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Web Conferencing improves collaboration by promoting communication and interaction
among users regardless of physical or organizational location. The Portal provides a
venue for EPA and its stakeholders to utilize Web Conferencing as a tool to accomplish
time critical goals through multimedia services. The Web Conferencing capability for
internal EPA affiliates allows users to fulfill requirements of projects easier by providing
a seamless environment for conducting their business. This Help Document describes
both pre-scheduled and Instant Web Conferences'. For information on hosting Web
Conferences, please see the Hosting a Web Conference Help Document.

How Do I Access Web Conferencing?

To access the Web Conferencing capabilities from any page, click Collaboration Tools
on the horizontal navigation bar. You can also access Web Conferencing by clicking on
My Communities, then General Pages, then the Collaboration Resources link in the fly
out. The Collaboration Resources page will be displayed. To enter the Web
Conferencing tool, click on the Enter Web Conferencing link in the Web Conferencing
portlet as shown in Figure 1 below. The Collaboration Suite — Real Time Collaboration
Homepage will be displayed as shown in Figure 2 below. You can also access Web
Conferencing directly via http://portal.epa.gov/webconference.

Personalize Your Portal Partal Help Logout

My Page  Search  Employ My C. iti Collaboration Tools  C ity Access

| x
| Collaboration Resources

Collaborative Workspace Team Resources Favorites:

Frovides collaborative areas for teams and projects. Workspace supports the folloveing services: content lloraries, wel o Add Mew Favorites
conterancing and calendar mestings, tasks, announcements, tiscussions, an messages Inbox

!
Euter Collaborative Workspace C | | C k th e —
. Shiow Info
Collaboration
Allgws users to host meetings over the Weh and enables individuals and groups to meet, communicate, and callahorate . .
with others in 2 seamless, unifizd manner. Too I S I in k in th e
Enter Web C. i H H
——— Navigation Bar or
If you have problems wtlizing Web Conferencing, the lools below: may help you, = e sl e e B o e e o St
click the Enter Web
Assistance i also available within Portal Help and from the EPA Customer Support Center: 1-866-411-4EPA - -
Email EPACICEMer@epa tov C f g I k
Hew User System Test o n e re n c‘ n I n
Troubleshotiig Page in the Web —
Download Web Coirfer encing Cliant In e e bk el
Conferencing

Oracle Messenger
Allows users to download Oracle Instart Messenger software. Click on the link below o begin. po rt I et

Download Oracle Messenger ‘

EPA Portal Home Portal Sitemap Portal Contact Us Privacy & Security Notice

Figure 1: Collaboration Resources Page

" The information provided in this Help Document is based upon instructions provided in Oracle’s Oracle
Real-Time Collaboration Help Documentation. It has been customized to provide specific instruction for
users of the EPA Portal.

Portal Help
Initiating Web Conferences 03/26/2010 1



iy

- o

J
£

EPA Portal Portal Help

QUICK REFERENCE GUIDE Initiating Web Conferences

NOTE: Some Portal communities provide access to Web Conferencing through their
community page. For specific instructions on how to access Web Conferencing through
a specific community, please see the instructions found on that community page or
contact the community administrator.

Where Can I See a List of My Conferences?

You can see a list of the conferences you have been invited to or have scheduled on the
My Conferences homepage. To access this page, simply click on the Web Conferencing
link in the navigation bar or Enter Web Conferencing link on the Team Resources page
as shown in Figure 1. Figure 2 displays a listing of your conferences.

2 Home - Microsoft Internet Explorer Click to Share Q@
Eile Edt ‘View Favortes Tools Help :'l
@Back ) ) \ﬂ @ il I:“Search *‘]j_‘\’.’Favorltes @Med\a {:} b " = ﬁ 3

Address E_‘] http:/ihawkeye epa,qowfimt app/app sch_schedule. uix v Go  Links
&EPA Collaboration Suite Real-Time Collaboration Logolt preferences Contalt Us e

 Schedule N waterials Archive 3

My Conferences | Conferences In Progress | Scheduled Confierences | New User

E Confirmation
Conference ID 102631 successflly created,

Instant Conference

Confersnce Title: |

.
Vl ew a My Conferences Conferencekey: | |
I isti n of the Upcoming confierences that are hosted by you or that you are invited or enrolled to attend, | Start Conference )
g Filter by: | Conference Title »| | | @ Join Conference
CO nfe re n Ces 1t feetng by dt, lecke ForrnéF: :D[-)-'MF’I'WW = " . - * Indicates reguired field
Conference Title  [Host Name: Date and Time |Si_t_e Update Delete Conference Status ‘Juin Conference et
yo u h ave Portal Team Meeting Jessica Neumann [28-Sep-2006 4:00 PM RTC y \j Mot Started i e T
'H

iz Join Conference

7 Quicklinks

s Downlnad RTC Messernner
, Download RTC Acd-in for M5
Office

Portal Team Mesting Jessica Neumann 28-Sep-2006 4:00 PM RTC y @ ot Started

been invited
to or have /
scheduled.

Home | Schedule | Materials | Archive

ogout | Preferences | ConfactUs | He\g‘
Oracle Real-Time Collabaration 10.1,2.0.0 {051020.2247), Capyright 2006 Oracle Cotparation

Privacy Statement

Click the Join

@& | Conference icon to T
join the desired
conference.

Figure 2: My Conferences

How Do I Start An Instant Conference?

Web Conferencing allows you to schedule conferences in advance or begin conferences
immediately using the Instant Conference feature. You may begin an instant conference
using the Instant Conference portlet displayed in Figure 2 above. Instant Web
Conferences are especially beneficial if you have a very small number of attendees or
want to start a web conference while already on a conference call. You can give attendees
the http://portal.epa.gov/webconference address to access the web conference.

To start an instant conference from the Instant Conference portlet:

Portal Help
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Enter the title of your conference in the Conference Title field (optional).

2. If desired, enter a conference key of your choice into the

Conference Key field. Please note; a Conference Key is
not required to start an instant conference. If you enter a
conference key, your attendees will be asked to provide the
key and the six-digit conference ID before they may join
your conference. However, if you do not require a key,
your attendees will only have to provide a conference ID
number.

When you have entered your conference title and (optional)
conference key, click the Start Conference button. This
will begin a conference immediately and open a screen
giving you an automatically assigned conference number
that you must give others so that they can “join” the
conference (see How Do I Join a Conference below).

Quick Tip!

Send attendees without an
EPA portal account the link
to the Web conference
URL
(http://portal.epa.gov/webc
onference) so that they can
join your instant
conference. You will also
need to provide them with
the six-digit Conference
ID, generated by the
system, and the Key ,if one
has been assigned.

How Do I Schedule a Conference?
In addition to starting an Instant Conference, you may also schedule a Web Conference to
begin at a future date/time. To do this, follow the steps below.

Enter Conference Details

a. Click the Schedule tab on the Collaboration Suite — Real Time
Collaboration Homepage as displayed in Figure 3. The Schedule tab is
displayed. This page allows you to provide basic details about your

conference and is the only page you must complete.
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2 Schedule Conference; Details - Microsoft Internet Explorer E@@
Fie Edt Wiew Favorites Tools  Help T

e . d lg] ) /:.'Search *i"‘\]“Favuntes @i & - FH A B

To schedule a doye enn qfmtspcpplch sched e g i BN
conference for

ration Suite Real-Time Collaboration Logout Preferences Conbactlls Heln

o ETTYTTITIN  Materials "y Archive

a fUtu re edule Conference: Details
H = Schedule a future conference by filling in the relevant fields, If you leave the conference (Cancel ) Step 1 of & (hext) (Review ) (Schedule
d ate/tl me, CI I c k key hlank, attendees will nat be required o enter a conference key.
* Indicates required field
the Schedule cenfrercs T s
Conference Key [
ta b L] Acting Host Key |

(TP A corference key is required  acting hast key s specfied.
“ acting Host key should be different from the conference key.

«Date [/28/2006 |
(@ TIP: Date Format is MM[DD[YYVY
*StrtTime 05 ¥[00 v [PM v

* Duration | |
Time Zone | (UTC-09:00) US Eastern Time e

= dudience | All Users b
Visibility  [List confierence on public Web page.
Enroliment  [Jrequired.

@T1P: 4 conference key s required f enraliment is selacted.

Send Email [ Invitation TIP: & conference key is reguired if enrollment is selected.
Reminders ° days and days in advance,

(Cancel) Step1of4 (Mext) (Review) (Schedule

Home | Scheduls | Materials | Archive | Logout | Preferences | ContactUs | Help
Cracle Real-Time Collsboration 10,1,2,0,0 (051020,2247), Copyright 2008 Oracle Corparation Privacy Statement

&] & Intemet

Figure 3: Schedule Tab — Schedule Conference: Details

Enter your conference details, a description of the fields is provided
below:

Conference Title — Provides a name you can use to describe your
conference.

Conference Key — Allows you to enter an alphanumeric key which your
attendees will be prompted to enter along with the system-generated
Conference ID as they join the conference. The Conference Key is a
password that is only provided to attendees. If you do not wish to require
your attendees to enter a Conference Key, you may leave this field blank.
However, if you wish to require attendees to enroll (see Enrollment below)
before joining the conference, you must create a Conference Key.

Acting Host Key — Entering an acting host key allows you to allow
another registered user the rights to host or control the conference. The
Acting Host Key must be different from the Conference Key. If you
create an Acting Host key, you must also create a Conference Key. To
allow another attendee to host your conference, you must provide them
with the Acting Host key. They must use this key instead of the
Conference Key when they join the conference to ensure they have the
appropriate privileges.

Start Time — Allows you to indicate what time you would like the
conference to begin. Please note the AM/PM options to ensure you are
scheduling the conference for the intended time.
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Date — Allows you to indicate the date on which the conference will take
place.

Duration — Allows you to indicate how many hours the conference will
last. The duration chosen does not define the length of the event. The
system will not cut off if the conference exceeds the event duration.
Time Zone — Allows you to indicate the time zone where you will be
conducting the conference.

Quick Tip!

Be sure to select the appropriate Time Zone! (To set your time zone preference,
click the Preferences link at the top of the page.)

Audience — Allows you to limit which users may join your conference. To
allow anyone to access your conference regardless of whether you have
invited them or not, select A/l Users. Select Users by Invitation only if
you want to limit access to only invited individuals

Visibility — Click List Conference on Public Web page if you would like
the conference to be displayed on the Scheduled Conferences table on the
Collaboration Suite — Real Time Collaboration Homepage page. By
default, the conference is not listed. Conferences that are open only to
users who you have invited to attend the conference cannot be listed in the
Scheduled Conferences table for all Portal users to view.

Enrollment — Allows you to require that attendees to your conference to
pre-register before they can join the conference. To use this feature, you
must provide a conference key. Attendees will be asked to provide
additional information such as their address and phone number when they
enroll. Using the enrollment feature will allow you to view the list of
attendees and their contact information by clicking the Archive tab at the
conclusion of the conference.

Send E-mail — Allows you to send an email invitation to provide attendees
with information about the conference. Check Reminder if you wish
attendees to receive a reminder e-mail about the conference. NOTE: If
you are an external EPA affiliate, you will not be able to initiate a Web
Conference.

2. Enter Attendee Information. The Schedule Conference: Attendee page (Figure
4) allows you to indicate the individuals you would like to attend your conference
and send email invitations to them with the conference details. To access this
page, click the Next button at the bottom of the Schedule Conference:
Attendees page on the Schedule tab. NOTE: You do not have to invite people
through the web conference in order for users to participate. You may trigger the
system to send an invitation. However, you can also copy the link to the
conference and send it in an email to your attendees.
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i Schedule Conference: Attendees - Microsoft Internet Explorer E@@
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Cﬁlﬁ"m %EEE%E\:F;:"%‘S:;D field f the attendee is registered with Cracle N on-re g i st ere d

(Add ) ( Clear

MNonregistered Users
Enter an email address and name for nonregistered users and then add them to the Attendees list,
* First Name iTerry |

* | ast Marme ;Grady |

= Email Address g_g_rady‘herry@epa‘guv |

(@ TIF: Use Email Address and Hame if the attendes is not registersd.

(Add ) ( Clear ) Schedule Conference: Attendees

Invited Attendees

—
jessica_neumann@sra.com

Attendees @

Publish list of attendees

Caricel ) (Back) Step2ofé4 (Mext) (Review) (Stheculs

Home | Scheduls | Materials | Archive | Logout | Preferences | ContactUs | Help =
Oracle Real-Time Colsboration 10,1.2,0.0 (051020.2247), Copyright 2006 Cracle Carporation Frivacy Statement ¥

&) & Internst

users (e.g.,
those without a
Portal Login ID)
may be added
using the Non-
registered Users
portion of this

page.

Figure 4: Schedule Conference Attendees

a. You may invite both Registered and Unregistered users to attend your
conference. Registered users are those individuals who have Portal login
IDs. Unregistered users do not have Portal login IDs. Unregistered users
may be invited to your meeting using their email addresses. They need
not have a Portal account to participate in your conference.

b. To invite Registered users, type all of or part of the name or email address

you wish to locate them, and then click the flashlight icon. The Search
and Select page is displayed. In order to search by name, you must type
an asterisk (*) before and after the last name. For example, if you are
searching for John Doe, you would type *Doe* and click the flashlight
icon. NOTE: If the user is not an EPA Employee or does not have an
epa.gov email address, the address displayed may be a system generated
address and not the actual email address for that user. Therefore, you
should confirm that email address before using it to send correspondence.
However, when sending a notice through the Oracle Collaboration Suite in
the Portal, the system will automatically route the notice to the user’s
correct email address.
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A Search and Select List of Values - Microsoft Internet Explorer

-Minimize
Search and Select: Users
| Close )
Search by |Emai| Address v |Grady.Terry@epa.gov |
Results
Select 4ll | Select Mone
Grady, Terence Gracly, Terry@epa.gov
Attendees
attendees
| Close |
a | | | 4 Internet J

Figure S: Search and Select Screen

c. Select the check box next to the user you wish to invite, and then click
Add button. You can continue to search for additional users in the Search
By field.

d. Click the Close button when you have finished adding attendees. You will
return to the Schedule Conference: Attendees page (Figure 4).

e. You may also invite non-registered users, or those individuals without a
Portal ID to attend your conference. To do this:

f. Enter the attendee’s first and last name and email address and click the

Add button.

g. All invited attendees (registered and non-registered) will be displayed in
the Attendees box at the bottom of the page (Figure 4).

h. To remove an attendee from the Attendees box, highlight (click once) on
the name of the attendee and click the Delete button.

Portal Help
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3. Providing Dial-In Information and Materials. The Schedule a Conference: Dial-
In and Materials page, accessed by clicking Next (Figure 6) allows you to provide
information attendees might need for a conference, such as a dial-in number for a
conference call, a conference agenda, and conference presentation materials. To
access this page, click the Next button on the Schedule Conference: Attendees

4 Schedule Conference: Dial-In and Materials - Microsoft Internet Explorer

File Edit Wiew Fawortes Tools Help w
@Back ) ﬂ IEI] N ,.V‘Saarth _,\ Favoriees @ Meds 2) (- " 3 | i3

Address | @] http:/jhawkeye. epa. gov fimtapplapp/sch_schedule_mtg,uix v By Lk
&EPA Collaboration Suite Real-Time Collaboration logout Ereferences Contactls Help

Horre YETTITTIT Materials \ Archive
Schedule Conference

1. Defails Schedule Conference: Dial-In and Materials
2. Aftendees * Indicates required field (Cancel Back ) Step3of4 [ Mext Fenigw Schedule
Dial-In

DialIn Number | 1-888-232-0366 1D 918058

4. Oracle Weh
Conferencing
Consols

Information
Infarmation  Meeting to discuss proposed |
enhancements and defects for next
release. Please review attached prior o
the meeting|

Pre-Conference Materials

Specify documents for attendees to view before the conference. Select a docurnent from your Personal Document Repository drop-down list,
and then click Add.

Personal Document Reposiory | | (Add )
Document Name: File Name Description Delete
Release 2.0 Tracking List Tracking List 2004.wpd Proposed enhancements and defect fies @

(Cancel) (Back) Stepzof4 (Next) (Review) (Schedule)

Hote | Schedule | Materials | Archive | Logout | Preferences | ContactUs | Hely

Oracle Real-Time Collaboration 10.1,2.0.0 (051020,2247), Copyright 2006 Oracle Corporation Brivacy Statement
& & Intemet

Figure 6: Schedule a Conference: Dial-In and Materials

a. Type the Dial-In Number for the conference bridge you are using for your
meeting in the Dial-In Number field.

b. Enter any information about the meeting in the Information field. NOTE:
If you are an external user (i.e., you are not an EPA Employee and/or you
do not have an epa.gov email address) you may wish to provide your
contact information in this Information field so that invitees will know
how to contact you if they wish to reply to your invitation (please see the
note under Step 2 of the Entering Conference Details section above).

c. Attach meeting materials to your invitation, by clicking on the Personal
Document Repository dropdown list and select the material(s) you wish to
attach to your invitation by clicking the Add button. The selected
document will be displayed in the box beneath the dropdown. You may
remove attachments by clicking on the trash can icon next to the materials
you wish to delete. NOTE: The Adding Materials section below provides

Portal Help
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instructions for ensuring that meeting materials are displayed in your
Personal Document Repository dropdown.

d. When you have finished providing information and meeting materials for
your conference, click the Next button to set your console options

4. Setting Console Options. The Schedule a Conference: Web Conferencing
Console Options page allows you to determine the how the conference console
will be displayed during your conference. There are a variety of options you can
use to customize how your conference is conducted. Figures 7 and 8 provide
examples of the page on which these settings are selected. You may choose to set
up your conference using the default settings. In this case, you may simply click
the Schedule button on this page to complete the scheduling process. If you wish
to change the default settings, a description of each option is provided below.

A Schedule Conference: Web Conferencing Console Options - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help L3
@Back il > | ﬂ Ig :! _/-‘I Search ;1\'5‘ Favorites @Media @T ( -._‘v ._.,r, 3 77_: ﬁ 3

Address g.::é:[.htt_e:_f’f’?ji\iu_lfzye.epa‘guv,l’imtapp;’app,l’scl‘_l___s_cb?_dl.l_\f__mtg‘uix _v_u Go Lirks
£EPA Collaboration Suite Real-Time Collaboration Logout Preferences Contactls Help

P s
|| Materials |

Schedule

Schedule Conference
1. Details

Schedule Conference: Web Conferencing Console Options

Customize the Web Conferencing Console for this conference. If you skip this page, the f . Stepd :
o G | Back i Schedul
options set in Preferences will be used. You can also modify any of these settings during a Sl I‘E of 4 St il

conference.
Startup Mode iDesthp Sharing V|

Toolbar  [VIExpand secandary row
[“IExpand help text
[ sutchide
Privileges
Grant attendees and presenters access to any of the features below,
all attendees [JUse annotation tools
[Orontral console layout
[FWiem attendee list
[“Wigw status strings in toolbar

Presenters  [JUse annotation tools
Send polls
[¥] Switch modes

Chat
Selert the type of chat to enable in your conferences. If none is selected, the chat interface will be disabled.
Chat Type  [“IChat with Host

Public Chat

[Caroup chat

|Schedule Conference; Web Conferencing Cansole Options

¥

@ # Internet

Figure 7: Schedule Conference: Web Conferencing Console Options (View 1 of 2)
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< Schedule Conference: Web Conferencing Console Options - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back il > | ﬂ Ig] ;- j‘“l Search ;1\'\1‘ Favorites @Media 6(:53 ( ._‘v r _.,r, % L . ﬁ) 3

< | €] http:ffhawkeye.epa. govfimtapp/appfsch_schedule_mtg, uix V Go

Links
[Flview status strings in toolbar -

Presenters  [[]Use annotation tools
Send polls
[Pl switch modes

Chat
Select the type of chat to enable in your conferences, If none is selected, the chat interface will be disabled,
Chat Type  [F]Chat with Host
Public Chat
[Caroup chat

Start Page
Enter the address of Yweb page you want to display at the beginning of your conference,

StartURL |
(@ TIP: htkp: v, oracle . com,

End Page
Specify the page name and URL you want o display on exiting the web conference.
End LRL | _
(@ TIP: hitkpe: e, oracle, comymydiviexatPoll jsp

Secure Communications

Choose this option to secure all Oracle Web Conferencing attendes-to-server communications using SSL encryption,
Secure Communications Ooff  On
(¥ TIP: Enabling this option may result in reduced performance.

((Cancel) (Back) Stepdqof« (Review) (Schadule)

Home | Schedule | Materials | Archive | Logout | Preferences | ContactUs | Help
WQrac\e Real-Time Collaboration 10,1.2.0,0 {051020,2247), Copytight 2008 Oracle Corporation

Privacy Statement M|
@ javascriptivar x=window.open( fimthelp/helpj?lacale=en_US&topic=imt_app_schedopt!, 'help_window', 'width=800, scrollbars=yes,men # Internet

Figure 8: Schedule Conference: Web Conferencing Console Options (View 2 of 2)

NOTE: The Start Page and End Page functions are not enabled and therefore can’t be
utilized.

a. Setting the Startup Mode and Console Defaults. You may choose to change
the Startup Mode for your conference. The default Mode is to share your

desktop. However, change this setting to show a document or a whiteboard
instead.

NOTE: If you do not change your defaults, it does not mean that you can not use these
other modes during your conference. However, you will simply have to click on the
Document Presentation or Whiteboard icon at the top of the Web Conferencing toolbar
when you begin your conference. For more information, please see the Hosting Web
Conferences guide. The Startup Modes are described in more detail as follows:

e Document Presentation—Allows you to set your conference
session to display a document to discuss with your attendees as the
first view you see when you enter the conference. In order to share
a document, however, you must first have loaded the document(s)
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you wish to share. Please see the How Do I Upload/Share
Meeting Materials? section below for instructions on how to do
this.)

Desktop Sharing—Allows you to set you conference view to be
able show your attendees a Windows application or an area of your
desktop.

Whiteboard—Allows you to display the Whiteboard feature as the
first view your attendees will see when entering the conference.

b. Setting Attendee and Presenter Privileges. You can choose what types of
activities presenters and attendees may perform during the conferences.
Follow is a description of what each of these options provides:

For attendees:

Quick Tip!

To view a PowerPoint

presentation,
attendees should
adjust their screen
resolution to 1024 x
768. Presenters
should adjust their
resolution to 600 x
800.

Use annotation tools—Allows conference attendees to use the
whiteboard feature.

Control console layout—Allows conference attendees to change
the display of the console during the conference.

View attendee list—Allows all conference attendees to view the
names of the other individuals attending the conference.

See alerts when attendees join —Allows users to see messages
when new attendees join the conference.

For presenters:

Use annotation tools—Allows those users you have designated as
presenters to utilize the whiteboard feature.

Send polls—Allows presenters to ask attendees to vote on specific
issues during the conference.

Switch modes—Allows the presenter to change the conference
mode as described in the Setting the Startup Mode and Console
Defaults section above.

Setting Chat Defaults. This feature allows you to indicate the type of chat
sessions your attendees will be able to conduct during the conference. Chat
sessions are discussed in more detail in the Hosting Web Conferences guide.
Following is a description of each option:

Chat with Host—Allows attendees to conduct private chat sessions
between themselves and the host.

Public Chat—Allows attendees to conduct chat sessions among all
attendees including the host. .

Group Chat—Allows attendees to conduct chat sessions with
specific attendees of their choosing.
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d. Setting Starting and Ending Pages. This feature allows you to indicate
whether you would like a specific Web page to be displayed at the beginning
and ending of your conference. To select a Web page to display at the
beginning and end of the conference, simply type the URL in the field
provided.

e. Setting Conference Security. This feature may only be set by a Portal
administrator and cannot be modified by users. It allows the administrator to
ensure all communications between the Oracle Web Conferencing server and
clients participating in the conference are encrypted.

How Do I Upload/Share Meeting Materials?

You may wish to share documents with your meeting attendees. The Materials tab
(Figure 9) allows you to upload documents to your personal materials repository so that
you may locate and share your documents when you are conducting a Web conference.
An alternative to uploading documents before the conference, you will be able to share
any files on your desktop during the meeting. Please refer to the Hosting a Web
Conference Help Document for more information on sharing documents during a Web

Conference.

\@ Oracle Real-Time Collaboration - Microsoft Internet Explorer provided by Comcast Clickto Share | | [ 54
Fle Edt View Favorites Toos Help d
O © M @ G| Prn Frrownm @3- 5 3 - g 3
Canon €asy-WebPrint ~ | @E3Print :GhHigh Speed Print [T, Preview ZFor > i Google (G~ Go o % ~ | % Bookmarksw P Check v | s Send tow () settngs~
IAdobe - ¥ - -] || searchweb |- |2~ #4- 4 Upgradenowt ~ | CDMai - By Yahoo! B Answers - W FantasySports - o Hockey v g Games - T Music - @ Personsls - >
Address @] htp:hawkeye epa.gov/mtapp/appfmat_documents.vix v B

&EPA Collaboration Suite Real-Time Collaboration Logout Preferences ContactlUs Heln

Home " Schedule VECICIEI Archive

Documents | Bookmarks | Messages | Polls

Documents
Click Upload Documents to save a document to your personal document repository. T a check mark appears in the Status column, then you can view the file in (Upload Documents_
Document Presentation mode in the Web Conferencing Console.

Filter by: :VDpcumrept NamEV‘V: (Go
Document Name / File hame |pescription File Size_|upload Date Status Update Delete
Release 2.0 Trackmg List Trackmg List 2DD4.wgd Prt:pnsed enhancements and defect fixes 37.0K 05-Oct-2006 3:03 PM @) y ‘j
: :
Quick Tip! pioad Boriment)
le | Mats Is | Archi | L t | Pref | ContactUs | Hel
Any uploaded document must be less 65| Meteealt AR e pierenens | MBIl 1Rl ——

than 3 MB. Given this and other file
limitations, you may want to upload
materials to a location accessible during
the web conference instead of pre-loading
them to the document repository as Y

explained in Step 1 below. Figure 9: Materials Tab

1. To upload documents to your materials repository, click the Upload Documents
button. The Upload Documents page (Figure 9) is displayed. Note: Only certain
types of files may be added to the document repository (e.g., PDF, image files
(.gif and .jpg), and text files.) If a file type is not supported, you will see a red
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“X” in the Status column as shown in the example above. This does not mean
that you cannot share this type of file during a Web conference. However, you
cannot attach it to the document repository. Instead, you must share the document
by clicking on the Click to Share button while hosting the conference.

2. Click the Browse button to navigate to the document you would like to upload.

3. Once you have selected the document you would like to upload, the document
will be displayed in the Documents list.

4. Type a name for the document in the Document Name field and provide a
description of the document in the Description field.

5. Toremove a document, click the trash can icon in the Delete column of the
Documents listing. Documents uploaded to the tab will now be available from the
Document dropdown list when you are in the Document Sharing Mode. For more
information, please see the Hosting a Web Conference guide.

Trouble Shooting Tips

ISSUE SUGGESTION

System crashes and the conference drops. You will need to start a new conference
using a new conference ID. The old ID will
be lost. You can start an instant conference
immediately (see How Do I Start an Instant
Conference? in this document).

An attendee isn’t able to access the Ensure that they have installed the Web
conference. Conference application.
Attendee doesn’t have a Portal account. They can access the conference using

http://portal.epa.gov/webconference

PowerPoint Presentation is not displaying | To view a PowerPoint presentation,
properly. attendees should adjust their screen
resolution to 1024 x 768. Presenters
should adjust their resolution to 600 x 800.

Who to Contact for Help

For questions, concerns, or assistance in using the Portal, contact the EPA Customer Call
Center at 1-866-411-4EPA or epacallcenter@epa.gov.
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