancel Spply

The default values for hardware acceleration and sample rate conversion
quality are good for most systems.

If the playback of embedded audio in an agenda makes excessive use of CPU,
try increasing the hardware acceleration and setting the sample rate
conversion quality to Best.

6. Click Restore Defaults to reset all properties on the Performance tab to their
default values.

Setting Sound Recording Properties

1. Select a preferred device for sound playback from the Preferred device
drop-down list.

Audio devices are machine-specific. All standard default devices are
compatible with the Centra 7 record and playback functionality.
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2. Click Volume to access the Volume Control dialog:

el

Options  Help

Recording icrophone Line In CO Audio k1D

Balance: Balance: Balance: Balance: Balance:
R ke il e LA
Walume: Yaolume: Walume: Walume: Walume:

I

FRE
. T T

™| ute &l [ Mute [ Mute [ Mute [ Mute

ESS AudioDrive

The Volume Control dialog specifies balance and volume values for separate
audio lines, such as “Microphone”, “Line In”, “CD Audio”, and “MIDI”. The
mix of volume levels is applied to recordings when they are created on disk,
without regard to the volume and balance settings for playback.

The default values for balance and volume are good for most systems.

3. Click Advanced to open the Advanced Audio Properties dialog:
Performance |

These zettingz control how ‘wWindows records audio. They can
help you troubleshoot audio-related problems.

—Audio plavback
Hardware acceleration: Hone ———— J— Full

Standard acceleration: uge this getting to enable only standard
DirectSound acceleration features. [Recommended]

Sample rate converzion quality:  Good J— Best

Standard zample rate converter: provides good quality sample
rate corverzion and fast perfformance. [Recommended]

Resztore Defaults

(] Cancel Spply

The default values for hardware acceleration and sample rate conversion
quality are good for most systems.
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4. Click Restore Default to reset all properties on the Performance tab to their
default values.

Setting MIDI Music Playback Properties

1. Select a preferred device for MIDI Music playback from the Preferred device
drop-down list.

The default, “Microsoft GS Wavetable SW Synth”, provides the widest
playback capability for most systems.

Using Only Preferred Devices

To limit a system to using only the preferred devices specified in the Sounds and
Multimedia Properties dialog, check the Use only preferred devices box at the
bottom of the dialog. If this box is checked and a preferred device is not available, the
system will not be able to record or playback audio, depending on which device is
missing.

If the Use only preferred devices box is not checked and a preferred device is not
available, the system will attempt to record or playback audio using other devices
that are present on the system.
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Appendix B
L eader’s Menu Bar

The following table summarizes the menu commands that are
available to Leaders in eMeeting, Conference, and Symposium

events.
Menu Command eMeeting Conference Symposium
File Import Yes Yes Yes
Insert File to Download | Yes No Yes
Insert URL Yes Yes Yes
Clear Agenda Yes Yes Yes
Print Yes Yes Yes
Exit Yes Yes Yes
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Menu Command eMeeting Conference Symposium

Edit Undo Yes Yes Yes
Cut Yes Yes Yes
Copy Yes Yes Yes
Paste Yes Yes Yes
Delete Yes Yes Yes
Select All Yes Yes Yes

View Normal View Yes Yes Yes
Full Screen View Yes Yes Yes
Application Host View Yes Yes Yes
Return to Default Size Yes Yes Yes
Normal View for Others | Yes Yes Yes
Full Screen View for Yes Yes Yes
Others

Actions Invite by Email . . . Yes No No
Invite by IM No No No
Begin Session No No Yes
Raise Hand Yes Yes Yes
Say Yes Yes Yes Yes
Say No Yes Yes Yes
Laugh Yes Yes Yes
Applaud Yes Yes Yes
Step Out Yes Yes Yes
Lock Talk Button Yes Yes Yes
Call on Next Hand Yes Yes Yes
Give Microphone to All | Yes Yes Yes
Clear Microphones Yes Yes Yes
Clear Yes/No Yes Yes Yes
Clear Hands Yes Yes Yes
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Menu Command eMeeting Conference Symposium
Tools Agenda Yes Yes Yes
Application Share Yes Yes Yes
Whiteboard Yes No Yes
Survey Yes Yes Yes
Web Safari Yes Yes Yes
Text Chat Yes Yes Yes
Feedback Yes No Yes
Breakout Rooms . . . No No Yes
Video Yes Yes Yes
Recording Yes Yes Yes
Audio Wizard Yes Yes Yes
Conference Call Info ... | Yes Yes Yes
Host Application Yes Yes Yes
Options . . . Yes Yes Yes
Help About this event . . . Yes Yes Yes
Centra 7 Help . . Yes Yes Yes
Support Tool . . . Yes Yes Yes
About Centra 7 . . . Yes Yes Yes

Other menus, such as Markup, Video, and Record, appear when the Leader selects
these features.
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Index

A

Agenda 45
Area 37
Display area 37
Display item 38, 55
Insert PowerPoint Presentation 48, 51
Insert URL 51
Markup 82
Navigating 56
Previewing 46
Saving Markups 86
Viewing 38, 55
Applause 29, 105
Application Host View 40
Application Sharing. See AppShare.
AppShare 39, 117
Best practices 118
Markup 120
Options 121
Participant sharing 123, 124, 125
Remote host 125
Snapshot 120
Tools 119
Troubleshooting 121
Using 118
Audio
Area 36
Concurrent speakers 58
Mute 26
Sliders 62
Volume 62

B

Breakouts 39, 107
Best practices 108
Changing roles 112
Chat 115
Considerations 108
Content 112
Creating 109
Ending 115
Moving Participants 111
Roles 111
Speaking 114
Starting 114
Visiting 115

Broadcasting Video 65
Browse Content 46

Cc

Centra Server 5
Centra Telephony Gateway
changes to interface 36,37
Chat 38, 71
Best practices 79
Breakout rooms 115
Options 76
Clap 29, 105
Clear
Hands 28
Microphones 27
Yes/No Responses 27
Closing Centra 30
Communicating 29
Conference 34
Conference Call 39, 58
Content
Adding 48, 51
Previewing 46
Content Catalog
Adding Content 15
Removing Content 18
Searching 17
Viewing 18
Co-Presenter 43
Demote 44
CTG
see Centra Telephony Gateway

D
Default Size 40

E

Eject Participants 28
eMeeting 35
Ending
Breakout Session 115
Session 30
Enroll
Search 11
Sort 13
Unenrolling 14
Evaluation 89,95
Best practices 95
Display 96
Graded 95
No-grade 95
Question types 96

Centra 7 7.1/Leader Guide

143



Types 95
Viewing results 98
Exiting 30

F

Feedback 38, 101
Interpreting 104
Requesting 101
Viewing results 103

Full Duplex Audio 58

Full Screen View 40

G

Grant Microphones to All 26
Group
Unenroll 14

H

Hand
Lower 28
Raising 29

Home Page
About 6
Accessing 5
Information 6
Links 6

Insert
PowerPoint presentation 48, 51
URL
Interface 33, 36
Agenda area 37
Audio area 36
Conference 34
eMeeting 35
Leader 33
Media window 39
Network status indicator 39
Participant List 36
Presenters area 36
Status bar 37
Symposium 34
Title bar 36
Toolbar 38
Video panel 40
Views 40
Inviting Participants,Email 41

Inviting Participants,Instant Messenger 42

L

Laugh 29, 105
Leader
Best practices 22
Interface 33
Role 21

Lower Hands 28

M
Markup
AppShare 120
Clearing 86
Saving 86
Toolbar 83
Tools 81
Whiteboard and slides 83
Writing on slide 82
Media Window 39
Meeting
Creating 7
Modifying 14
Options 9
Removing 14
Scheduling 9
Microphones
Clear 27
Grant to all 26
Managing 26
Priority by role 58
Mute Audio 26

N
Network Status Indicator 39
No
Clear 27
Saying 29
Normal View 40

(o)

Online Help 6
Online Resources 6

P
Participant List 36

Sorting 36, 37
Participants

Communicating to 29

Eject 28

Speaking to 25
Peronal Online Meeting Room 15
Poll 90, 91
PowerPoint Presentation 48, 51
Presenter. See Co-Presenter.
Presenters Area 36
Pre-Session Mode 24
Private Chat

Best practices 79

Options 76
Privileges

Co-Presenter 43

Leader 21
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Questions, Evaluation 95

R
Raising your Hand 29
Remote Host 125
Requirements, System 2
Roles
Co-Presenter 43
Leader 21

S
Saying Yes or No 29
Search
Enrolliment 11
Session
Beginning 23, 38
Ending 30
Leading 21
Pre-session 24
Sliders, Audio 62
Slides
Clear 86
Importing 48, 51
Viewing 55
Writing on 82
Smile 29, 105
Sorting
Enroliment 13
Sorting Participants 36, 37
Speaking
Concurrent speakers 58
How to 25
Mute audio 26
Options 25
Priority 58
Speed Scheduler 9
Starting
Breakout Session 114
Session 23
Status Bar 37
Step Out 25
Survey 39, 89, 90
Create 91
Edit 93
Symposium 34
System Requirements 2

T
Technical Requirements 2
Text Chat 38, 71
Best practices 79
Breakout rooms 115
Options 76

Title Bar 36
Toolbar 38

U

Unenroll Users and Groups 14
Uniform Resource Locator. See URL.

URL 51
Users
Unenroll 14

\"

Video
Broadcasting 65
Controls 69
Panel 40, 68
Pass control 69
Starting 68
Views
Changing 40
Views, Changing 41
Volume in Session 62

w

Web Safari 39, 129
Best practices 130
Using 130

Whiteboard 39, 81, 82
Clear 86
Saving to Agenda 86
Toolbar 83

Y

Yes
Clear 27
Saying 29

Centra 7 7.1/Leader Guide

145



	TOP
	Introduction
	Overview
	Document Conventions

	Technical Requirements
	Centra Technical Support
	Training, Education and Certification
	Other Information Resources

	Getting Started
	Accessing the Centra Home Page
	Centra Home Page
	Working with Information Links
	Working with Task Links

	Using the My Schedule Page
	Creating an eMeeting
	Schedule
	Seat Availability
	Meeting Options
	Audio Options
	Attendees

	Using the Search Area
	Searching by a Text String
	Search Tips

	Inviting and Removing Users
	Sorting the Edit Attendees Page
	Limiting the Number of Entries on Each Page
	Displaying Entries by Index Letter
	Using the Page Controls

	Removing an eMeeting Invitation
	Inviting Attendees During the Session
	Modifying an eMeeting
	Removing an eMeeting
	Accessing a Personal Online Meeting Room
	Adding Content for an Event to the Catalog
	Viewing Content Files for an Event
	Removing Content Files for an Event
	Viewing Public Files in the Content Catalog


	Leading a Session
	Recommended Practices for Leaders
	Before Beginning a Session

	Best Practices for Leaders
	Beginning a Session
	Pre-Session Mode

	Stepping Out
	Speaking to Participants
	Muting the Audio

	Managing Microphone Control
	Grant Microphones to All
	Clear Microphones

	Clear Yes/No Responses
	Lower Hands
	Ejecting a Participant
	Others Ways to Communicate
	Ending a Session
	Post Event Report

	Leader Interface
	Leader Interfaces
	Symposium Leader Interface
	Conference Leader Interface
	eMeeting Interface

	Interface Components
	Title Bar
	Audio Area
	Presenter Area
	Participant List
	Sorting the Participant List

	Agenda Area
	Status Bar
	Toolbar Buttons
	Media Window

	Network Status Indicator
	Video Panel

	Changing the View
	Overriding a Presenter’s View Changes

	Inviting Additional Participants

	Co-Presenters
	Designating a Co-Presenter
	Demoting a Co-Presenter

	Using Agendas
	Previewing a Session’s Content
	Adding Content to an Agenda
	Importing Content Files into an Agenda
	Importing PowerPoint Presentations
	Inserting a File to Download
	Inserting a URL into the Agenda
	Clearing Agendas
	Deleting Agenda Items
	Inserting Content from the Content Catalog or Knowledge Center into an Agenda
	Inserting content from the Content Catalog or Knowledge Center


	Inserting an Agenda
	How to Insert an Agenda

	Displaying Agenda Items
	Navigating the Agenda


	Audio Options
	Multiple Concurrent Speakers
	Speaking Priority by Role

	Conference Call Information
	Using the Centra Audio Wizard
	Advanced Audio Configuration

	Adjusting the Volume During a Session

	Broadcasting Video
	Overview
	Terminology
	Enabling Video Broadcasting
	Enabling and Disabling Video During a Session
	Using the Centra Video Wizard
	Starting Video Broadcast
	Selecting Single-Video or Multi-Video Mode
	Video Panel
	Using Video Controls

	Using the Video Menu
	Granting Video Control
	Auto Switching (Single Video Mode Only)
	Manual Video Switching


	Text Chat
	Overview
	Using the Text Chat Window
	Text Chat Menus
	The Message Box
	The To: Drop-Down List
	The Composition Box

	Setting Text Chat Options
	Participant Chat Options
	Chat Colors and Font Options

	Text Chat in Breakout Rooms (Symposium)
	Logging Text Chat Messages
	Downloading Text Chat Log Files
	Best Practices for Text Chat


	Markup Tools
	Whiteboard
	Best Practices for the Whiteboard
	Writing on an Agenda Item
	Markup Toolbar
	Editing Markups
	Saving and Clearing Markups
	Saving the Markup to the Agenda
	Clearing the Markup


	Surveys and Evaluations
	Surveys
	Best Practices for Surveys

	Creating a Survey
	Using a Survey Template

	Editing Surveys
	Evaluations
	Best Practices for Evaluations

	Types of Evaluations
	Evaluation Question Types
	Displaying an Evaluation
	Viewing Evaluation Results

	Session Feedback
	Requesting Feedback
	Viewing Feedback Results
	Interpreting Feedback
	Other Ways to Get Feedback
	Applause
	Laughter


	Breakout Rooms
	Breakout Room Considerations
	Best Practices for Breakout Rooms
	Creating Breakout Rooms
	Moving a Participant to a Room
	Breakout Roles
	Breakout Leader
	Breakout Participant

	Changing Breakout Roles
	Selecting Breakout Room Content
	Starting Breakout Sessions
	Monitoring Breakout Rooms
	Speaking to all Breakout Rooms
	Visiting a Breakout Room

	Chat in Breakout Rooms
	Ending Breakout Sessions

	Application Sharing
	Appshare Considerations
	Best Practices for Hosting Appshare

	Sharing an Application
	Using the Appshare Tools
	Marking up an Application
	Snapshot to the Agenda
	Appshare Options

	Troubleshooting Appshare
	Appshare Control Options
	Allowing Participants to Interact
	Letting Participants Host
	Using the Participant List
	Using the Menu Bar
	Tips for Participant Hosting

	Using a Remote Host to Share

	Web Safari
	Best Practices for Web Safari
	Using Web Safari

	Advanced Audio Options
	Setting Sound and Multimedia Properties
	Setting Sound Playback Properties
	Setting Sound Recording Properties
	Setting MIDI Music Playback Properties
	Using Only Preferred Devices


	Leader’s Menu Bar
	Index


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




