Video Conference Instructions — NDDoH Lifesize Virtual Meetings

Participants can connect by video/audio from anywhere in the world using any of a variety of technologies. This document
provides step-by-step instructions for each method: video conference room, personal computer, mobile device, or phone.

A few things to note before beginning:

It's imperative to make sure your computer or mobile device is working properly (microphone, speakers, et
cetera). If you need help getting your camera or microphone/headset working, please work with your local IT
staff. It’s best to work this out before the day of the meeting.

Mute your microphone when you join. This is imperative. Otherwise you will be heard by everyone else on the
meeting, and you’ll disrupt the meeting. If you remain unmuted, you risk being disconnected or forcibly muted
by a moderator so the meeting can continue uninterrupted.

Pick your location correctly when you prepare to join the meeting. Please make sure you have a reliable high-
speed network connection where you’re located, and find a location without a lot of background noise. The
microphones on computers and mobile devices are fantastic at picking up dogs, children, or other distracting
sounds in the background.

If you plan to connect via your computer, a USB headset with built-in microphone is recommended. It helps you
hear the conference better, and we’ll be able to hear you better because the microphone will be close to your
face. Check with your IT staff about ordering a headset if you’d like.

USB headsets are available at big-box office supply stores and online.
Example: Logitech H340, 525 at the time this was written

Know your meeting’s Extension Number. All Lifesize virtual meetings have a unique six- or seven-digit Extension
number. A meeting’s Extension is the same regardless you’re connecting to it via room system, desktop
application, Google Chrome, mobile app, or phone. It's imperative to know the Extension number for your
meeting — your participants need it so they can join. Some have six digits and some have seven, so look closely.




Connecting from a room video conference system not connected to the NDDoH Cloud account:

Depending on your brand of video conferencing system, one of these methods may work better than the others. The
easiest and most failsafe method is the third one. Use your meeting’s Extension number where xxxxxx is shown.

e [f you can enter letters and numbers, dial xxxxxx@Ilifesizecloud.com
o If letters are too hard to enter, dial 3.84.171.15##xxxxxx using your remote.
e If neither of those work, dial 3.84.171.15 and enter the extension number when prompted.

Connecting from a Lifesize video conference system (NDDoH, Local Public Health):

The new series of video conference machines are controlled
entirely from the touch panel on the tabletop microphone unit.

Step 1: From the home screen, press the Call icon.
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Step 2: From the available call options, select Meetings. This will call up a list of
all available pre-configured virtual meeting spaces in the system.

Step 3: If you are the first to join, you may have to swipe down the list of
meetings until you see your meeting’s title.

Family Health

: Active meetings appear at the top of the list, so if the meeting is already in
Binkiebt ) il progress (i.e., the first participant has already joined), you will see the meeting at
Food & Ladging ‘ HE or toward the top of the list. Press the meeting entry to select it.

Ready

You will be prompted to dial as a video call. Press “DIAL AS VIDEO” and wait for it
to connect. Please be advised that it will not automatically mute your microphone;
once you join the call, you need to mute your microphone manually.

You do this by pressing “MUTE AUDIO” on the left side of the touch screen, the
little microphone icon. When you’re muted, the icon and the lights on top of the
unit will turn red. Touch it again to activate your mic, and they’ll turn blue.



mailto:728372@lifesizecloud.com

Connecting from a PC using Google Chrome:

You need to have a PC with a webcam and a microphone. Most laptops have them built in; however, if your computer
does not have a microphone or webcam you will need to procure one. Consult your local IT staff for assistance.

You can join by using the Google Chrome web browser. If your computer does not have Chrome installed, you may
download and install it at www.google.com/Chrome. Once in Chrome, you can click on the link in your invitation email: it
will look like https://call.lifesizecloud.com/xxxxxx (once again, ‘xxxxxx’ is the meeting’s Extension number).

Join as a guest by entering your name and email
address. Please enter your full name; it will help others
in the meeting identify you when taking roll and during
conversation.

The meeting extension is in the link; however, if you are
prompted for a meeting extension, you can determine
it from the link — the number at the end of the link is
the extension number.

Next, you will be asked to verify the setup of your
camera and your microphone. You should see your
camera’s picture in the box where color bars are
pictured here. As you speak, you should see the green
dots indicating the audio level change with your voice.

Some devices have more than one camera or
microphone. You can select from a drop-down menu
the one you want to use.

You can also set your speakers if you have multiple
audio outputs, and you can test them by clicking on
“Test my speakers.”

When you’re ready, click the Join button.

If you’re the first participant, you’ll see a purple screen
with your camera picture in the bottom left. At this
time, click on the microphone icon to mute your
microphone if it isn’t already muted (red).

If you need to “mute” your camera momentarily, you
may do so with the camera icon.

The hang-up button is on the right, the one that looks
like a telephone handset about to hang up.

Get ready for your meeting
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You are the only participant in the meeting room.



http://www.google.com/Chrome
https://call.lifesizecloud.com/397338

Connecting from a mobile app:

The Lifesize Cloud app can be downloaded for free from your mobile device’s online store (iTunes, Google Play). Install
and run the app to get started. It’s titled “Lifesize Video Conferencing”.

The first time you launch the app, it will start on a home screen with two options:
“Sign in” and “I’'m a guest”.

lifesize

Select “I'm a guest” and you will be prompted to enter your name and call Extension
number. Please enter your full name. The Extension number will be the same whether
you join by video conference, PC, mobile, or phone, so enter your Extension number and
press Join.

Beginning with the phone in vertical orientation, you will see the call in a large horizontal
rectangle and your camera in the corner. You have controls to mute your microphone
(please do this right away when you join the call), to hide your camera, to hang up, and
to share your screen. Please keep your mic muted unless you are speaking to the meeting.

Tapping on the ellipsis (three dots) button on the right gives you additional options such
as recording, a chat window, and the participants list. Some of these options may not
appear if you join as a guest, so sign in with your credentials whenever possible.

If you need privacy quickly you can swipe to the right to enter Listen-Only Mode. This will
mute your camera and your microphone simultaneously. You can also leave the call from
this mode if necessary.

Remember that the viewers in video conference rooms are viewing the meeting
on displays with horizontal screens. It works best to turn your mobile device
You era the anly participant in the mezting room accordingly, so your picture fits the conference screens properly. For access to
the mute and other controls, simply tap anywhere on the screen or turn your
screen back to vertical mode and the buttons will reappear.

Connecting via telephone (if unable to connect by video):

The last option we have for joining the call is by phone. It is not a toll-free call.

The number to dial is 1 (312) 584-2401 and the Extension (meeting number) is the same as for video/pc/mobile. You will
be prompted to enter your Extension number — press the pound key (#) after the Extension number. If prompted for a
PIN, enter it with your phone’s keypad. Connecting by phone is not necessary if you are using any of the other methods.
It’s a last resort if you are not able to join by video.



