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Global Classroom
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Contents

2Tuesday’s Weekly Agenda

Classroom Technical Specifications
3
Classroom Set-up (Example)
4
Web-conference set-up and protocols
5
1) Signing on:
5
2) Setting up your camera:
5
3) Speaking within the conference call:
5
4) Using the web-conference “chats”
6


Tuesday’s Weekly Agenda
(The following times listed are GMT; please convert to your local time)

12:15-12:45
Set-up classroom and computers.  (See technical specifications and suggested classroom layout)

12:30-12:45
Log-onto “IT support” meeting room (computer #2):

http://connectpro18214050.acrobat.com/gcit/ 

· Use your university’s log-on and password access the site.  (explore the meeting room layout, enter any technical questions into the chat window)

· You will not be broadcasting your camera from this meeting  room

· This page also has instructions for logging onto the “global classroom” meeting room (where you will activate the camera).

12:45-13:50   Log-onto “global classroom” meeting room (computer #1):

http://connectpro18214050.acrobat.com/gc/
· Use the same log-on and password access the site.  

· Activate your camera (see below)

12:50-12:55
Dial into the teleconference number:


1-913-227-1359; passcode: 271409

· When you are not speaking press *6 to mute your line

· Ensure that your computer microphone is off (within Adobe Connect ensure that the “talk” button is not depressed)

13:00-13:30
Welcome and live presentation from guest lecturer (answering pre-submitted questions)

13:30-14:00
Question and Answer session with participating universities


Classroom Technical Specifications

Required for all:

· Phone line with international connectivity and speakerphone capability

· Computer with Windows 98 SE/Mac OS 10.2 or higher (see “technical requirements below) and at least a DSL/cable or LAN internet connection

· Acrobat Connect Technical Requirements
Recommended Room Specifications:

· Optimal set-up includes two computers, although computer #1 is the minimum requirement:

· Computer #1: Used primarily to project the meeting room window for the class, this computer should be connected to the internet and logged onto the Adobe Connect “global classroom” meeting room, with a connected camera (Camera Compatibility)
· Computer #2: Used primarily by the IT/ class management support team, this computer should be logged onto the “IT support” meeting room as well as the “global classroom” meeting room 
·  Projection Screen and Projector connected to computer #1 (to view Adobe Connect web page)

· Movable camera: to view the students and local faculty members

· Speakerphone unit (such as a polycom teleconferencing phone) to allow multiple participants to hear and speak during teleconference-based discussion

Adobe Set-up and Technical Requirements
Internet Connection
· Flash-compatible Internet Browser (examples: Firefox 2.0, Internet Explorer 6.0 and up, Safari (Mac)

· Computer with Flash Runtime installed (http://www.adobe.com/products/flash/about/)

· Digital Video camera capable of sending video signal to computer 

· Camera Compatibility
***Acrobat Connect Bandwidth troubleshooting link:   Bandwidth details
Presenters

Windows 98 SE, 2000, XP (XP Recommended)

· Internet Explorer 5.0 or higher

· Mozilla Firefox 1.5 or higher

· Netscape Navigator 7.1 or higher

Mac OS 10.2, 10.3, 10.4 (PPC/Intel)

· Safari 1.1 or higher

· Mozilla Firefox 1.5 or higher

Additional Requirements

· Adobe Macromedia Flash Player 6.0.79 or higher

· Minimum bandwidth requirement is DSL/cable (wired connection recommended)

· Minimum 1 GHz processor recommended when screen sharing


Participants

Windows 98 SE, 2000, XP (XP Recommended)

· Internet Explorer 5.0 or higher

· Mozilla Firefox 1.5 or higher

· Netscape Navigator 7.1 or higher

Mac OS 10.2, 10.3, 10.4 (PPC/Intel)

· Safari 1.1 or higher

· Mozilla Firefox 1.5 or higher

Linux

· Mozilla Firefox 1.5 or higher

Solaris

· Mozilla Firefox 1.7

Additional Requirements

· Adobe Macromedia Flash Player 6.0.79 or higher

· Adobe Macromedia Flash Player 7 for Linux and Solaris

· Minimum bandwidth of 56 kb/sec

Classroom Set-up (Example)

[image: image1.emf]
Web-conference set-up and protocols

1) Signing on:

 Each university should use an assigned username or password.  If for some reason they can not access their username and password, participants my sign on as a “guest.”  When signing on as a guest, use your university name and country (not your first name).
Set connection speed- Once you have entered the room, select the “Meeting” tab from the top toolbar, and in the drop-down box, click on “My connection speed” and select the appropriate configuration (Modem, DSL/Cable, LAN)  
2) Setting up your camera:
Once you have entered the room, the host must activate your camera in order for you to begin broadcasting your camera.  You will be able to activate your camera once you see a small camera and microphone icon in the bottom left corner of the “camera and voice” window.
Set up your camera- Select the “Meeting” tab from the top toolbar, and in the drop-down box, click on “Select camera…”  If you have a compatible camera connected to your computer, the camera name should appear.  Click “close” once the correct camera is listed in the pop-up box.  

Start your camera- click on the camera icon to activate your camera.   A pop-up window may appear indicating that Acrobat is trying to access your camera and microphone.  Click “accept.”  If your picture does not appear right away, click the square “stop” button, wait a moment, and click the “camera” icon once again.

Turn off your microphone- Your microphone will automatically be activated once you enter the room.  Press the “talk” button to deactivate the Voice-over-IP microphone (we will be using the conference call for the audio portion of the meeting).

Freeze your camera- Once you are broadcasting your classroom, you may click on the camera icon once again if you would like to freeze the image (the frozen image requires less bandwidth)
3) Speaking within the conference call:
Mute your line- To avoid unnecessary disruptions in the conversation, please use the *6 function on your telephone when your class is not participating in the conversation.  

Raise your hand- If the local faculty member or a member of the class has a question or comment that they would like to raise, the local IT support staff can alert the rest of the global group, without disrupting the conversation.  This can be done by changing their university’s “status” on the attendee list.  Within the “attendee list” window, click on “My Status,” and select “I have a question.”

Identify yourself- When you begin to speak, first identify yourself by your university.  For example:  “This is IDS, and we have a student, Sarah, who would like to make a comment.”  The person who is leading the discussion (the featured, weekly lecturer) should acknowledge the request, by saying for example: “OK, Let’s hear from IDS.” If possible, the speaker should move in front of the camera and the teleconference microphone to speak.
4) Using the web-conference “chats”

Use the “IT support” chat- Issues related to technical problems should not interrupt the audio-based discussion, nor should they interfere with the visual experience of the “global classroom” meeting room, projected on the screen to students.  As much as possible, we will try to use the “IT support” meeting room (http://connectpro18214050.acrobat.com/gcit/) that can be accessed at the same time as the “global classroom” meeting, and such issues may be addressed within the “chat.”

Sending chat messages- you may direct messages to specific recipients, presenters or everybody by selecting the “To” tab at the bottom of the chat window.
Entering content-related questions- A separate Q&A window will always be used to enter questions directed to the students or faculty members, which will be indicated in the window title.  The IT coordinator may serve as liaison between the local faculty member, the students, and the other members of the global class by entering questions that students may have in the Q&A chat window. 

Sharing files, documents, images, etc.- Notify the meeting hosts or presenters (via chat) if you would like to share something with the other participants
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