User Guide

Welcome! We will be using Canvas for the online event platform and Zoom for the video conferencing
tool. This guide will walk you through the basics you need to know and is your go-to if you experience
problems.
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USER GUIDE

Note: Technology Requirements

Requirements:
To access the 2022 Montessori Conference, you will need the following:
e Internet connection
e One of the following internet-connected devices:
o Desktop computer
o Laptop computer
o Tablet or mobile device
e Audio output (either speaker or headset) to hear the video presentations
e Audio input (microphone) to contribute

Using Canvas

We will be using Canvas for the online platform. This section will walk you through different aspects
relating to Canvas.

Activating your Canvas account
Note: If you are a University of Wisconsin employee or student, this might look slightly different for you.

You will receive an email notifying you that you have been invited to participate.

University of Wisco. Course Invitation - You've been invited to participate in a class at uw

The email will look like this:

Course Invitation Inbexx &
University of Wisconsin Canvas «rotificatiocns @ nstructure com» 438PM(3minctes8go) Yy & ©
tome v
‘You've been invited 10 paricipate in a class at uws-Ce INSIuCture com The class is
called Teacher Education Councilof State Colleges and Universies (TECSCU) 2021 Fal Mesting
Name: test@email.com
Email; test@email.com
Username: none
You'll need to register with Canvas before you can participate in the ciass.
3‘ %3 CANVAS
Chick heve 10 view e Course page | Update your notiScation settngs
& Reply » Forward
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Select ‘Get Started’.

You'll need to register with Canvas before you can participate in the class.

Or, if you already have a

/ UW-La Crosse Canvas

s

.4 CANVAS account associated with the
email address wused to
register for this program
skip to the section below
titled, Signing into your
Canvas account after your
account has been activated.

Select ‘Create My Account’.

Welcome Aboard!

You've been invited to join TEST: Suicide Prevention Summit 2020. To accept this request
you need a Canvas account. Click the link below to create a Cihﬁaccount.

| Have a Canvas Account Create My Account

This is the next page; create a password, adjust your time zone if necessary, and select ‘Register’. NOTE:
We recommend that you write your password down, since you will need this to log in again.

Welcome Aboard!

In order to finish signing you up for the course Suicide Prevention Summit 2020, we'll need a
little more information.

Login: | yost@email.com

Password:

/ TimeZone:  Central Time (U‘Syél ¢V

Once you have completed this registration, you should be able to access the online platform.
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Signing into your Canvas account after your account has been activated

If you leave Canvas or close the browser and want to get back into the course, visit this page to log in
again. Select ‘UW Continuing Education Student’; log in by using your email address (used to register for
the event) and the password you created when activating your Canvas account.

NOTE: Select ‘UW Employee/Faculty/Student’ if you registered using a University of Wisconsin email
address.

v i

'l' UNIVERSITY OF
Ny W WISCONSIN SYSTEM

Please select your login type:

‘ UW Continuing Education Student ‘

‘ UW Employee / Faculty / Student ‘

ol e SRRV IR, M

Navigating the platform

Once logged in to Canvas, update your name in profile settings. NOTE: If you skip this step, your email
address, rather than your name, will be visible to other attendees.

WELORSN SD1 x
PAJ
¥ P

Participant

Dashboard /
NotificatiOns
- -

Locate the panel on the left side of the window
and select ‘Account’, and then ‘Profile’.

Logout
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Select ‘Edit Profile’.

test@email.com

Contact

No registered services, you can add some on the settings page.

Biography

test@email.com hasn’t added a bio

Links

test@email.com hasn’t added any links

In the ‘Name’ field, replace your email address with your name.

/

Name: A Cancel Editing
test@email.com |

Pronouns:

None i

Title:

Save this change by selecting ‘Save Profile’ on the bottom of the page.

/

Cancel Save Profile

Now, locate the Montessori Conference 2022 course.

Courses

Montessori Conference

Account 2022 @

Open the ‘course’ by locating the panel on the
Dashboard

left side of the window and clicking on ‘Courses’
(1); then select ‘Montessori Conference 2022(2) C
to open it.

All Courses

Welcome to your courses! To customize the
'] list of courses, click on the "All Courses" link I
Calendar and star the courses to display.
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UNIVERSITY OF
WISCONSIN SYSTEM

— Montessori 2022
U B

This will take you to the Home page for the
Summit. To return to this Home page, you can
select ‘Home’ in the course panel on the left of

the window.

®

Home

Account
Modules\
Use this course panel to navigate through the conference:

o Modules |This is the main navigation page — you will see new modules, sessions, and handouts as
they unlock throughout the day. NOTE: Modules will unlock 5 minutes before the start of the
module. For example, if a session is scheduled to start at 10:30 a.m., the Module will unlock at
10:25 a.m. Once unlocked, Modules will remain accessible through November 10.

e Handouts | View handouts shared by speakers.

Unable to get into Canvas

If you are having problems getting into Canvas:

e Make sure you have activated your account; if you have not yet activated your account, refer to
Activating Your Canvas Account on page 3.

e Ifyou have already activated your account and are trying to get back into the conference platform,
refer to Signing into your Canvas account after your account has been activated on page 4.

If you are still having problems getting into Canvas, notify Extended Learning (ex@uwlax.edu), and a staff
member will assist you.
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Third party cookies

You may see the following error while trying to access video via your Canvas course site:
“Your browser is blocking third-party cookies which are required to view and manage videos in Kaltura...”

How to enable third party cookies by web browser

Chrome https://support.google.com/chrome/answer/95647?hl=en

Firefox https://support.mozilla.org/en-US/kb/enhanced-tracking-protection-firefox-
desktop?redirectlocale=en-US&redirectslug=enable-and-disable-cookies-
website-preferences

Safari for MacOS https://support.apple.com/guide/safari/manage-cookies-and-website-data-

Make sure the ‘Prevent cross-site sfri11471/12.0/mac/10.14
tracking’ option is unchecked.

Safari for iOS (iPhone/iPad) https://www.whatismybrowser.com/guides/how-to-enable-cookies/safari-
iphone

Internet Explorer https://support.microsoft.com/en-us/help/17442/windows-internet-explorer-
delete-manage-cookies

Using Zoom

Zoom is the video tool that will be used for video sessions.

Best practices and tips

e Use a hard-wired (Ethernet) connection, if available. If not available, use a Wifi connection. If using
Wifi, try to be as close to the router as possible.

e Close other programs. Close all programs and streaming services on your computer that you do
not need for the session.

e Turnyour presentations into PDFs. PDFs put minimal demand on a network. Convert what you plan
to share into a PDF.

e Limit video use. Use video during the session only when necessary.

e Cut down on the background noise and use headphones.

Coordinated by
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Getting familiar with Zoom basics

This section will show you the basics of Zoom.

Joining a session as a participant

The links to sessions in Canvas will unlock 5 minutes before the session starts. Once the module unlocks,
navigate the session’s page to find the button/link to join the session. Clicking on the button should prompt
your device to start/open Zoom.

If you are unable to run Zoom on your device, you should be able to open Zoom through your web browser
instead.

After joining the virtual room and selecting your audio preference, you should see a screen similar to this
if no video or content is shared:

EEEEEEEEE - & x
0

Meeting Topic:
Host:

Invite Link:

Participant ID: 107668

Adjusting your audio and video

You can turn your microphone and video on/off by selecting the applicable icon.

Coordinated by
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You can adjust your audio and video settings; open these menus by selecting the up-arrow next to the
applicable icon.

Select a Microphone
v Microphone Array (Realtek Audio)
Line (Dell AC511 USB SoundBar)

Same as System

Select a Speaker
Select a Camera
(Dell AC511 USB SoundBar)
) v Integrated Webcam
eadphones (Realtek Audio)

Same as System _ .
Choose Virtual Background...

Test Speaker & Microphone Choose Video Filter...

h to Phone Audio

Video Settings...

e Computer Audio

Audio Settings A

Start Video

Unmute

Viewing attendees

You can open the participant list to view all attendees.

(=]
@0
Meeting Topic: Milandrie Wakim's Zoom Meeting
Host: Milandrie Wakim
Invite Link: https://uwlax-edu.zoom.us/j/88437730047
Copy Link
Participant ID: 107668
ee . Y
‘A
@
Join Audio Share Screen Invite Others
Computer Audio Connected

Coordinated by
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At a glance, you will see:
e Permission/role designation.
e Attendee status or feedback. w Milandrie Wakim (Host, me) Q7o

v Participants (2)

e |cons showing if participants have their N
. . n Participant (Co-host, guest) 9 oA
microphone and video turned on or off.
If you prefer, you can detach the participant \
panel to keep it open. / Participants (2)
X_Close
2 Pop Out Vakim (Host, me)

n Participant (Co-host, guest)

;
You can close the panel any time. Select this o [ (<) () ©® 4
button to open the menu yes no go slower  go faster ore clear all
Invite Mute All
Then select ‘Merge to Meeting Window’.
Questions

If you have a question for the presenter, use the chat feature to submit your question. To access the chat
feature, follow these steps:

Open the Chat room by selecting this icon.

10
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This will open the Chat room on the right side of your window. Questions will appear here as they are
submitted.

v Chat

To: Everyone v O File

Type message here.

You can send messages to ‘Everyone’ or to specific individuals.

v Chat

N\

Type message here...

v
You can detach the Chat room to keep it visible at /
X Close
all times.

l 2 Pop Out \

You can attach the Chat room again, if you prefer.

Using your phone instead of a computer microphone

You can call into the session using your phone by following these steps.

11
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Select a Microphone

Select a Speaker

s (Dell AC511 USB SoundBar

Open the audio control menu.

Unmute

Select a Microphone

v Microphone Array (Realtek Audio)

Line (Dell AC511 USB SoundBar)

Same as System

Select a Speaker

v Speakers (Dell AC511 USB SoundBar)

Speakers / Headphones (Realtek Audio)

Same as System

Test Speaker & Microphone...

Select ‘Switch to Phone Audio...".

Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

Unmute

© Choose ONE of the audio conference options

Phone Call

Country/Region
Dial
This will open a menu showing different dial-in
numbers, the meeting ID, and the participant ID.
Meeting ID

Computer Audio - Connected

United States of America

+1301 715 8592
+1312 626 6799
+1646 558 8656
+1253 215 8782
+1346 248 7799
884 3773 0047

107668

Getting from Zoom back to Canvas

At the end of the LIVE session, you must close the Zoom session and open the browser that you used to

navigate Canvas.
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Troubleshooting tips

Requirements

Webcam: Most laptops have a built-in webcam that should work well. External webcams may be used.

Microphone: Most laptops have a built-in microphone which should work well. You can use a headset or earbuds that have a
microphone, or you may have an option to call into remote meetings using a phone (this is limited to 25 attendees per
session).

Troubleshooting

If you are not using additional peripherals:

Make sure the computer has a mic/webcam. Most current laptops have a webcam and mic, but desktops usually do not.

Check the computer settings to make sure the camera and sound settings are correct. For the mic, check if the input
sensitivity is too low or too high, which could cause issues.

Restart the computer.
For PCs/Windows, check the drivers to see if they are installed and updated.

For Macs, make sure your operating system is updated.

If you are using peripherals (such as a headset or external camera):

Check the computer settings to make sure the camera and sound settings are using the correct source. If there are multiple
devices plugged in, there is a chance the webcam also has a built-in mic and the settings are set to the default input and not
to the one you require. Check the input sensitivity of your mic to ensure it is not too low or too high, which could cause
issues.

Check the settings in the application to make sure the correct peripherals are selected. Also check to see if anything is muted
in either the application or computer settings.

Check the sound level as it can reset for peripherals back down to 0 when plugged in.

If you are using a headset/mic, there may be physical buttons on the device that also mute sound output, mic input and
overall sound control. This will vary by device.

Unplug the peripheral/s and plug them back in.
Try another port on the computer if available.

Restart your application.

More Troubleshooting
Resources

Applications - Camera and Microphone Settings:

Microsoft Teams: Manage your call settings in Teams

Webex: Change Your Audio and Video Settings During a Cisco Webex Meeting

Jabber for Windows: Jabber for Windows Audio Setting Method

Jabber for Mac: Check Audio/Video settings under "Preferences > Audio/Video."
Kaltura: Canvas - Enable Third Party Cookies For Kaltura Integration
Collaborate Ultra: Audio and Video

My Media / Mediasite: My Media information / common issues

Web Browsers - Camera and Microphone Settings:

Google Chrome: Use your Camera and Microphone

Firefox Mozilla: How to manage your camera and microphone permissions with Firefox

Safari (Mac-only): Change Websites preferences in Safari on Mac

Microsoft Edge: Windows 10 camera, microphone, and privacy

For Windows:

Camera Help (Changing settings, switching cameras, and webcam help)
Fixing Sound Problems (Troubleshooting, drivers)

Adjusting Audio for Different Applications

Microphone Not Working (Windows 10)

Checking privacy settings for Windows (includes camera and microphone)

For Mac:

Adjusting Sound Settings (Internal speaker settings)
Sound Input Settings (Device, input volume, background noise)

Checking privacy settings for Mac (includes camera and microphone)
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