Conference Viewer – Quick Start Guide

System Requirements

Moderator’s system must meet the following minimum requirements:

· Internet connection speed of 128 Kbps or higher 
· Microsoft Windows 98/2000/XP/Vista or Server2003 System

· Internet Explorer 6 or higher browser version 

· Pop-up Blocker software disabled

Logging on to Conference Viewer
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To log on to Conference Viewer, Moderators are required to enter the following information:

· Name

· Conference ID

· Host Code

· Company Name

 

Note: A conference ID will be provided by the Service Provider prior to the call.

  

To log on:

1. Enter your name in the Name field.


2. Enter the required information in the other fields.
(Conference ID, Host Code, and Company Name).


3. Click Login.


4. Conference Viewer opens.
Conference Viewer Screen
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The Conference Viewer screen consists of a main information panel and a left hand menu. 

The main information panel has three tabs: Participant List, Q&A, and Polling.  

The lefthand menu contains two options: Log Out and Chat. Moderators can exit Conference Viewer by clicking the Log Out option. Moderators can access the Chat dialog by clicking the Chat option. The Chat dialog is also displayed by default when a user logs on.

Note: If log on is unsuccessful due to invalid conference details, an error message may be displayed.

Note: If Pop-up Blocker software is installed on the PC, ensure that it is removed or disabled. 
Participant List
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The Participant List is a visual display that shows the details of each conference participant. These details are current status, name, company, phone number, and other optional information. 
Moderators can print the Participant List or save it as a comma separated value (.CSV) file. The Participant List also displays a lock symbol, which indicates whether the conference is locked or unlocked. If a conference is locked, no additional participants can join. 

Moderators can edit the name, phone number, company, and comment associated with each participant. All changes are implemented in real time. 

Note: To indicate an active Moderator, an asterisk is displayed next to the title. If this asterisk is not displayed, the current Moderator is a passive Moderator.

Moderators can also use the participant list to view more details about the current conference. These details include the recording status and the number of participants. Moderators can also adjust the displayed page size to ensure that it is optimized for the current number of participants. The number of participants displayed on each page can be extended or reduced. Multiple pages can be accessed by clicking on the page number at the base of the Participant List.

Note: If a Moderator requests help from the Operator, they are temporarily removed from the Participant List. They are replaced in the Participant List when they are released by the Operator. 
Moderators can request help by entering *0 on their telephone keypad. 

Q&A
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A Q&A exchange is a structured session in which Moderators or Operators manage a queue of participants who wish to ask questions. 

Participants who wish to ask a question, enter a *1 using their telephone key pad. They are then added to a Questioner’s Queue. During question time, the Operator moves sequentially through the Questioner’s Queue, enabling each participant to ask their question.
Moderators can also use the Chat functionality to prompt Operators to initiate a Q&A session.
During a Q&A session, Conference Viewer displays the Q&A queue and highlights the current speaker. 

As participants enter *1, they are displayed in the Q&A screen in Conference Viewer. Moderators in Passive mode can view this display. Moderators in Interactive mode can view the display and perform a number of actions on the registered participants. For example, Moderators can remove questioners from the queue or change the order of questioners.

Note: Any non-muted participant who has requested a place in the Q&A queue is considered an Active Speaker. Only the participant allocated the status, Next Speaker, by the Operator via the Operator Console, is considered an Active Speaker.

Note: If a Moderator requests help from the Operator, they are temporarily removed from the Q&A List. They are replaced in the Q&A List when they are released by the Operator. Moderators can request help by entering a *0 on their telephone.

Polling
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Polling enables participants to answer multiple choice questions posed by Operators on behalf of Moderators. In Polling Mode, Moderators present a selection of choices and participants enter a touch tone command sequence corresponding to their favored choice. All participant votes are collated and the options are ranked accordingly.

Prior to a polling session, Moderators can enter the polling question and a list of the possible responses in Conference Viewer. The polling responses consist of a descriptive tag and an associated digit. A descriptive tag is an option statement and the associated digit is the touch tone command that must be entered in order to select that option. 

Polling votes are displayed on the Conference Viewer interface as they are entered by the participants during the polling session.

Note: If a participant requests help from the Operator, they are not removed from the polling session. Their vote is still counted.
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Chat

Conference Viewer optimizes communication between Moderators and Operators during conferences. Moderators and Operators can use Chat functionality to coordinate Q&A sessions, to initiate Polling, and to ensure that conferences run smoothly. Communication between the two applications is seamless. 

Moderators can communicate with the following groups:

· All Moderators associated with the conference

· All Operators associated with the conference

· All Operators and Moderators associated with the conference

· Individual Operators or Moderators associated with the conference

If two chat users (Operators or Moderators) have the same username, the second user is prompted to enter a nickname to avoid confusion. 

At any time, the limit on the size of the Chat window is 256 lines. When the size of the Chat window exceeds 256 lines, older messages are discarded as new messages arrive. For this reason, it is a good idea to save message transcripts a number of times during a long exchange of messages. Similarly, it is a good idea to print message transcripts a number of times during a long exchange of messages.


- 1 -


