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Simple Steps to a successful
Virtual Classroom Learning experience

Preparation is key!

Please take 5 minutes at your leisure to prepare for the very best
learning experience possible. The pages below outline the simple steps
you can do to ensure you are ready to get the very most from your
Virtual Classroom Learning. UK ke
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Get the most out of your Virtual Training

Here are a few top tips from our Trainers and previous Learners to get the most out of you your
Virtual Classroom experience. Obviously not all of these maybe possible for you or right for you, so
simply pick what works for you ©

Get your equipment ready and test it

You are already halfway there as you are looking at this guide. But it is essential that you test the
connection to your Virtual Classroom (see below) and also test the equipment you will need:

=  Webcam — make sure it works and you can turn it on, it will be needed. If you do not have a
webcam or cannot have it on you may not be able to continue with your course and be
asked to leave the event (the only exception is if you are on a Technical course where it
maybe optional)

= Speakers/Microphone or Headset/headphones — a headset is ideal here. If you don’t think
that you have one you probably do, the one you got included with your iPhone or Samsung
device is often far better than just laptop speakers and microphone. Or anything you would
use for a Bluetooth car handsfree type setup

= Two screens — essential on most courses. If you think you do not have a second screen then
think again, remember most TV’s now if not all have an HDMI connection and so do most
laptops. Et voila a second screen. Appreciate you might have to negotiate with other
members of the family to get access to this but it is well worth it.

Get in the right mindset

We are here to learn and better ourselves, so get ready and dressed the same way as you would if
you were coming on a Face-to-Face course. This will help you be in the right frame of mind for your
learning.

Ensure comfort

Ideally find a quiet spot, where you can pop your laptop down that is comfortable, a desk or dining
room table are ideal. We will break up your day as much as we can but you will be using your laptop
extensively. Consider what you are sitting on too, try and maintain ergonomics as much as possible.
Other things to have on hand

Grab some paper and a pen, we will still at times get you to do some writing to break up your day
from screen time.

What to expect on the day

Every course is different just like in real life right but as delegates you will be expected to:

= Have your webcams on. As mentioned above this is likely to be essential and if you cannot
have it on you not be able to continue the course and be asked to leave the event

= Contribute. We will be asking questions, so ensure that microphone is working

= Shorter sessions. It is likely that you may have shorter sessions with more frequent shorter
breaks.

And Finally

Make sure you have a cuppa on hand or some water, keeping yourself hydrated and fed on a Virtual
course is as important as a classroom one ©
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Testing your Virtual Classroom — Microsoft Teams
To join a test MS Teams session please click here:

Join Microsoft Teams Test Session

This will load straight into Teams or in your default browser as follows:

i@ Join conversation x  +

Cc O & teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_ODQ3YTNmMTMLYjlwMiOON2YyLTkdMDctZWM3NGFIZThmND'
@i

Download the Windows app
‘ Use the desktop app for the best experience.

HOW dO you want to jOin Continue on this browser
your Teams meeting? Mo download or installation required.

* Open your Teams app

Already have it? Go right to your meeting.

If this happens we recommend using the MS Teams App as opposed to in browser (in browser may
limit you within the classroom). To Download the Windows app just click the top button (1) above.

If you already have the App installed as you use Teams you may see this screen, in which case just
click “Open Microsoft Teams” (2). Or if you do not get this extra pop-up Open your Teams app (3)
then it will duly appear.

i@ Join conversation X+

cC 0O # teams.microsoft.com/dl/launcher/launcher.htmi?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_ODQ3YTNmMMTMtYjlwMiIOON2 Yyl TkAMDctZWM3NGFIZThmNDY

Open Microsoft Teams?

* https://teams.microsoft.com wants to open this application.

Open Microsoft Teams:

Download the Windows app
‘ Use the desktop app for the best experience.

HOW do you want to jOin Continue on this browser
your Team5 meeting? Mo download or installation required.

* Open your Teams app

Already have it? Go right to your meeting.
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Alternatively, you may see a screen like this one:

@@ Join conversation X =+

cC O @ teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%623%2f1%2fmeetup-join%2f19%3ameeting_ODQ3YTNmMTMtYjlwMi00ON2YyL TkdMDctZ

Microsoft Teams

”~ " /
/ .
g n -
Experience the best of Teams meetings with the desktop app

Download the Windows app 1 on the web instead
Already have the Teams app? Launch it now «

Once again hit Download the Windows app (1) above if you need to download it or hit “Launch it
now” (2) to load into your existing App.

-

Previewing your settings

Regardless of your route you will get to this screen when you are about to join a session:

Choose your video and audio options

Computer audio

2- Logitech G533 Gaming Headset
i
Your camera is tumed off ! ‘D -
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You can access number of settings from this screen to ensure you enter the.room successfully:

Choose your video and audio options

Computer audio

2- Logitech G533 Gaming Headset
i

Your camera is tumed off

1. This turns your webcam on or off; if its grey as above it is off and 1b will not show a preview. If it
is blue you will also see a preview of your webcam in 1b. If you would like to blur your background,
then 1a will allow you to do this.

2. Like your webcam this is to mut or unmute your audio as you enter a room. In the example above
it is blue so you will be un-muted.

3. These are your settings which allow you to change which devices Device settings
you are using, speaker, microphone, webcam etc. The options
appear on the right-hand side of your screen, as shown here on the [T TR NTe=
right... From here you can even do a test call if you wish by hitting
the “Make a test call” button. When you hang-up this will then
show you your test results (see next page)

2- Logitech G533 Gaming Headset

Speaker

4. If you are happy and all setup then hit “Join now”
Speakers (2- Logitech G533 Gam...

Microphone

Microphone (2- Logitech G533 G...

Camera

HP Wide Vision HD Camera
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Interacting with your Virtual Classroom
Firstly you’ll need to get in, you will be sent a link within the covering email which you simply need
to click on to load the classroom up.

You may get a message saying you are in a Lobby, that’s fine please just wait, and our trainer will
“open the door” letting you into the Virtual Classroom.

Main Features of MS Teams

Your main ways to interact with the classroom are displayed down the bottom of your screen and
are as follows:

1. You can hide/show your webcam and mute/unmute yourself here. A line through the icon means
it is “off” no line means you are live.

2. This is to share your screen, please only do this if you are asked to do so by the trainer or it is
appropriate in a breakout room.

3. The virtual way to raise you hand to ask a question etc.

4. This toggles the session chat window on/off
£51 Show device seftings
5. Show the list of people in the course with you
[El Show meeting notes
6. Hang up/leave the classroom

More Options (shown right) e
O Enter full-screen

We have highlighted the useful options:

. ] . . Show background effects
Show Device Settings — in the same way as the testing

above if you wish to change your webcam, microphone, [cz) Tum on live captions (preview, English US only)
or speakers you do it here.
p Y il Keypad

Enter full-screen — this just gives you more real estate © Start recording
on the screen you are using making everything that little

bit bigger & uncluttered. o End meeting

2 Tum off incoming video

Show background effects — this will enable you to blur
out your background if required.

| need help
If you need technical assistance to setup your Virtual Classroom then don’t panic we are on hand to
help; @ vclsupport@guanta.co.uk.
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Testing your connection to NewRow \
To perform a quick tech check simply go to: https://smart.newrow.com/room/tesﬂ%ge/\

and Start Test

new
row

Quick Tech Check

We created this Quick Tech Check page to make sure you
are able to have the best experience in your session.

Start Test

After which you will receive a full Summary Report hopefully indicating you are “a OK” to go or
allowing you to make adjustments to which webcam, speakers, or microphone you will use. If you
do not get all Green Ticks you’ll need to address the problem or contact us vclsupport@quanta.co.uk
and we can help you.

new
row

Quick Tech Check Summary

Your connection quality
Select your preferred webcam & microphone: Test Information sty
W Select webcam s Yfou are running Chrome version 0.0 on Windows version 10 PRSSED
HP Wide Vision HD Camera (0bda'58¢ ¥
sappor PassED
Ping:smer g bme: 130.23 ms. | e 13,80 s, PassED
Hest — PassED
2 Select microphone
[ Communications - icrophone (G533 v
Upload Speed Upioad speed 249 02 Mbps. Niced You'l do pertectly i a wdeo chat PASSED

Dataase Connestion Test Database Connectod! PassED ¥

= Play the test sound to check your speakers:
o) Select audio output Test PASSED
| ‘Communications - Speakers (Targus L -
—_— [ ]

4 ‘Viebcam Siream Test
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Accessing your Virtual Classroom
You will be sent a link, which will look something like this:

https://smart.newrow.com/room/?<<Room |ID>> just click on that one day one and you will enter
the classroom

Main Features & Troubleshooting

By clicking this you will gain access to your Virtual Classroom:

© Quanta Training

208 Delegate One

1 — here you can toggle your webcam and microphone one and off. A red line through it indicates
that it is off or muted.

When you first activate or if you are having problems then click the padlock in the address bar and
ensure that you are allowing these devices in the browser:

& smart.newrow.com,

Connection is secure

Your information (for example, passwords or credit

card numbers) is private when it is sent to this site.

Learn more

B Camera Allow «
& Microphone Allow - «

) Sound Automatic (default) ¥

The options you have in 2 refer to toggling the windows you see on the right-hand side of your
window. In the example above we have Chat and Participants on (showing on the right) but Notes
off (not showing)

There are also 3 options indicated by 3.

= The first one is a simple “Raise your Hand” you can use this to ask a question to the
instructor or draw their attention to you as a delegate.

=  The Settings wheel is the middle icon, should you wish to change which
speaker/microphone/webcam you are using.

= The lasticon is entre (or exit) Full Screen Mode.

Finally the red button on the right is the one to hit to leave the room

TOP TIP if at any point using NewRow things go a little bit wrong in terms of sound,
webcams or similar just hit CTRL+F5 to refresh your browser tab. It is a cliché but “turning
it off an on again” in this case often fixes everything!
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Using Chat

NewRow has 2 chat options:

Questions & Answers - This is an option to send a question to the
Instructor, they can either answer you directly or send the answer to

the room, using the main chat room. ° Questians & Amzwce

Room Chat - The first chat icon is for a room or group chat. Everyone e foomm Chat
gets messages sent in this manner. If you are within a breakout
room, then everyone in that room can see the messages sent.

| need help

If you need technical assistance to setup your Virtual Classroom then don’t panic we are on hand to
help:

@ vclsupport@quanta.co.uk
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Access your Virtual Classroom —Go To
There are two ways you can benefit from our Go To Virtual Classroom training, you will either be
asked to use Go To Training or Go To Meeting, both require the same preparation steps:

Join by Download (Windows or Mac) RECOMMENDED

To get the most out of our Virtual Classrooms, you can download and install the full-featured
desktop software on your Windows and Mac computer

Windows 7 — Windows 10

Operating system Mac OS X 10.9 (Mavericks) - macOS Mojave 10.14

Internet connection 1 Mbps or better (broadband recommended, wired better still)

GoToTraining desktop app

f
Software JavaScript enabled

2GB or more of RAM

Microphone and speakers (USB headset recommended)
Hardware Webcam

2 screens (recommended, remember you can plug any PC or

laptop into a TV to achieve this if necessary)

Join a test session
By joining a test session from your computer or mobile device, you can help make sure that your real
session will connect correctly.

1. Click the Join Now button below or follow this link

2. You will automatically be launched into session.
= |f you see a "Waiting for the organizer" screen, then you have successfully joined the test
session! You should be able to join all future GoTo sessions from your computer. You can
now close the "Waiting for the organizer" screen to exit the test session.
= |f you do not reach the "Waiting for the organizer" screen, then there was an issue along
the way. Make sure you meet all the System Requirements for Attendees, or see Join Help

and FAQs for more troubleshooting tips.

You successfully joined a test session and downloaded
GoToMeeting, GoToWebinar and GoToTraining

ThiS (S 8 returing meeting

Choose an audio option

Computer audio Phone call

Con't show agan @ English =

Test Your Webcam Test Your Mic and Speakers (VolP)

Need Help? vclsupport@quanta.co.uk Page | 10
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Once in the meeting you can double check everything is working OK by
firstly clicking the Cog Wheel on your preview window, you can see this in the
yellow circle below:

You successfully joined a test session and downloaded g — X

& GoToMeetin
2 9 GoToMeeting, GoToWebinar and GoToTraining

SETTINGS X

Chris Jones

( HP Wide Vision HD Camera v ‘

16:9 Widescreen @® 4:3 Standard

Waiting for Olivia the Organizer (3 compuren R HEE

Are you Olivia the Organizer or a co-organizer? = 00— .

Camera Leave Meeting
don't need audio

Preferences

This will then pop out the white Settings windows as shown above.

1. You can ensure your webcam is working and alter which camera to use (1).

2. Test and select your microphone (2) you will see a little green bar replace the grey dots
showing it is being picked up

3. And finally (3) test your speakers or headset by clicking the Play button

Need Help? vclsupport@quanta.co.uk Page | 11
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Instajoin - Join from Browser
No download required (GOOGLE CHROME ONLY)

Using Instant Join, you can join trainings entirely within your web browser, the functionality is
slightly limited but it means you don’t need to install anything on your computer.

Windows

Mac

Linux / Ubuntu

Google Chrome OS (Chromebook)

Operating system

Web Browser Google Chrome (most recent 2 versions)
Mozilla Firefox (most recent 2 versions) (Linux only)
1 Mbps or better (broadband recommended)
Internet connection 3G connection or better (WiFi recommended for VolP audio)
for Chromebooks

Software None

Microphone and speakers

Hardware
2 screens (recommended)

If you are using this option please also ensure the following steps, after you have joined your
session:

Please ALLOW your microphone to be accessed by your browser (highlight in yellow).

B app.gototraining.com

app.qototraining.com wants to

& Use your microphane

Allow Block

You will need to do the same for your webcam also when prompted.

If you launch into browser but wish to use the Desktop App (recommended) then you can switch to
it at any time by click the icon at the top of your options...

Need Help? vclsupport@quanta.co.uk Page | 12
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Go To Meeting Quick User Guide
How to Access

You will be prompted to run a small piece of software. Click on ‘Open GoTo Opener’ —you do not
need to be a local admin to do this (magic!)

Open GoTo Cpener?

https://launch.getgo.com wants to open this application.

Click here ¢ Open GoTo Opener

Or depending on your settings you may get the following screen:

How do you want to meet today?

Join on the Web Download the App

No download required. The fastest, Join from software downloaded
easiest way to join & host onto your computer. Includes a full
meetings. suite of features & tools.

Once again ideally click “Download the App” is recommended

How to Use Go To Meeting

The two ways of attending your Virtual Classroom present you with very similar options.

Select your Audio
Join by Computer (recommended) or Phone:

Join by Computer or Phone

Do you want to join calls on your computer or by phone?

Computer Phone

Connect using & headset or Dial in on your phone or
or your mic & speakers, we can call you.

®

SAVE AND CONTINUE

I don't need audio

Need Help? vclsupport@quanta.co.uk Page | 13
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Go To Meeting Controls
You are presented with the following controls at the bottom of your screen.

Camera Screen Leave

When they are Grey they are not enabled, click on them to enable.

If they are Green they are active and live.
If they are Red you are muted for example.
Along the top of your screen you will also see some options:

Firstly this option front and centre defines what webcams you see:

P
W

View Everyone

The then the options to your right are as follows (left to right):

Participant List — see your fellows delegates
Chat — communicate with the Instructor
Settings — change what speakers you are using and other options.

If you are having problems with your Webcam/Microphone/Speakers when in browser you may
need to check what permission the browser has. First click the padlock (1) and then check that the
options are set to allow (2)

g8 GoTolrainir » | GoToTraining @ X -+

8 app.gototraining.com

Connection is secure

Your information (for example, passwords or credit

card numbers) is private when it is sent to this site,

Learn mare

B Camera Allonw

& Microphone Allow

4) Sound Automatic [default)

B Certificate (Valid)
& Cookies (3 in use)

£ Site settings

Need Help? vclsupport@quanta.co.uk Page | 14
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