10 Step Collaborate with MIV
(Multipoint Interactive Videoconferencing)

Read and work through the following 10 steps toiesuccessful interactions with NITLE’s MIV
service. Save this and print it out as a handyuakn

1. My computer meets the minimal requirements for M V.

Marratech, the software that is the basis for NI'BLEIV service, runs on a variety of platforms.ytur
computer was manufactured in or after 2005, irdbpbly compatible. We recommend these hardware
specifications:
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Use of H.264 video requires Pentium IV 3.0 GHz, DR@awer PC or equivalent.

Marratech requires a high-speed Internet connettiovork effectively. 500kps of synchronous, low
latency bandwidth, up and down for each particigessential. To test your bandwidth, visit this:s
http://reviews.cnet.com/7004-7254 7-0.html

Most campus networks (with T1 lines) and home cotioes (DSL or cable modems) are adequate.
NITLE does not recommend accessing MIV over a wsglsystem.

We recommend that you download the full Marratdentfor your operating system from
www.marratech.comFollow the wizard directions to download andatis
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2. | understand the equipment recommendations from NITLE and Marratech
and have access to compatible audio and video perip  herals.

Please consult Marratech’s equipment recommendation
http://www.marratech.com/forum/index.php?showtopi250

For hands-free audio of high, echo-free qualityT N recommends the Plantronics DSP400 headset for
both PC and Mac users. Built-in microphones indpp usually cause feedback echo loops.

3. | understand how to enter a MIV session.

Before entering a session, make sure you close afigtications running on your computer.

Enter a “room” in the NITLE Community by launchiggur browser and accessing the following URL.:
http://meet.nitle.org

Find and click on the name of the room you wisknter. If it's active, you will see the number of
members in a particular room just to the left sftite. NOTE: Don't accidentally enter a roomuise by
others. If you wish to try something out, pleas#t¥heNITLE MIV Testing Room .

When you enter a NITLE MIV room, your screen wilbk like this:
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User name You have successfully entered the e-meeting room:
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NITLE Information Services Room MARRATECH
Password
| ; (] To view the whiteboard, press the button in the lower-Ieft comer.
" T LI
Administration  Lock status w
UNLOCKED
Room list e
Invitation Border
Include the fallowing text in an e-mail to the people you wish to invite
management
This is a link to enter the e-meeting room "NITLE Information Services Room" b
<URL:http:#/meet nitle. org:8000/aunch jspasid=13= uttons
E164
Disl out Video Pane
Place a call to a landline, mobile or IP telephone, or a video conferencing device, from within this e-meeting
Simply enter a telephone number, SIF address or H.323 address and choose the appropriate line =
= | public |
Phone number
Line Haz b e el DS‘how ling gescriptions
Chat Pane
Participants
Karen Lee Davis Active = u=h
7 @ [Teined Sesion - NITLE Information Services Room P - ml ’ I 4 _| &

T
T Viewer (a simple browser)
Whiteboard
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4, | understand how to use the audio feature in MIV | including turning the
audio on and off, and disabling the “Walkie-Talkie” mode.

The three buttons in the lower right corner dispidaych video and audio features are active in your

window.
e E (2 ——+— 2|

I T IVolume Control
Microphone Control
Speaker Control

Video Out Control

The middle Speaker Control button will be toggledxhen your MIV room is opened. This activates
your speakers in your computer, or a speaker ptwna,your headset so you can hear other partitgpa
in your meeting. The button icon is blue whersiactive, gray when turned off. If you decide te us
another source like a teleconference phone lingdar audio, simply turn the Speaker Control off.

The third button is the Microphone Control buttdrhe first time you join a MIV meeting your
microphone will be set to “Walkie-Talkie” mode. ¥will have to click and hold down the button tikta
and release it when you are finished speakingoufwould like to disable this feature and haveemor
control over your microphone, select the menu opliools > Options (PC) or Preferences (Mac) and
click on the “Audio” tab. Uncheck the box next‘Walkie-Talkie Mode” and click OK. Now when you
click on the Microphone Control it will remain omtil you toggle it off. For bandwidth considerat
most participants keep their microphones off uhily wish to speak. Beneath participants’ video
streams, names will appear in red when their miooops are on.

5. | understand how to turn my video on and off and how best to position my
camera.

The button on the left with the camera icon lets
you toggle your video display on and off. If you
have a webcam attached to your system, click this
button to display your video feed. The button is
blue when your video feed is active, gray when it
is inactive. Your camera will be off when you
first enter a room. You do not have to have a
webcam to see the video streams of other
participants. Turn off your camera and it will
leave a still image in your feed for 90 seconds.
NOTE: Attach and install your camera before
entering a MIV room. Make sure that all
applications that use webcams are closed before
you enter or your video may not display.

We recommend that you position your webcam soytbat face is well-lit from the front and that yorea
centered and fill up most of the frame. Try movihg camera position for the best angle and lightin
Webcams should be placed at eye-level or just ab¥eeir webcam software should have an interface
that helps you set up for the best display.
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6. | feel comfortable using the Chat Pane for publi ¢ and private chat.

The Chat Pane is immediately above the video adbawntrols. When you enter a room the public
chat is available to all participants.

Chat hox ——— <+«— Send

If you need to click in the chat box and simplyeygnd press Enter or click the Send arrow.

To send someone a private chat, click on ®ieiff the lower right

corner of a participant’s video thumbnail. Thidlwresent a new tab

in the Chat Pane. Messages typed in here are @algrhy the recipient you chose. You can have
several private chats, and private audio connestias well as the public chat open simultaneouBly
attention to which tab is open to be clear with mhgwu communicate. This participant is accesdieg t
public chat:

7. | understand how to move between the Viewer brow  ser and the
Whiteboard.

The large space on the left side of the MIV windewhe Collaboration Pane. When you first enter a

NITLE room, the Viewer offers information about yaueeting and its participants. To move to the
Whiteboard view, click the Whiteboard button in tbever left of your screen.

%
T Viewer (a simple browser)
Whiteboard
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8. | know how to use the Whiteboard tools including

a. Open a new page

b. Navigate between pages

C. Change the display width, when and how to use fi  t-to-page and fit-to-
width options, close panes

d. Select objects

e. Type text

f Draw

The Whiteboard can be viewed and edited by anyggaaihts in a room. Tools for writing and editing
text and drawing shapes are at the top of the \Wbéel in its toolbar.

New Page Navigatextges Zoom
r A
\ Y J T * .
Draw shapes Font Size
Type Text Font
Select Object Color
Tele-pointer with your name Line size

To create a new page, click the button on theefioff the top row of the toolbar. You will be
presented with a window where you can change itgenaWhiteboard pages order
alphanumerically — special characters first, theminers, and then alphabetically.

Move between pages by using the drop-down menlkieonavigation arrows to its right.

To resize the Whiteboard use the Zoom drop-downund@y default it is set to 100%.
Choose “Page” to resize the Whiteboard to fit withdur window (removes both
Whiteboard scroll bars), and “Width” to constrdie width of the Whiteboard to the width
of your window (removes the horizontal scroll asrtise bottom).

Close panes or move borders with the Move Bord#aohbs on the edge of each pane.

Select text, drawing or imported objects with tledeSt an Object tool, the third tool from the
left on the bottom bar. Once selected, move, detetresize the object by dragging one of the
red handles.

Click to type text anywhere on the Whiteboard wite Type Text T” button.

Open the Color, Font, and Font Size drop-down mémebange those attributes for an object. These a
toggle menus and get “stuck” open so click the ditogn arrows again to close them.

You can draw free-hand lines, arrows, straightdjrapen or filled circles, and open or filled rexikes.
Hold the Shift key down as you drag the shape awvdx cardinal or 45° line or arrow, or a perfeatlei

or square.

MIV DIY Sept 2008 5



9. | can import and open files and images into the Whiteboard, and | can save
all or part of the Whiteboard. Features include:
a. Open a file
b. Import text or images
C. Take a video snapshot
d. Save the Whiteboard or single pages and close th e MIV Room

The import feature places text or image files it current Whiteboard page. The open featureeplac
files on a new Whiteboard page.

Microsoft Office Word and PowerPoint files may ljgeaed and appended by PCs. Adobe PDF files may
be opened and appended by Macs.

If a TXT file is imported or opened, it can be editwith the Whiteboard Type Text tool by all
participants. Another way to present editable i&xb copy text in a Word document and paste it
in a text box created by the Whiteboard Type Teat.t

The PC right-click mouse menu will not work for gogind paste in MIV.
Use the menu option Edit > Copy, Cut or Pasteserthe keyboard:
Ctrl or +C for copy

Ctrlor +X for cut

Ctrlor +V for paste

To Open a file and have its pages appear on neweWddrd pages, select File > Open and then sékect t
desired format: WB Document(s) (Marratech WhitedsarText Document(s) (TXT files), Image(s), or
an operating-system specific file (Word, PowerPantPDF Document). Specify if all pages or dide
are to be opened or just specific pages or slides.

To Import a file and create an object directly iatourrent Whiteboard select File > Import, andthe
select the desired format: Text Document(s) (TAdsh, Image(s), or Video Snapshot from your current
video stream.

It is faster to use the Whiteboard Import Video [&tet tool to import a still photo from your
video stream directly into the current Whiteboaag.

Remember to select text, drawing or imported objagth the Select an Object tool, the third tool
from the left on the bottom bar. Once selectedyandelete, or resize the object by dragging one
of the red handles.

To save the entire Whiteboard and all of its pagdsct File > Save > Save. If it's your first sayeu
will be directed to the Save As... dialog box wheoe gesignate where to store it. To save only the
current Whiteboard page select File > Save > Sage PTo save the current page with a new name
select File > Save > Save Page As...

The Export feature allows you to save all of theitdboard pages to a folder you name which will be
filled with JPG files corresponding to the Whitelwbpages. File > Export > Export Image... allows you
to save the current Whiteboard page as a JPGfijast those objects you selected with the
Click+Ctrl+Click or Click+ +Click method.

You will be warned about saving the Whiteboard @s gxit or close the MIV session.
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10. | understand how to change my preferences to op  timize performance.

Optimize the performance of your MIV sessions kirsg your preferences to the following
configurations. When in doubt, leave the defapttans alone. To open session preferences onGhe P
select Tools > Options. To open them on a Maaséleeferences.

General tab
Near the bottom of this tab, check the Network Gation drop down which should be set to a
connection appropriate for your network. Generilyill be a T1 for campus networks, but do
not change this if you are not sure.

Audio tab (if using a headset or speaker phone)
Make sure youOutput andinput Devicesreflect those you are using for your session(s)
Walkie-Talkie Mode unchecked.

Video tab
Make sure th€apture Devicereflects your webcam.
SetCompressionto H.264 software encodeto help conserve bandwidth. The software may
switch this back at some point.

Participants tab
ShowNetwork Status checked.
Update Speed as High.
Video Sizeas Large.

Screen shots follow.
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Completed!

You have completed our Do-It-Yourself: Collaboraith MIV steps.

Welcome to the NITLE MIV Community!

Please set time aside this coming Thursday at AMOBastern for the MIV “Water Cooler” session!
This is the most important step of the Do-It-Yolfrpeocess where everyone who completed the DIY

this week can join an open session to try out tivelscams, headsets and all the MIV features.

NITLE MIV Water Cooler, every Thursday, 11:00AM-BDAM Eastern
On Thursday, please enfBraining Room 2 athttp://meet.nitle.org.

See you then!
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