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Overview

* Why We Train on Multiple Platforms
* Universal Concepts

* Today’s Approach
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An Introduction to Webex

* Webex was developed for internal corporate communications, and its
terminology reflects those roots

* Webex has different applications for different uses

* Account types
* Meetings
* Our focus today
* Training
* Layout can be counterintuitive for use in hearings
* Audio-only breakout rooms with other limitations

* Events (large conferences)
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Settings

* Default settings vary by organization

e If the arbitrator is not hosting the meeting on their account, the
arbitrator and the advocates should discuss meeting settings at their
pre-hearing conference

* Consider addressing the following:
* Recording settings

* Chat settings
* Remote desktop control
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The Lobby

* For now, there is no way to hold
attendees in the Lobby at the start of
the meeting

* Attendees join into the middle of the
meeting
* They can be moved to the Lobby
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Caucuses and Sidebars

* For a party to caucus internally, there is essentially one option:
* On Webex, mute audio and turn off video, and then pick up the phone and call
each other

* For a sidebar between the arbitrator and the advocates, there are two
options:
* Picking up the phone (as above); or
* Moving all other participants to the Lobby, leaving only the arbitrator and the
advocates in the meeting room

* In Webex Training, audio-only breakout sessions are available
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Troubleshooting Audio Issues

* We will need reliable audio and video from all locations
* A single audio input and audio output for each room

* A good speakerphone or conference microphone, or a laptop with an appropriate
microphone

* Use the Participants menu to identify feedback

1
m
n

VIDEOCONFERENCING
TASK FORCE
© 2020 NAA VTF

8/4/20



Telephone Audio Connections
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Recording the Hearing

* Webex produces proprietary recording files
» .wrf for local recordings (to your hard drive)

* Be sure that you have enough space

» .arf for cloud recordings

© 2020 NAA VTF

* To review the files, you may need to download Webex’s video player software

* Attendees get minimal notice that they are being recorded
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Share My Meeting Window
(Screen Sharing)

* As with Zoom, you are simply seeing an image of the screen or
window that the sharer is showing you
* Annotation function

* Remote control
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(File) Transfer

* Like the corresponding m_ —
feature in Zoom, this is an - oz

actual transfer of a file RN =
(rather than simply showing —— 5 EC
it) o =y
* Make sure that you know

W ucC
where to save a transferred
file _ =
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Speaker Views

* Active Speaker Video View

* Active Speaker and Thumbnail
Video View

* Grid View
* Lock Video View
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Virtual Backgrounds
* Webex Virtual Backgrounds J'r;m"._::':_" s —
are not designed for use with a u o
green/blue screen ;
* There is also a blur function KG
uc
H VIDEOCONFERENCING
© 2020 NAA VTF TASK FORCE
14

8/4/20



8/4/20

Trouble Spots

* Limited Smartphone Access
* Renaming Participants
* Finding the Menu Bar

¢ Full screen view
¢ Windows/Mac differences
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Microsoft Teams

How to host virtual hearings and mediations

Brought to'you by First Class Conferencing Facilitation

Agenda

* MS Teams: Intended Use
 Functionality Breakdown
» Scheduling the meeting

* Running the meeting
* "Breakout rooms”
* Lobby & participants
» Screen/document sharing

« Common Technical Issues
* Live Demonstration & Questions
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MS Teams: Intended Use

* [nternal communications

« Managing teams within a
company

» Connecting & collaborating

» One application in a suite of
applications from Microsoft

» Account type — slight differences
* Free for personal use
* MS 365 account

» Not designed for adjudication!
* However, we can make it work

All The Functions

1. Activity
Display colleagues’ activities across teams

2. Chat
Recent messages with colleagues

3. Teams

TR O 1R R GO S,

Teams you are a part of ‘
4. Calendar s
Meetings and scheduled events

5. ca"s Waiting .:
i . . Wy e
Contacts, call history, and voicemails

6. Files
Recent downloads and documents in OneDrive

7. More
Add applications and integrations to MS Teams
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All The Functions

8.

10.

11.

12,

13.

14.

15.

Video
Enable/Disable your video

Audio
Enable/Disable your audio

Screen Share
Share your screen or document(s) ‘
More

Extra features, namely, device settings, background
effects, and incoming video

Waiting :

Raise Hand ale.
Let’s others know you’ve raised your hand (question)
Meeting Chat

Shows your teams meeting chat (only works as a member or guest)

Participants 8. 9. 10.11.12.13.14.15.
Shows people in meeting and in the lobby

Hang-up
Leave the meeting

Scheduling Method 1 Scheduling Method 2

For all account types * For all account types
* Free and MS 365 account * Free and MS 365 account

Applies to only individuals with Applies to everyone, individuals
admin access with admin access and
individuals without admin access

More complicated

Faster

More organized for participants
during your meeting

Easier to understand

Less steps
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Scheduling the Meeting: method 1 (Adjudicators)

Join or create a team Create your team
E i )
Create a team Join a team with a code

sae - o
i v
1. Create a Team 2. Click Join or Create a 3. Now click on Create team 4. Build a team from scratch
Name this team what Team at the bottom left of under 'Create a team’

you would a Zoom your screen
meeting

» Set up is crucial
» Lack of breakout rooms

* Channels within a team

Scheduling the Meeting: method 1 (Adjudicators)
il i # Hide
B e it b’ Eeliabc oz udbonuastive, # | Party | and Party 2 - Grievance O £33 Manage team
s General
& Add member
Rl . 7. You'll now need to 2 Leave the team
click on the 3 Dots to Z Editteam
5. Make sure to create H m=m=  the right of the teams @ Getlink to team 8. Select Add channel to
the team as public 6. Give the Teamthe ~ name O Manage tags add a channel
name of the case you
are Working i Delete the team
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Scheduling the Meeting: method 1 (Adjudicators)

Create a channe for “Party 1 and Party 2 - Grievance of Jane
Doe" team

P1  Party 1 and Party 2 - Grievance ...  =e»
H e RN A } General
a f— Party 1 Room

9. Give thg Cll}anrr:el a 10. Now click Add and the
name, typically the same channel will be added to the
as a breakout room name team

from Zoom

* Repeat steps 8-10

* Depending on how many

rooms you require

- N

Scheduling the meetlng Method 2 (all)

First Class Facilitation ~ l‘-g“ Enmm“mg
w -+ New meeting A ’ E

Tearn 'E“[ Day LV

1. Go to the Calendar tab on the

left of your screen Notes:

2. Click on "New Meeting” inthe _  Add in the emails of everyone who will be in this meeting

top right - Adjudicators only: Assign a channel to your meeting

3. Input meeting information and . optional: Have participants sign-up for the free MS Teams Subscription

add participants, click Send Now
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Scheduling the meeting: Method 2 (all)

5. If you have participants who did not
receive the invitation, access the meeting
link by clicking on the meeting and right
clicking on Join Microsoft Teams Meeting to
copy the link

" _ . 6. Paste this link into the email you will send
the participants

7. Repeat these steps until you have all the

“rooms” necessary to run your meeting

4. You should now see the
meeting in your Calendar

N - .
Scheduling the meeting: Recap

Schedule a meeting in the Calendar Tab on the MS Teams Desktop

Application
Add participants as Required Attendees so they receive an
invitation Capatsity
ISDNknndmmu v ¥ o

For security, ensure that only the required attendees in a meeting

I Participate in meeting chat e ~ L

are given access

Shara contant W L4

I Privately view a PowerPoint file shared by someons slse V v L

Go to Calendar > Meeting > Meeting Options to change security

settings such as lobby and presenter/attendee permissions T e SR o —— < .
* Attendees only have certain permissions, such as audio/video, e puiceans v v
chat, and private PowerPoint viewing Remove parscipants v v

Ak pacple om e by v v

Change the roles of other participants o ./

Start or slop mconding v v
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Meeting Invite

Hearing Room inkias X & B
McKenzie Day via rsiclassfacilitationca.cnmicrosoft com @ 123 AM (2 minltes age)  Tr
1o me -
[ asg ] Hearing Room Agenda
3 View on Google Calendar foin 4
Mon pr Mon Aug 3, 2020 Sam - 5pm (EDT) v
MeKenzie Day* Sam Hearing Room
Yes Maybe No More options

This ks the link to the hearing room

Join Microsoft Teams Meeting McKenzie Day Caucus Room - This is the link to the caucus room
about Teams | Mesting cptions
McKenzie Day Union Room - This is the link to the Unionroom
B inviteics Download McKenzie Day Employer Room - This is the link to the employer room ______
McKenzie Day Hearing Room - This is the link to the hearing room

b . oA .
Running the meeting

No breakout sessions, only independent meetings running simultaneously
* Cannot manually move participants, rather ask them to move themselves
to their room

With the lobby enabled you must admit everyone to their meeting room
* |tis recommended that you keep the lobby enabled to prevent unwanted
visitors from joining your meeting
KN/ e_0O
Three options to having everyone reconvene in the main room ‘/_\ .&.
* Call/text/email counsel to notify their party '
* Join their meeting room and tell them verbally

N
* Message their meeting room chat to notify the party @ '-
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Common Technical Issues

e Audio/Video issues
* Ensure your devices are selected in device settings
* Ensure your browser has the correct permissions

* Meeting Access

* Unable to access meeting, contact host
* No dial-in option like Zoom

* Not many cases on Teams
* May be issues we are unaware of
* Slightly different interface than Zoom

Live Demonstration
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To Contact Us

Website

www.firstclassfacilitation.ca

McKenzie Day:
(647) 824-4071

mday@firstclassfacilitation.ca

Maddy Hearne:

(416) 735-0835
mhearne@firstclassfacilitation.ca
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