UNIVERSITY OF
MARYLAND

SCHOOL OF PUBLIC POLICY

Hosting office hours

Covered in this guide:

 Using your office phone to host audio office hours

* Using Zoom to host audio and/or video office hours

 Using Webex to host office audio and/or video office hours

* Using Google Hangouts to host chat-based and audio/video office
hours
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Using your office phone to host
audio office hours



1. Remotely set up call forwarding on your office phone

I._. AnyConnect M
Sactue Mo Ciant CISCO v « Connect to the University’s VPN

VPN: network using the Cisco AnyConnect

{2
é Please enter your username and password. Softwa re

1 e« Enterthe server vpn.umd.edu
and click “Connect”

¥ 2 + Select “UMD” as the Group and
Cisco AnyConnect | vpn.umd.edu use your University ID, and
password to log in

e
j L1 Please enter your username and password. )
- NOTE: If you do not have Cisco

Group: { UMD — AnyConnect installed, follow the email
e tmcgarve | guidance sent out by SPP IT on
Password: | 03/18/2020




2. Open Cisco Communications Portal in web browser

®O® @ webkx X | (Q UNIVOF MARYLAND WebExE' X i phone.umd.edu x 4+

& > C ® NotSecure | phone.umd.edu w 0

* Navigate to phone.umd.edu and
osee’ select “Cisco Unified
Instaled Applications Communications Self Care Porta

I”

Cisco Unified Communications Manager

Giseo Uniied Gommuricatons Seft Gare Portal e Lo g in usin g your Unive rsity ID
Cisco Prime License Manager 7
Cisco Unified Reporting

Cisco Unified Serviceability password’ and Duo mUIti'faCtor
authentication

Platform Applications

« Disaster Recovery System
« Cisco Unified Communications OS Administration

Cryptographic Features

This product contains cryptographic features and is subject to United States and local country laws governing import, export, transfer and use. Delivery of Cisco
cryptographic products does not imply third-party authority to import, export, distribute or use encryption. Importers, exporters, distributors and users are responsible for
compliance with U.S. and local country laws. By using this product you agree to comply with applicable laws and regulations. If you are unable to comply with U.S. and local
laws, return this product immediately.

A summary of U.S. laws governing Cisco cryptographic products may be found at: http://tools.cisco.com/legal/export/pepd/Search.do

If you require further assistance please contact us by sending email to export@cisco.com.


http://phone.umd.edu/

3. Enter the number to forward calls to

® ® @ WebEx X ‘ (Q UNIV OF MARYLAND WebEx £ X % Unified Communications Self ¢ X ar

& (¢ @ css-cucmsub2.net.umd.edu:8443/ucmuser/main#callforwarding h*e o :

il Unified Communications Self Care Portal Skip to Content ® SeleCt uca” FO r'wa rding” from the
Phones IM & Availability General Settings About  Help Ieft_hand Side menu
My Phones Call Forwarding . .
. * In the “Call Forwarding” window,
‘ . :
s — - enter the number to which you
would like to forward your office
phone

 NOTE: You must enter +1 before
the number for the forwarding
to operate correctly

* Log in using your University ID,
password, and Duo multi-factor
authentication



4. Use your office number to schedule calls

* You can now distribute your office number to students when scheduling calls

* They can dial that number, and the call will automatically be forwarded to the number you have
specified (while maintaining the privacy of your home/cell number)
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Using Zoom to host audio
and/or video office hours



1. Navigate to the Zoom web portal

ey il Ch© : * Instead of scheduling Zoom
meetings through Canvas as we did
for online sessions, we will schedule
the meetings through the web portal
& MARYLAND — this is so that meetings scheduled
B I e e s with individual students aren’t
e viewable to all students within their
e Canvas course space

Video Conferencing . )
* Navigate to umd.zoom.us in your

web browser, and select “Sign In”

ost Start a meeting

‘ O 4 * Sign in with your University ID,
e password, and Duo multi-factor

authentication


http://umd.zoom.us

2. Schedule a new meeting

® 00 & webkx X | (Q UNIVOF MARYLAND WebEx £ X (@ My Meetings - Zoom X (@ WaitingRoom - Zoom Help Ce X | +
& Cc # umd.zoom.us/meeting
Suugiin  1888799.9666  SALES  PLANS
Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates
Schedule a New Meeting
Webinars
Recordings
Star} Topic Meeting ID
Settings
Tue, Week 8 Lecture - Industrial Ecology 571-436-6575
Account Profile 02:0(

Reports

Attend Live Training
Video Tutorials

Knowledge Base

About

Zoom Blog
Customers
Our Team

Why Zoom

Features

Save time by scheduling your meetings directly from your calendar.

Ei Microsoft Outlook Plugin Chrome Extension
Add Zoom Download

Download Sales

Meetings Client 1.888.799.0125
Zoom Rooms Client Contact Sales

Zoom Rooms Controller Plans & Pricing
Browser Extension Requesta Demo
Outlook Plug-in Webinars and Events

Support

Test Zoom
Account
Support Center
Live Training
Feedback

Language

English ~

a %« @ :

JOIN A MEETING HOST A MEETING ~ SIGN OUT

WM Get Training

Recently Deleted

Start Delete

Select “Meetings” from the left-hand
side menu

Click “Schedule a New Meeting”



3. Set a meeting topic, and date/time

® 0 ® & webkx X | (Q UNIVOF MARYLAND WebEx £ X () Schedule a Meeting - Zoom X () Waiting Room - Zoom HelpCe. X | +

& C & umd.zoom.us/meeting/schedule

© KUSLAR 1.888.799.9666 SALES PLANS JOIN A MEETING
Profile My Meetings Schedule a Meeting

Webinars
1 Topic

Recordings

Schedule a Meeting

Settings Description (Optional)
Account Profile

Reports

2 When

Duration

Attend Live Training
Video Tutorials
Knowledge Base

Time Zone

Registration

3 Meeting ID

Week 8 Office Hours

Office hours for Spring Semester Week 8

After scheduling this meeting, the settings you change here will apply to all scheduled
meetings with the Personal Meeting ID. Revert Settings

03/20/2020 i) 1:00 PM

2 ~ hr| 0 min

(GMT-4:00) Eastern Time (US and Canada)

Recurring meeting

Required

Generate Automatically ~ ® Personal Meeting ID 571-436-6575

HOST AMEETING ~

ax @

SIGN OUT

Enter a topic for your meeting
(perhaps "Week X Office Hours”)
and, if desired, a description

Specify the date, time, and duration
for your meeting

Accept the default setting of
”Personal Meeting ID”



4. Specify additional meeting settings 1+ “Meeting Password"” - accept default that

a meeting password is not required

2 «  “Video” —if you would like both yourself

[ ] [ ] @ WebEx X QD UNIV OF MARYLAND WebEx E/ X @ Schedule a Meeting - Zoom X @ Waiting Room - Zoom Help Ce X + . . .
< C & umd.zoom.us/meeting/schedule Q 0 : and the Student tO pa rtICIDate Vla
v s s e webcam, turn video ‘On’ for both; if you

would like an audio only meeting, turn
1 Meeting Password Require meeting password Video loff’ for both

2 Video Host ® on off . . . ‘ )
3 « "Audio” — retain default setting of ‘Both

3 Audio Telephone Computer Audio @ Both 4 ¢ "Meeting Options” - retain defaU|t
settings for all, except:
Meeting Options « Enable join before host ® Enable l‘waiting room” - this iS a
« Mtepartidpants wpon ney critical setting that will allow you to
4 @ ewsicsiing oo converse with one student at a

Only authenticated users can join

time, privately, while others are
held in a virtual ‘waiting room’ until
you let them into the meeting

Breakout Room pre-assign

Record the meeting automatically

Alternative Hosts Example: mary@company.com, peter@school.edu

5+ Click “Save” to schedule the meeting



® 00 4 webkx

&

5. Sharing the connection

C @ umd.zoom.us/meeting/322805404

x ‘ ( UNIV OF MARYLAND WebEx E: X (@) Meeting Information - Zoom X (&) Waiting Room - Zoom Help Ce. X ‘ +

|Copy Meeting Invitation|

Meeting Invitation

Todd McGarvey is inviting you to a scheduled Zoom meeting.

Topic: Week 8 Office Hours
Time: Mar 20, 2020 01:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https:/umd.zoom.us/j/5714366575

Meeting ID: 571 436 6575

One tap mobile
+19294362866,5714366575# US (New York)
+13126266799,,5714366575# US (Chicago)

Dial by your location
+1 929 436 2866 US (New York)
+1 312 626 6799 US (Chicago)
+1301 715 8592 US
+1 346 248 7799 US (Houston)
+1 669 900 6833 LS (San lase)

2 Copy Meeting Invitation Cancel

information

When you click save, a confirmation screen will be
displayed with your meeting information

Click “Copy the invitation” to open a window with the
necessary connection information

Click “Copy Meeting Invitation” — the information will be
copied to the clipboard, and you can paste it into a Canvas
Announcement or email

NOTE: Approaches for organizing your office hours

Setting up Zoom with the waiting room function enabled
allows you two options to organize office hours (with
implications for the message you include when sharing the
connection information)

1. You can offer up the meeting period on a first-come,
first-served basis — people will be held in the waiting
room until you are finished with another student

2. You can (outside of Zoom) split the meeting period
into blocks, and have students connect at their
designated time — they will still be held in the waiting
room until you let them in



6. Launching your office hours meeting

0o g x | O NOF WAL WREE X @ e zoom x| * Navigate to umd.zoom.us in your web

€ 2 C G ar @ browser, select “Sign In”, and log in with

S your University ID, password, and Duo
Upcoming Meetings  Previous Meetings _ Personal Meeting Room  Meeting Templates e i multi-factor authentication

1

) Recently Deleted w . ” .
et 1 ¢ Select “Meetings” from the left-hand side
Recordings

Start Time Topic Meeting ID m e n u
Settings

Fri, Mar 20 Week 8 Office Hours 571-436-6575 2 Start Delete
Account Profile 01:00 PM

T Weck 8 Lecture - st Ecoey 2 * Locate the appropriate meeting from
under the “Upcoming Meetings” tab, and
Attend Live Training CI iC k ”Sta rt ”

Video Tutorials Save time by scheduling your meetings directly from your calendar.
Ki ledge B " N N
nowledge Base Ei Microsoft Outlook Plugin Q Chrome Extension
Add Zoom Download

About Download Sales Support

Zoom Blog Meetings Client 1888.799.0125 Test Zoom
Zoom Rooms Client Contact Sales Account
Zoom Rooms Controller Plans & Pricing Support Center
Browser Extension Requesta Demo Live Training
Features Outlook Plug-in Webinars and Events Feedback



http://umd.zoom.us

6. Launching your office hours meeting (cont.)

% Zoom X (@ Launch Meeting - Zoom
8 umd.zoom.us/s/57143665757status=success
Siigiis  1888799.9666  SALES  PLANS

n zoom.us?

Please click Open zoom.us if you see the system dialog.

e to launch the mee

ting, or download & run Zoom

* You will be prompted to open the

a v @ :
[[[[[[[[[[ Zoom software — click “Open
zoom.us”
[

NOTE: If this is your first time
starting a Zoom meeting on
your computer, you will be
prompted to download and
install the Zoom software
(follow the installation
prompts to do so)



7. Connecting to the meeting

O Choose ONE of the audio conference options e Select to "Join with Computer
Audio” (using your microphone

and speaker) or to dial-in with
your phone

Phone Call Computer Audio

Join With Computer Audio

Test Speaker and Microphone

| Automatically join audio by computer when joining a meeting




8. Controlling basic settings

[ NON | Zoom Meeting ID: 571-436-6575

1 * Use the microphone button to
mute and unmute your
microphone

2 + Use the video button to start and
stop your webcam

Todd McGarvey




9. Managing the Waiting Room

* When a student connects to the
meeting, they will automatically
be placed in the waiting room and
shown this screen

Please wait, the meeting host will let you in soon.

Todd McGarvey's Personal Meeting Room



9. Managing the Waiting Room (cont.)

[ JON ) Zoom Meeting ID: 571-436-6575

Participants (2)

1 ¢ Asthe host, you can see whois in

tetns 2 e the waiting room by clicking
Jane Smith (Guest) m Remove “ .. ”

— Manage Participants
Todd McGarvey (Host, me) ¢ A

® 2 « To move a student out of the

Waiting Room and into the
meeting with you, click “Admit”

Todd McGarvey

9 o0 9 ¢

nvite

Mute All Unmute All More v
Mute Start Video I

Manage Participants Polling Share Screen




9. Managing the Waiting Room (cont.)

[ ] Zoom Meeting ID: 571-436-6575 | ]
L]
i Gallery View [ v Participants (2) E
Todd McGarvey @ Todd McGarvey (Host, me) A
Q Jane Smith (Guest) m |

Chat

Ask to Start Video

Make Host L]

Make Co-Host

Assign to type Closed Caption

Allow Record

Rename

Put in waiting room

Remove °
L]

9 9 ¢ 9 9

|/ PN at a 2 Ill [ 1 ~ . ©\ 6 o Mute All

Start Video Invite Manage Participants Polling Share Screen Record Closed Caption  Reactions More

Unmute All More v

The student will then be admitted to
the meeting, and you will be connected
together

Proceed with hosting your meeting
with the student

When your meeting with the student is
finished, click on “More” next to their
name in the Participants window and
select “Remove”

* Do not end the meeting (unless
you are finished with your office
hours session)

You can then proceed to admit the
next student by selecting them from
the Participants window and clicking
“Admit”



10. Ending a meeting

Zoom Meeting ID: 571-436-6575

1 « Click “End Meeting”

2 » Select “End Meeting for All” to
close the meeting and disconnect
everyone

End Meeting

If you want to keep this meeting open, please assign
another Host before you click Leave Meeting.

Cancel Leave Meeting | [ERVEERETSNY

| (N o 2! il o . e @. cc] H o

Start Video Invite Manage Participants Polling Share Screen Record Closed Caption Breakout Rooms Reactions
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Using Webex to host audio
and/or video office hours



1. Open Canvas in web browser

®00® Qs x  +

& Cc & elms.umd.edu

000

L2

‘o 37 g> e
e /71 ‘q{ 32
A

ELMS-Canvas

Students and Instructors

« ELMS Management Tool
« ELMS Support

« About ELMS and How Tos
« Privacy Policy

« Terms of Use

St DIVISION OF Division of Information Technology
-‘@ » INFORMATION
A
:,1:;,{'}__-, TECHNOLOGY University of Maryland
v 301.405.1500 | itsupport@umd.edu
© 2017 All rights reserve d
Web Accessibility | Privacy Notice

“f&ELMS—Canvas ‘
| —
s

Q| You

*

UNIVERSITY OF MARYLAND
Lol

Webex via Canvass has a useful
feature that allows you to offer
appointment slots that
students can sign up for — as
such, we will schedule these
through Canvas rather than the
Webex web portal

Go to elms.umd.edu in your
web browser

Log in using your University ID,
password, and complete the
Duo multi-factor
authentication


http://elms.umd.edu/

2. Navigate to the Canvas course for which you wish to
schedule a Webex meeting

® ©® @ pashboard x  +

< C

Account
&
Dashboard

Courses

Pt

Groups

Calendar

113

Inbox

&

Portfolium

(c2

Commons

£l

CourseEval

Logout

[«

@ umd.instructure.com

Courses

ELMS Demonstration - PLCY

AGNR301-0101/PUAF301-0101
Sustainability-Fall 2015 sprinkle

All Cour

Welcome to your courses! To customize the
list of courses, click on the "All Courses" link
and star the courses to display.

.and Captioning Unavailable

re currently unavailable due to a service outage. In addition, mechanical captioning will

nvenience.

Times Delayed

are currently delayed. Zoom is working to resolve their issue. Sorry for the

Event on March 25th at 3:00 AM

le on media servers on March 25th at 3:00 AM. This maintenance will affect the ability
and video in ELMS-Canvas. This event will last for up to 2 hours. Sorry for the

rch 18th at 3:00 AM

nce for SCORM, on March 18th, starting at 3:00 AM which will last for up to 30 minutes.
r the duration of this maintenance. Sorry for the inconvenience.

already widely adopted on campus, will become the single media management platform
1Technology. The Panopto platform has evolved significantly over the past years and
tion rate at UMD. Its functionality has been enhanced to include in-video quizzing,

10pto exclusively to create, store, and publish new media within ELMS-Canvas, because
23, 2020, will not automatically migrate from Kaltura to Panopto. Instructional designers
ailable to support faculty in the use of Panopto.

) asingle media management platform will be announced on ELMS-Canvas through the

Jaundated raaularly _Ouaectione chauld he diractad ta itcunnart@umd adii

View Grades

Coming Up [3] View Calenc

Nothing for the next week

Recent Feedback

Nothing for now

How to use UMD Canvas ¥

W

Select courses from the left-
hand navigation menu, and
select the Course for which
you wish to schedule a Webex
meeting



3. Open the Webex section of the Canvas course

®O0® & webex x  +
& C & umd.instructure.com/courses/1282699/external_tools/31505 g o
F.S) — ELMSdemo > ELMS Demonstration - PLCY e Select Webex from the left-
‘:""" \I;M\‘ Course: ELMS Demonstration - PLCY | Role: teacher * View as Student Logged in as Todd McGarvey * Account Settings h d M d
@ Home :J Event Calendar h Appointment Booking B, Event Recordings -— Event Attendance a n SI e m e n u
e Announcements Upcoming Events [ scheu | 4 | > | Wed, Mar 18, 2020| v BRI Agenda
o [T Theroarenoupcomng eveis®®  patg  Time Events * NOTE: If this is the first time
Dashboard People Wed 3/18
you are using Webex via
Courses hat sat 3/21 H
o Canvas, you will be asked to
Assignments Mon 3/23

authorize a connection

Gl between Canvas and Webex

@ Clickers

Portfolium Course Reserves
C2
Commons Zoom

g] Modules

CourseEval Syllabus

Conferences

Collaborations

Grades

[CRCRORCRORCY

Outcomes

Settings

Logout

[«

Powered by CirQ/iv« MEETS Media Enhanced Education & Training Suite Version 7.1.632 running on MEETS SaaS Framework Version 2.2.1150 © CirQlive 2020



4. Schedule a new appointment block

Open the “Appointment Booking” tab

[ ]
® O ® & webex X (Q UNIVOF MARYLAND WebExE: X | + 1

2 * Click "Offer Slots”

& C @ umd.instructure.com/courses/1282699/external_tools/31505
ELMSdemo > ELMS Demonstration - PLCY

Course: ELMS Demonstration - PLCY | Role: teacher Logged in as 3 ° Choose Whether you WiSh tO SChedU|e a Single block of

=i Event Calendar 1 - Appointment Booking 8' Event Recordings Event Attendance

Home -

Schedule new My appointments 2 4[> ] wear b 1620 v appointment slots, or repeat them daily or weekly (useful

appointment slots

o2 I 3 renr e e i e if you intend to offer the same time multiple times a week,

People Singl Dail Weekl
eople ingle aily 10:25pm-10:40 pm ?  Reservable Slot (Unsaved)

Pages Time Zone*: . 10:40 pm—10:55pm ?  Reservable Slot (Unsaved) or eve ry wee k)

Account

Courses -04:00 America/New_York 10:55pm-11:10pm ?  Reservable Slot (Unsaved)
&& chat Days*: 11:10pm—-11:25pm ?  Reservable Slot (Unsaved)
co [ rompae 12Som—114den 2 Resenabe St Uraaved * If repeating the appointment block, specify on which
WFr:"h;DT:;OZO . 11:40 pm—11:55pm ?  Reservable Slot (Unsaved) p g pp ) p y
= uizzes led, Mar 18,
Quizzes . d f h k . h Id
Catendr [ o Date’: 20 . s ays of the week It should repeat
@3 Panopto Recordings 5 Start Time™: Fri3i20
= 10 %:(25 4| [PM% Sa a1

End Time" 4 - Specify the date to schedule the block (if single), or the

M $:55% [PM% Mon 3/23

. 6 soouwmer: e T start and end date (if repeating daily or weekly)

Course Reserves 7 Breaks between slots*:

0 * minutes
G

8 Pemesaea s 5 « Specify the start and end time for the appointment block

Portfolium

El Modules @ ‘m‘ gm
courscio RS 6 + Specify how long each appointment slot should last
Conferences @
f; 7 « Specify if you would like a break between each
Outcomes @ appointment Slot
e 8 « Select “Webex Meeting” as the Conferencing Account

Powered by CirQ//.« MEETS Media Enhanced Education & Training Suite Version 7.1.632 running on MEETS Saa$S Framework Version 2.2.1150 © CirQiive 2020

9 « Click ”Save” to schedule the appointment block



5. Sharing the connection information
B inbox (2,955) - rorri@umd.edi. X | B University of Maryland, Colles: X [ LAY x

© & https://umd.instructure.com/courses/1282699/external_tools/31505 oee W In 0O ® =

1 ¢ Direct students (via Canvas
ELMSdemo > ELMS Demonstration - PLCY An n O u n Ce m e nt O r e m a i I ) to t h e
Course: : ELMS Demonstration - PLCY | Role: student Logged in as Robert Orr « Account Settings We b eX Se Ct i O n Of t h e i r Ca nva S

J Event Calendaz m Appointment Booking g. Event Recordings

Upcoming Book appointment with: M 3 4| ¥ | Wed, Mar 18,2020| v course Space

Appointments
_ Date Time Events
You have no upcoming

ssrrinens o o 2 + They should select the

Fri 3/20

“Appointment Booking” tab

Sun 3/22
Mon 3/23
Tue 3/24

3 * From this section, they can select
an instructor to book an

appointment with from the
m 1 dropdown menu

Time Zone Settings
Powered by CirQ MEETS Media Enhanced Education & Training Suite Version 7.1.632 run




5. Sharing the connection information (cont.)

# Inbox (2,956) - rorr@umd.edu X

J8 University of Maryland, Collegc X

M webEx

© & https://umd.instructure.com/courses/1282699/external_tools/31505 o w5 In @ ®

ELMSdemo > ELMS Demonstration - PLCY
Course: ELMS Demonstration - PLCY | Role: student Logged in as Robert Orr + Account Settings
Home i Event Calendar ‘ Appointment Booking 88« Event Recordings 1
Account Announcements Upcoming Todd McGarvey (15584) M| Day
Appointments
(i3] Discussions You have no upcoming Date Time Events
LaEit People appointments to show. Wed 3/18
Thu 3/19 10:35 pm — 10:50 pm 4 @
Pages Appointment Topic*:
Courses Final Assignment
Chat Purpose of appointment:
e I don't know if I'm headed in the right direction
&& on the final assignment. Would like to discuss my
Assignments

paper outline.
Groups

e Reserve Appointment 2
Files

Calendar
10:50 pm - 11:05pm | @
Panopto Recordings

Clickers Fri 3120
Sat 3/21
Course Reserve
ourse Reserves Sun 3/22
Rerols m Mon 3123
Tue 3/24
C_’ Zoorr
Commons
CourseEval
Logout
Time Zone Settings
|e Powered by CirQ(/v« MEETS Media Enhanced Education & Training Suite Version 7.1.632 running on MEETS Saa$ Framework Version 2.2.1150 © CirQlive 2020

-

1

The student can navigate through
the calendar to see when their
instructor is offering appointment
slots, and select one that is
available

They enter an appointment topic,
and description (optional), and
click “Reserve Appointment” to
book the slot



6. Launching your office hours meeting

[ NN

é

Account

D

Dashboard

Inbox

&

Portfolium

(C

Commons

£l

CourseEval

®

Help

il

EMT

@

Logout

[«

W WebEx X (Q UNIV OF MARYLAND WebEx E X ‘ +

C & umd.instructure.com/courses/1282699/external_tools/31505

ELMSdemo > ELMS Demonstration - PLCY

Clickers

Course Reserves
Zoornr

Module!

Syllabt

Col

[CRCRORCICRC

Time Zone Settings
Powere

Course: ELMS Demonstration - PLCY Rolezcher

Logged in as Todd McGarvey * Account Settings

Home fi#| Event Calendar - Appointment Booking 8' Event Recordings - Event Attendance
Announcements Upcoming Appointment My appointments -°' ki) 4| > | Thu, Mar 19, 2020| v
Discussions Flna'l Assn.gpment (11268). Date Time Events
| don't know if I'm headed in the righ... Wed 3/18
People Starts: Thu, Mar 19, 10:35 PM
Ends: Thu, Mar 19, 10:50 PM Thu 3/19 10:35 pm - 11:05 pm | g @
Pages Prepare ‘ 10:35 pm — 10:50 pm | g @ Final Assignment ‘
I don't know if I'm headed in the right direction on the final assignment.
Chat Would like to discuss my paper outline.
With:
Robert Orr (16218)
ssigni
Prepare ‘ 3
y . - @@
Files Fri 3120
Panopto Recordings Sat3/21
Sun 3/22
Quiz Extensions Mon 3/23
Tue 3/24

MEETS Media Enhanced Education & Training Suite Version 7.1.632 running on MEETS SaaS Framework Version 2.2.1150 © CirQiive 2020

¢

Navigate to the Canvas course
space for which you are holding

office hours

Select “Webex” from the left-
hand menu

Select the “Appointment
Booking” tab

You will now be able to see which
appointment slots have been
booked, by whom, and for what
topic

When the time comes for the
meeting, click “Host” (the action
button will change from
“Prepare” to “Host” when you are
within an hour of the meeting
start time



6. Launching your office hours meeting (cont.)

4 WebEx X (@ UNIVOF MARYLAND WebEx £ X () UNIV OF MARYLAND WebExE X | +

.
& umd.webex.com/webappng/sites/umd/meeting/download/c80672ec71f766f560e47ffe249b9b1e?joinToken=eyJhbGciOiJIUzITINilsInR5cCI6IkpXVCJ9.eyJzaXRISWQIOJEWMJESMDcsIm1l...  ¥¥ ° : [ ] YO u WI I I be p ro m pted to 0 pe n

«ﬂR UNIVERSITY OF en Cisco Webex Start? . .
&» MARYLAND R _ Cisco Webex Start software — click

“Open Cisco Webex Start”

Cancel Open Cisco Webex Start

pee * NOTE: If this is your first time
starting a Webex meeting on
your computer, you will be
prompted to download and
Starting Cisco Webex Meetings... install the Webex software

Click Open Cisco Webex Meetings if you see a message from your browser. (fOI IOW the Insta | Iatlon
If you don't see a message from your browser, open the desktop app. p rom ptS tO d (0] SO)

Having trouble opening the desktop app? Join from your browser.
Don't have the desktop app? Download it now.



7. Connecting to the meeting

ELMS Demonstration - PLCY Event

5 Use video system

3
: @ © €D

1

O Cisco Webex Meetings

6:41PM - 8:14 PM

d» Use computer for audio v

Q External Micro...

1

3

Select whether to “Use computer
for audio” (which will use your
computer-connected microphone)
or to “Call in” with your phone

Select whether to start the
meeting with your microphone
muted/unmuted and webcam
on/off

Click “Start Meeting” when ready



8. Controlling basic settings

| NON | Q Cisco Webex Meetings 4 | Connected *

(0]

1 * Use the microphone button to
mute and unmute your
microphone

2 + Use the video button to start and
stop your webcam

Waiting for others to join

R—




9. Ending a meeting

1 « Click the cross icon to end the
meeting

® Q Cisco Webex Meetings g Connected ®

2 » Select “End Meeting” to close the
meeting and disconnect everyone

End Meeting

Q Do you want to end this meeting?

Cancel End Meeting 2

1



10. Launching the next meeting

®O® g webex X (Q UNIVOF MARYLAND WebExE X | +

& C & umd.instructure.com/courses/1282699/external_tools/31505 w ° : L4 If you have multiple Office hour
Qﬁ-’ = ELMSdemo > ELMS Demonstration - PLCY meetings SChEdUIGd, return to

Course: ELMS Demonstration - PLCY | Role: teacher Logged in as Todd McGarvey * Account Settings

g v Cunnir | [, Appoumer Bocking |, EventRacotngs B, EvenAvananc the Webex section of your Canvas
Al e Upcoming Appointment My appointments [T [0 e course space and click “Join” for

ARy N
Ryt

D Discussions r;"‘:' kAn“i[gl':'mhe": (;12:3), N Date Time Events .
Dashboard on't know if 'm headed in the righ... v 48
People Starts: Thu, Mar 19, 10:35 PM e n eX I I I e e I n g
Ends: Thu, Mar 19, 10:50 PM Thu 3/19 10:35 pm — 11:05 pm (g @ Appointr I €
= Pages Prepare ‘ 10:35 pm — 10:50 pm ' /g (D Final Assignment
Courses I don't know if I'm headed in the right direction on the final assignment.
Chat Would like to discuss my paper outline.
With:
&& A ant Robert Orr (16218)
Groups Assignments
Prepare
Quizzes
Calendar Files Fri 3/20
Panopto Recordings Sat 3121
Sun 3/22
Quiz Extensions Mon 3/23
Clickers Tue 3/24
Portfolium Course Reserves
-
Commons
i Zoom
E Modules
CourseEval ~
Syllabus

Conferences

Collaborations

Grades

Outcomes

[CRCRORCRCORC

Settings

Logout

[

Powered by CifQl/« MEETS Media Enhanced Education & Training Suite Version 7.1.632 running on MEETS Saa$S Framework Version 2.2.1150 @ CirQiive 2020
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Hosting office hours

Using Google Hangouts to host chat-
based and audio/video office hours



1. Open Google Hangouts in web browser

® 4 ELMS Demons tration - PLCY X

& hangouts.google.com

= Google Hangouts

z
©
=
o
]
E]
=
[
@
]
=)
E]

Kati Zang

You: |.e. | need to have a friend to show how it w

Christina A. Martin Kenny

Theodore A. Caruthers

Virginia Cowherd Pinto

o
o
o

«
o

=
=

®
Q
e
Q
@
a
0 -

m

12/16/19

11/2119

10/25/19

6/26/19

Hi, Todd!

Get started by calling or messaging a friend below.

g © @

VIDEO CALL

PHONE CALL

MESSAGE

‘\ Photo by Tim St. Clair

Go to hangouts.google.com in
your web browser

If you are not already logged
into the University’s Google
domain, you will need to log in
using your University ID,
password, and complete the
Duo multi-factor
authentication



2. Start a new conversation

® O ® @ ELMSDemonstration-PLCY X @ Google Hangouts

& C & hangouts.google.com

= Google Hangouts

New conversation

Kati Zang m

Christina A. Martin Kenny Mar 12

Eve C. Pomerantz Mar 3

Megan Campbell Jan 16

Shannon Kennedy 12/16/19

Theodore A. Caruthers 11/2119

Virginia Cowherd Pinto 10/25/19

o
o
o

o
©

=
=

6/26/19

OC0O02D20000

You: |.e. | need to have a friend to show how it w

Hi, Todd!

Get started by calling or messaging a friend below.

- NORG

VIDEO CALL PHONE CALL MESSAGE

@ Photo by Tim St. Clair

Click “+ New conversation”

Alternatively, if the
student you wish to
connect with shows up in
your most recent
conversations list, you can
simply click on their name



2. Start a new conversation (cont.)

[ @ 4 WebEx X @ Google Hangouts X +

x @ * Enter the email address of the

student you wish to connect with

N and select the appropriate result
from the list displayed

+2L  New group

< C @ hangouts.google.com

Google Hangouts

* NOTE: Hangouts can only be
_ ; used with a Gmail address —
Gl_elztl ,sta-lr:fa)ddbydc;lling or messaging a friend below. a” faculty/staff have Gmall

. addresses, as do all students

(TerpMail is Gmail-based)

g (=

VIDEO CALL PHONE CALL MESSAGE

Photo by Aravind Krishnaswamy




3. Conducting a chat-based session

[ e 4 WebEx X @ Google Hangouts X -

& C & hangouts.google.com px¢

Google Hangouts

Kati Zan
® (e M}g

- 1+2

New conversation

Kimberly J. Schmidt 3:50 PM
that site belongs to the construction company, ¢

Demonstration Hangout 2:44 PM

Christina A. Martin Kenny Mar 12 H I 3 TOd d -

Get started by calling or messaging a friend bej

Eve C. Pomerantz Mar 3

Megan Campbell Jan 16 @ @

Shannon Kennedy 12/16/19
VIDEO CALL PHONE CALL MESSAGE

Theodore A. Caruthers 11/21/19

Virginia Cowherd Pinto 10/25/19

©OC0C 902000600

Rebecca Jane Wineke 6/26/19

History is off. Messages may disappear before people see them.
Conversations with no messages may disappear.

9 Good evening!

1]

A new conversation window will
open between you and the person,
and you can use the text box to
send messages

If you would like to add more
students to the chat, click the add
person icon and enter their email
addresses (this will turn it into a
group conversation, where you can
add up to 150 people)



4. Conducting an audio/video session

[ e 4 WebEx X @ Google Hangouts X -

& C & hangouts.google.com px¢

Google Hangouts

9 Kati Zang
) ive 4h
New conversation Active 4h ago

Kimberly J. Schmidt 3:50 PM
that site belongs to the construction company, ¢

© O

G Demonstration Hangout 2:44 PM
a Christina A. Martin Kenny Mar 12 H I 3 TOd d !
Get started by calling or messaging a friend be
a Eve C. Pomerantz Mar 3
e Megan Campbell Jan 16 @ @ ‘
Shannon Kennedy 12/16/19
VIDEO CALL PHONE CALL MESSAGE
' Theodore A. Caruthers 11/21/19
@ Virginia Cowherd Pinto 10/25/19
0 Rebecca Jane Wineke 6/26/19

History is off. Messages may disappear before people see them.
Conversations with no messages may disappear.

9 Good evening!

From the conversation window,
click the camera icon to start a
voice or video call with the person



