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ROOM OPERATION OVERVIEW
 



VIDEO CONFERENCING ROLES AND RESPONSIBILITIES

The following sections describe the responsibilities for personnel identified as ViTS services coordinator, ViTS full-service room operator, VVC/GFE room operator, and VRA system Points of Contact (POCs).  The document defines the day-to-day scheduling and operating responsibilities of NASA's video conferencing services. It addresses information that service coordinators, room operators and facilitators need to perform their jobs.

THE ROLE OF THE VITS SERVICES COORDINATOR

The ViTS services coordinator is the single local point of contact to schedule a video teleconference and to schedule any other use of the video conferencing facilities. To perform their scheduling tasks, services coordinators require specific equipment, system accounts and forms. The local NISN site representative is the contact person for the services coordinator for information and setup on the required accounts.

MATERIALS REQUIRED BY THE VITS SERVICES COORDINATOR
The following materials are required by the ViTS services coordinator:

Equipment
· Access to a PC

· Access to a facsimile machine and telephone.

· Access to a printer connected to the terminal.

Accounts
· Access to the internet

· Access to email

· An account on the NASA Resource Scheduler (NRS) videoconference scheduling system.  To request a new account, go to NASA Resource Scheduler (NRS) - Apply for a User Account.  ViTS Services Coordinators use NRS to schedule room availability, to send or receive scheduling confirmations, submit non-availability forms, and generate statistical data.

RESPONSIBILITIES OF THE VITS SERVICES COORDINATOR

The ViTS Services Coordinator is the single local point of contact for NASA NISN ViTS users to schedule a video teleconference and to schedule any other use of the video teleconferencing room. The Services Coordinator's responsibilities include the following:

· Use NRS to maintain the schedule for the local NISN ViTS room(s).

· Coordinate with other Services Coordinators and Facilitators to confirm the availability of other video teleconferencing rooms that are on the request.

· Schedule the Room Operator (as required) to support the operation of local NISN room equipment during video teleconferences.

· Provide initial user familiarization and briefings on NISN ViTS and the local video teleconferencing facility.

· Contact the local site's facilities office when repairs are needed in the room(s).

· Inform users on the maximum capacity of the ViTS room according to the fire code at the local site.

· Collect attendance forms and user comments forms from the Room Operator, if required by site.

PROVIDING SUPPORT FOR USERS AND OPERATORS

As the first point of contact for NISN ViTS users, Services Coordinators furnish users with information on video teleconferencing and ViTS capabilities. Services Coordinators can generate a professional image of video teleconferencing by providing the local user with the following helpful support:

· Describe the typical routine of a video teleconference. That is, explain the use of the microphones, the graphics presentation area, the capabilities of the NISN room, and the services that are available.

· Notify the NISN requester to have participants, especially the conference leader, in the room 10 to 15 minutes before the start time. This allows for arranging presentation material and recording instructions, and sending facsimile copies of agendas, attendance lists, and other user material.

· Remind the Room Operator and the conference leader to announce that the session is being videotaped at the beginning of the video teleconference when applicable. Also, users should make sure this announcement is stated when the tape is recording. Informing users they are being recorded is a NASA regulation.

· The Services Coordinator may need to be involved when problems occur during setup or during the video teleconference that results in a decision to cancel or reschedule.

SCHEDULING 
SCHEDULING A CONFERENCE 

Scheduling a requested video conference is a step-by-step process dependent on the type of video conference desired. The design of the ViTS network allows for modes of video conferencing to include point-to-point or multipoint, and may include any combination of IP and ISDN video rooms.  An on-line room scheduling application, currently NASA Resource Scheduler (NRS), is provided to assist in the scheduling of video conferencing rooms.

Point-to-Point Conferencing

ViTS point-to-point conferencing is a standard feature available with all types of video conference rooms.  No bridge reservation is needed to place most point-to-point calls. The user simply dials the other conference site.  Point-to-point teleconferences that require IP/ISDN conversion will need to make bridge reservations with the NASA Teleconferencing Center (NTC) at 1-877-857-6272 (NASA) or 256-961-9387.  

Multi-point Conferencing

ViTS Multipoint conferencing is provided by Verizon video bridging services. Bridge reservations are required. The NASA customer (normally the ViTS Service Coordinator) originates the request by scheduling the video conference with the Verizon Video Center (see Verizon ViTS Scheduling).   Assuming that all rooms and network equipment are available, the Reservationist will provide a video conference confirmation number and a comm.-line phone number (used at conference start time as a communications tool for all room operators and the Verizon Technician). 

Note:   Site Registration and certification testing must be performed on each site for inclusion in the Verizon database and for service assurance.  To register a new room, please refer to the Video Teleconferencing Registration procedure.

To complete the video conferencing scheduling process, the ViTS Services Coordinator performs the following:

· Receives a request to schedule a video conference. Also, the services coordinator should request alternate dates and times from the requester to schedule this video conference.

· Being the originating site, use NRS to verify the availability of the requested video conferencing rooms.   

· Soft schedules the NRS request until all rooms are confirmed as available. 

· Identifies any scheduling conflicts and notifies the requester. A conflict is when the local room or the remote video conferencing rooms are not available at the requested time. If there are scheduling conflicts, provide the requester a description of the conflict as well as an alternate date, time and room configuration. Let the requester decide whether to proceed or cancel. If there are no scheduling conflicts, ensure the requester has given you all information necessary to complete the video conferencing request.

NOTE: When scheduling NASA-wide full-service rooms (dedicated to ViTS-only), these rooms will automatically appear as “confirmed” in the additional sites column. When scheduling all other multipurpose room systems in NRS, the services coordinator must confirm availability and reserve the facility for the meeting with the point-of-contact at the requested facility, either by email or phone.  

· Once all confirmations are complete in NRS, proceed with scheduling request.

· Use NRS to hard schedule the room availability. Ensure you have room availability prior to scheduling a video bridge.
· If the ViTS meeting is ISDN only, call the Verizon Reservations Center to schedule a video bridge.  (See Verizon ViTS Scheduling procedure).  Receive the conference email confirmation from the Verizon Reservations Center. Confirm that all conference information is as requested.

· If the ViTS meeting contains any IP site, contact the NASA Teleconferencing Center (NTC) at 1-877-857-6272 (NASA) or 256-961-9387 to schedule a video bridge. 

· After bridge reservations are complete, input conference confirmation number and the comm.-line (orderwire) phone number and passcode into the appropriate fields in NRS. 

· Notify the requester that the video teleconference is scheduled.  Also notify the requester of their responsibility to contact colleagues at the other sites and distribute the confirmation, agenda and other details of the scheduled video teleconference.

CHANGING OR CANCELING A VIDEO TELECONFERENCE REQUEST
When it is necessary to change or cancel a video teleconference once it has been hard scheduled, the services coordinator at the originating site receives a request to modify a scheduled video teleconference.

To CHANGE a video teleconference, the services coordinator contacts the requester and defines the reasons for the requested changes with alternate dates, times, and room configuration. Then, the coordinator updates the video conferencing request form in NRS and with the associated video bridge (NTC or Verizon Reservations Center).  Also, the services coordinator calls and notifies the Point-of-Contact for all multipurpose facilities that are scheduled in the meeting.

To CANCEL a video teleconference, the coordinator deletes the video teleconference request form in NRS. Enter the reason for the cancellation in the pop-up window.  NRS will generate a cancellation message to services coordinators for the dedicated ViTS-only rooms.  The services coordinator calls all multipurpose room POC’s to notify them of the cancellation.  If a video bridge was scheduled, the services coordinator must also notify the NTC or Verizon Reservations Center to cancel the video bridge reservation. 

EXTENDING A VIDEO TELECONFERENCE

When an in-progress conference requires more time, the services coordinator at the originating site notifies the Verizon Technician or NTC Analyst via the comm.-line (orderwire), or calls the Verizon Reservations Center (1-877-789-0670) or NTC (1-877-857-6272) at least 30 minutes prior to the end of the conference. An extension will be granted if the rooms, required facilities and equipment are available. If the facilities and equipment are not available, the conference will end as previously scheduled. The services coordinator at the originating site must ask for the extension.

SCHEDULING SWITCHED OFF-NETWORK VIDEO TELECONFERENCES

Switched off-network connections, such as DISA, involve scheduling the availability of different networks along with the video conferencing rooms. Each network facility is scheduled independently. It is recommended that each services coordinator be aware of the reservation polices of the requested off-network when attempting to schedule a switched off-network video teleconference. Your site and all sites included in the particular meeting MUST be CERTIFIED with the chosen network or your conference will not be scheduled.

Current DISA/DVS policies mandate that all non-Department of Defense (DoD) registrations must provide a letter of sponsorship from a DoD Sponsoring Unit and be reviewed and approved by the Joint Staff J6-C prior to registration.  Once approved by the Joint Staff, the non-DOD site can submit a registration form to establish a DVS Site ID.  No billing code is established between NASA and DISA/DVS; therefore the non-DoD site must be a participant and not host any DISA/DVS meeting.  The DISA/DVS meeting must be scheduled by the DoD meeting coordinator.    

The following steps are provided as a guideline when scheduling video conferencing requests using a switched off-network service:

1. In NRS, schedule the participating video conferencing rooms ensuring you have all data needed to complete the video conferencing request form. If there are room availability conflicts, contact your conference requester and provide alternate dates, times, or rooms. Let the requester decide whether to proceed or cancel. 

2. The coordinator for the participating off-network site will call their Reservations Center at 1-800-367-8722 to schedule their video bridge and include the registered NASA site in the meeting reservations.   

3. When confirmation numbers and dial up information is supplied to the requestor, enter it into NRS for participating sites to use the day of the meeting.  

4. Contact the conference requester and confirm the meeting. Verify with the requester that it is their responsibility to notify the other conference participants to arrange agendas and attendance.

Should a scheduled video teleconference need to be CHANGED, the coordinator at the off-network site notifies their Reservations center and the NASA Services Coordinator makes the change in NRS.  All conference call changes are verbally verified with the customer and followed with a fax/email copy.

The off-network reservations center must be notified as soon as a decision to CANCEL a conference is made. The off-network services coordinator at the originating site cancels the conference request with the off- network reservations center.

When an in-progress conference requires an EXTENSION, the off-network services coordinator at the originating sites calls the reservations center at least 30 minutes prior to the end of the conference. An extension will be granted if the rooms, required facilities and equipment are available. An extension should be confirmed with NRS prior to requesting an extension from the public network. If the facilities and equipment are not available, the conference will end as scheduled.

ROOM OPERATION 
The following procedures provide room operators and facilitators with information necessary to successfully conduct both point-to-point and multipoint video teleconferences.

INSTRUCTIONS FOR PRECONFERENCE CHECKOUT

The preconference checkout validates the operation of the audio, video and voice switching capability for point-to-point and multipoint video teleconferences. Its goal is to proactively resolve any problem situation that may affect the successful execution of a scheduled video teleconference. Room operators must be ready to perform the preconference checkout a minimum of 30 minutes prior to the start time of a scheduled video teleconference.

Room operators/facilitators use the sequence of events described in the succeeding paragraphs to perform a multipoint preconference checkout.

POINT-TO-POINT TELECONFERENCES

Preconference checkout for point-to-point video teleconferences is conducted between the room operators at the participating sites. The following sequence of events is provided to assist the room operator in conducting a point-to-point preconference checkout:

· At least 30 minutes prior to start time, the room operator at the originating site dials the other site’s assigned dial-in phone number in order to establish the video connection.  

· Both sites conduct a video and voice check.  

· Next, the room operator at the originating site sends a graphic.

· At start time, the room operator briefs participants reminding them to keep microphones muted when not speaking.

· Verify that the video source being transmitted is the front camera. Turn the meeting over to the conference leader to begin.

MULTIPOINT TELECONFERENCES

The room operator at the originating site conducts the preconference checkout with ALL the room operators whose rooms are scheduled for the multipoint video teleconferences. A controlled preconference checkout environment is to be maintained; PLEASE follow the direction of the room operator for validation instructions. The following sequence of events is provided to assist the room operator in conducting a multipoint preconference checkout:

· At least 30 minutes prior to start time, all room operators will either dial into the video conference using their assigned dial number or receive a video call from the video bridge.

· The room operator at the originating site conducts a voice check of all participating sites. Ensure that each site is viewed when they are speaking. When complete, the room operator at the originating site speaks to return viewing to the originating site.

· Once all sites are viewing the originating location, the room operator sends a graphic. Ensure that each site receives the graphic.

· At start time, the room operators brief participants on the voice switching capability and remind them to keep microphones muted when not speaking.

· Verify that the video source being transmitted is the front camera.

The room operator at the originating site briefs the conference lead of any problems encountered during the preconference checkout that may affect his conference then turns the meeting over to the conference leader to begin.

COMM-LINE (ORDERWIRE) COMMUNICATIONS

Communication during the preconference checkout is conducted on the 2-wire phone. These communications are known as the orderwire, or comm-line.  If a comm.-line call is established, the room operators/facilitators maintain communications with one another on the comm.-line after the preconference checkout until the video teleconference is complete.  If a multipoint conference with a comm-line is taking place, the Verizon Technician or NTC Analyst will also be a participant on the comm.-line.

To Establish a Comm-Line: 

When scheduling a bridged call with Verizon (see Verizon ViTS Scheduling procedure).  A comm.-line will automatically be scheduled when the video conference request is made.  The Meet-Me dial in number will always be 1-888-622-9574.  You will also be given a passcode, which is usually the NRS conference number if available. If that number is already taken in Verizon's database, you will be given a different code.

The procedure for dialing into the Meet-Me comm-line is as follows:

1. Call 1-888-622-9574.

2. When the recording asks for the conference code, enter the passcode provided in NRS followed by the pound (#) sign.

*REMEMBER - If you call in early, it will not connect.  Redial at start time.  

There will only be enough ports in this Meet-Me conference for room operators/facilitators. If you need to add audio-only parties to your video teleconference, they should be requested via the audio add-on procedure detailed in this document.

VIDEO CONFERENCING WITH AUDIO-ONLY ADD ON PARTICIPANTS

Audio-only add on participants may be added to your point-to-point and multipoint conferences.  In many of the NASA ViTS Rooms, a Gentner 724 was installed to provide a two-wire audio add-on capability, and many of the current Video Roll-About units also provide an audio add-on feature.                                              

Point-to-Point Audio Add-on Conferencing:
Audio add-ons may be added to point-to-point video teleconferences in several ways:

· Using the Gentner unit, a call may be established by dialing the participant at remote location.

· Use a Video Roll-About’s audio add-on feature, if available, to connect an audio add-on participant. 
Multipoint Audio Add-on Conferencing:
Although it is possible to connect multiple audio parties at different sites (using Gentner units if available), there are several other ways to connect audio add-on participants to video teleconferences.  

Method 1 
Request an Audio Only Add-On with Verizon when scheduling the video conference.  Meet-Me dial-in phone numbers will be assigned and can be provided to the audio add-ons, which will provide the audio participant.    

Method 2 (preferred)
Request an Audio Only Add-On with Verizon and provide them with one customer’s Instant Meeting audio number, which allows multiple customers to connect audio at their own convenience using a passcode provided by owner of the Instant Meeting audio-only account.  

It is important to remember that during a multipoint conference, when the audio-only party speaks, the video site that spoke last will remain seen until another video room speaks.   

Note: There may be some difference in the quality of the audio due to frequency response of the telephone sets and two-wire phone lines.
NASA PRIVATE VIDEO TELECONFERENCES

Room operators set up the room for any NASA private video teleconferences. After completing the preconference validation, the conference lead ensures that all non-approved personnel leave the ViTS room. This includes the equipment room and the sound lock unless approved by the conference lead.

RECORDING A VIDEOCONFERENCE 

NISN users may request that a video teleconference be recorded or request a prerecorded tape be played. If the scheduled session is to be recorded, the room operator labels each videotape with the conference title, date, time, and site. A labeled videotape is inserted in the recording device prior to the scheduled start time. Room operators should have extra videotapes available for last minute requests from users.  

At the start of the meeting, a verbal announcement should be made to inform all audio and video participants that the videoconference is being recorded.  

PRECORDED PLAYBACK  

NISN users supply prerecorded VHS tapes or DVD’s to the room operators prior to conference start time. The playback VCR plays only tapes that have been recorded in standard play (SP) mode. The supplied VHS tape/DVD is inserted into the playback VCR or DVD player before the scheduled start time. The conference leader directs the room operator when to play prerecorded tapes or disks.  It is important to note that when a videotape or DVD is being played and the ViTS room is in an active videoconference, the audio is transmitted across the network.
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