COMMUNICATION CART

User Guide

Abstract

A guide to the configuration and usage of the communication cart.
Version 0.4

Crosby, Nicholas

npcrosby@sasktel.net



Contents

Ta1ageTe [V AT ] o HUU O PP P TS PRTTOTPRI 2
CONtaCt INFOMMALION..cciieiii ittt ettt e s bt e st e e s bt e s beeesabeeeseeesabeesbeeesareenans 2
U o Lo TP PPPPPPPPPPRY 3
D T=E ol 4] o1 4 [0 o [P PPPPPPPPPPPPRY 3
[0 1T Y1 o F PRSP 3
Y =TT a1 =T o 1= o ol TSP PT PPN 3
O Yo d ol CTUNTo 1] oL 4
INSTAIEA SOFEWAIE ...ttt ettt h e st st st e b e bt e b e sbe e saee st e eabeenbeenbeesane e 5
Which SOftWare sShoUId | USEP ......c..eiuiiiiiee ettt ettt st st st bbb e ns 5
Support for Skype, WEbEX 0r GOTO IMEELING .....ccccciieieieiiie ettt e e see e e eree e e s saree e e e nraeas 5
(0] o) =11 o1 T o F=4r= T 2V L G Y olole TU 1o | APPSR 6
Setting Up the ComMmMUNICAtION Cart......ccuuiiiiiiiiie ettt erree e s ertee e e e e e e e sabee e e s earee e e e saraeeeenareeas 7
PVC / Vidyo — Starting the PrOZIram ........cocouiiiiiee ettt ettt e e e et e e etae e s te e eetae e etteseteeesareean 8
PVC / Vidyo — Adding Names t0 YOUr CONEACE LiSt......c.eceiueieiiieeiiieeeieeeere e et et et eetreeeteeeeteeeeve e e teeeeaveean 9
PVC / Vidyo — Configuring the Audio — Making sure the right devices are selected ............ccocveevveerernnee. 10
PVC / Vidyo — Calling Someone on Your CONtAC LiSt .....ccveiieriieiiieeiiieirieniee e e e ereesteesteeeveeveesreesvee e 11
PVC / Vidyo — Inviting Multiple People t0 @ MEELING .....ccuviecueiieiee ettt ettt e 12
PVC / Vidyo — Using a Web Browser to JOIN @ MEELING .......ccueeereeeiieieieeetee ettt ettt et e 13
PVC / Vidyo — COMMON CONEIOIS ....cvviiieiieitie ittt ettt et et e e etae e e te e e e ateeeateeebeeesabeeesaeeesseeenteeenanes 14
PVC / Vidyo — Sharing Documents With REMOLE USEIS ......cceevieereeirieireenieeniee e ereesreesteesteesreeveesveesseeeens 15
PVC / Vidyo — Sharing Movies Playing On YOUI SCIEEN ......ccvevieereeireeireenteesieeereereesreesteesteesvesveesseesseennns 16
PVC / Video - Using PVC on Other Devices Such as Tablets or Phones ..........cccceeeveeeeeiecceeccieccee e, 17
PVC / VidY0 — LOZEING OUL c..evveiirie ettt ettt ettt eette e ettt e et ete e et e e s tveeebeeesateeeateeebeeesabeseseseasseestesenseas 18
PVC / Vidyo — Logging in when Vidyo is already rUNNING......c...oociiiiieiiiee ettt eetee et 19
Frequently ASked QUESTIONS .......c.uiiiiiiiie ettt e e e e st e e e st e e e e s bbee e e s sabeeesenbeeesenasenas 20
TEChNICAl REFEIENCE ....e ettt ettt e b e r e s re e saeesaee et s 23



Introduction

The purpose of this document is to:

- Introduce you to the communication cart.

- Identify cart usage guidelines.

- Teach you how to set up video conferences using Church supplied PVC / Vidyo software.
- Provide answers to common questions.

- Provide contact information.

Contact information

If you have any questions regarding the communication cart, please contact:
Nicholas Crosby
Assistant Stake Clerk / Technology Specialist
Home Phone Number: (306) 764-2987
Cell Phone Number: (306) 960-6727

Email Address: npcrosby@sasktel.net
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Purpose

The purpose of the communication carts is to provide units in the Stake with a reliable and easy
to use video conferencing platform.

Description
Each communication cart consist of:

e Cart, with wheels
e Computer (with built in wireless networking)

e Mouse
e Keyboard
e Monitor

e Camera (mounted on monitor)
e USB conferencing microphone

Ownership
The communication carts are Stake assets.

Maintenance

The carts are maintained and supported by the Stake with the assistance of a local technical
support specialist.

From time to time, stake technical support will remotely connect to the carts and will update
software, clean up the systems (including deleting any unauthorized software and files), and
make any changes necessary in order to keep them functioning properly.

Note: In order to do this task, they may ask that the cart be left powered on and connected to
the Internet at certain times.



Usage Guidelines

The main purpose of the communication carts is to provide an on-demand video conferencing
system for church leadership.

The following usage is also allowed:

Watching church videos (including videos streamed over the Internet from |ds.org)
Watching church DVD’s in church meetings

Watching church broadcasts (from both Salt Lake City, and the Stake)

Home and visiting teaching remote members

Extending auxiliary meetings to remote members

Family search indexing

Missionary meetings

Please note that although other usage scenarios are permitted, video conferencing takes
priority over every other usage scenario.

The following is not approved usage:

The carts are not intended as general purpose computers.

The carts are not to be reconfigured in any way.

Software is not to be installed.

Do NOT install MSN or Windows Live products. This software changes the login process
and will cause the cart to no longer function.

Additional accounts are not to be created.

Software is not to be reconfigured.

The carts are not to be removed from the building.

Do not unplug any of the connected accessories, such as the microphone.

Do not plug in additional hardware, such as USB headsets / microphones.

Note: Do NOT plug in USB audio devices such as headphone / microphone sets. They
reconfigure the audio settings and the system does not work properly for the next
user.

Unauthorized software and files will be deleted as part of ongoing maintenance.

Note: These lists do not cover every possible scenario. However, they should provide you with a
general idea regarding proper usage.



Installed Software

The following software is installed on the communication carts:

e Vidyo / Personal Video Conferencing (PVC): This is the church supplied video

conferencing solution. You must have an account on pvc.lds.org to use this software.

Only certain church leaders are authorized to use this system. Visit http://pvc.lds.org for

further details.

e Skype: Skype can be used to video conference with other members. It works best one-

to-one. Accounts are free.

e WebEx: WebEx can be used to video conference between several members. It works
well for meetings or mostly one way meetings between multiple people.
e GoToMeeting: GoToMeeting works well for meetings involving multiple locations.

Which software should | use?

Scenario

PVC / Vidyo

Skype

WebEx

(Costs paid by
local unit)

GoTo
Meeting

Stake-Ward leadership training (one-one-one or
multiple locations)

Stake interviews / counselling (One-on-one)

Home teaching (one-on-one)

Visiting teaching (one-on-one)

Invite remote members in multiple locations to
a class on Sunday

X (preferred)

Missionary meetings (multiple locations)

Support for Skype, WebEx or GoTo Meeting

While this software is installed on the computers, the Stake does not provide support for them
at this time. However, it is typically quite easy to use. Many people are familiar with them
already. There is a lot of documentation and tutorials available on the Internet.
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Obtaining a PVC Account

The church has pre-authorized many leadership positions to be able to obtain PVC accounts.
The list of pre-authorized positions can be found at:

e https://www.lds.org/help/support/pvc-who-can-use?lang=eng

To obtain a PVC username and password:

1. Ensure that your position is listed in the above link.
2. Open a web browser and go to http://pvc.lds.org
3. Click on the Request an Account button.

@ Download Vidyo Client v Request An Account

Sm— == S

~s

4. You will be requested to provide your LDS account name and password. Please follow the
instructions provided from there.


https://www.lds.org/help/support/pvc-who-can-use?lang=eng
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Setting Up the Communication Cart

To set up a cart for a video conference, please do the following:

1.

Wheel the cart to the end of a table. The cart and monitor are set up to be at the right
height when all participants are seated at a table.

Place the microphone on the table, just in front of the cart. The microphone cable
should be towards the cart.

Note: Do NOT place the microphone in the middle of the table. It will not pick up
properly.

Plug the cart into a wall outlet. Route the power cable so that it is not a trip hazard.
Tape to the floor if necessary with gaffer’s tape or duct tape.

Connect the computer to the Internet using a wired connection if possible. If a wired
connection is not available, the built in wireless Internet will be automatically used.
Using the remote control, turn on the monitor. Wait for the logo to appear on the
monitor before proceeding.

Note: If the monitor is not turned on before the computer, the audio may not work
properly.

Using the button on the front of the computer, turn on the
computer.

Log into windows with the Video Conferencing or PVC account
using the supplied password.

Communications Cart Room Setup

Microphone is placed at
the front of the table with the
cord facing the computer




PVC / Vidyo — Starting the Program

1. Start Vidyo by double clicking on the Vidyo icon on the computer desktop.

b3

itz

2. Log in using the following information:

VidyoPortal: http://pvc.lds.org

Username: Your PVC username

Password: Your PVC password

T

VidyoPortal:
http://pvc.lds.org ¥

Username:

Vidyo

ENTTEN

o Forgot your password?

| Welcome. Please log in to your VidyoPortal... I

3. You will be logged in, and a list of your contacts will be shown.

& VidyoDesidop™ - NicholasCroshy - i, |l i |
- .| o R
i My Contacts; 14
9 My Room
+ Christopher Joseph Layes
Prmsemtan o atnk i
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PVC / Vidyo — Adding Names to Your Contact List

The Contact List is the list of names that appears in the Vidyo Desktop client. It contains
selected names of PVC account holders. It is initially empty. Adding names to this list is simple:

1. Click in the search box at the top of the screen. Start typing in the name of the person
that you wish to add as a contact. As you type, matches will show below. In this
example, Douglas Robertson (Stake President) is being added as a contact.

- ~
<) VidyoDesktop™ - Nicholas Crosby - p\kﬁl. Elﬂlﬂ

Douglas Rob X | =2

Douglas Blaine Robbins
Douglas Robert Daum

Douglas William Robertson
A
ﬁick to Add Douglas William Robertson to My Contacts ]

2. Click on the yellow plus sign to add the person as a contact. A green check mark will
appear when they have been added to your contact list.

r '- B
<) VidyoDesktop™ - Nicholas - prlmd o el e S

e e

Douglas Rob X E\ 2
Douglas Blaine Robbins

Douglas Robert Daum

Douglas William Robertson

3. To stop searching for names to add and to return to the main Vidyo Desktop Screen,
click on the X in the search box.

la ' - ™
&) VidyoDesktop™ - Nicholas _ pilima el S

Douglas Rob 2P &

Douglas Blaine Robbins

Douglas Robert Daum

Douglas William Robertson



PVC / Vidyo — Configuring the Audio — Making sure the right
devices are selected

1. Open the settings by clicking on the gear icon.

@) VidyoDesktop™ - Nicholas Crosby - .. — =

—
1==] b

My Conftacts: 18
* My Room

2. Click in the Devices icon and ensure that the following devices are selected:

F3) Configuration and Status - o IEH
) Devices
& (._.* Microphone
Status
""" o Same a5 system
U Micrephone (2- USB audio CODEC) <= ¥ Echo Cancelation
Network | Auto Adjust Microphone Level
A
beves Spesker
Same as system
ﬁ NS-32D205MA 14 (Intel(R) Display Audio) &=
Video
'
Options i -
Camera | 2355

‘l"i Logitech HD Pro Webcam C220 <:

Undo ._ ( Apply | | Saye | | Cancel [

3. |If these devices are selected on your computer, then everything is correct and you may
click on the Cancel button. If other devices are selected, then select the correct devices
and click on the Save button.

4. If the devices listed above are not available, then do the following:

a. Check to make sure the camera and microphone are plugged in.

b. Restart the computer. (Leave the television on while restarting)

c. Start PVC, log in and go through this section again.

d. If this does not work, then contact either your local technical support person or
Nicholas Crosby (306) 960-6727

10



PVC / Vidyo — Calling Someone on Your Contact List

This method works well when establishing a one-on-one video conferencing session with
someone who has a PVC account.

A user’s name will be bright and colored when they are logged onto PVC. You may call them by:

1. Click on their name.
2. A pop up window will open beside their name. Click on the Call button.

arear s raer s suaies . s -

| My Contacts: 18

[ Douglas William ...

Donald Blaine Sandberg i Extension: 101104230
Tenant: Production

Douglas Englot

Douglas William Robertson Call

Gerald William Angell

Rooms:
Gregory George Butler

. Douglas William Robertson

Jonathan Roy Derry

11



PVC / Vidyo — Inviting Multiple People to a Meeting

This method works well when a person with a PVC account is inviting other people to a video
conference. The invitees do not have to have a PVC account, but must have PVC installed on

their computers.
In order to invite multiple meeting to a meeting, it is necessary to email them a link to your
meeting room.

1. Get the link to your conference room. First: click on My Room, then click on the Settings
Icon (gear) in the pop up window.

&) VidyoDesktop™ - Nicholas Crosby - preizit), (scsl o=l e:sum) = E
- — E
S My Room
Extension: 101116171
My Contacts: 18 Tenant: Production
My Room | .

Andrew David William Spencer
Christopher Joseph Layes Participants
None

Donald Blaine Sandberg

2. Copy the link by clicking on the Copy Link button in the popup window.

5 oo et~y oo N <= -

Invite by Email

Room Link:

3. Open your email, create a new message, and paste the link (ctrl + V on a PC) into your
message. Send to the participants.

Training meeting invitation

= Send (@] savebrart A Priority Options
To: partipant! @somewhere.com, partipant2@soemewhere.com
Cc

Subject: Training meeting invitation

Files Attach

&~

Please come to PVC training on wed at 7:00. Here is the link to the meeting:

|m‘tp:ffpvc.Ids.orgmex.ntm\?roomd\rect.ntm\&Key=UVDEchIst2GDTSGK?KUEEqI| |

4. Recipients of your email can click on the link, and PVC will be opened on the remote
computer and they can join the meeting. (Note: participants must have PVC installed.)

12



PVC / Vidyo — Using a Web Browser to Join a Meeting

The communication carts all have the Chrome web browser installed. It is configured to
automatically go to a video conferencing start up page. This page can be used by any user, with
or without a PVC account, to video conference with PVC / Vidyo.

1. Double click on the Chrome icon on the desktop.

2

Google
Chrome

2. Chrome will open and show the default stake video conferencing page. To join a
meeting, click on one of the room links. (Note: determine beforehand which room you
will use and let all participants know.)

¢ [ www.disoftware.ca/lds,

Saskatoon Saskatchewan Stake
LDS Video Conferencing Portal

(Vidyo Desktop / PVC)

Note: You must be using the newest version of
the software. It is available at pve.lds.org

Instructions:

Click on a room in the list below to enter. Follow any prompts for names, etc.

s *** General Purpose Mesting Room ***
+ President Robin Erickson

3. AVidyo window will open. Enter your name and click on the Join button.

@ Vidyo https;//pvcidso.. = n

‘f

Welcome!
Enter your name before
selecting an option to join.

I Joe Smith I

C_on )

13



PVC / Vidyo — Common Controls

When you move your mouse to the bottom of the video screen, the Vidyo common controls
will show. Here is a summary of the controls: (from the quickstart guide
https://pvc.lds.org/PvcPortal/installer/PVC3XQuickstartGuide.pdf)

=% 7 0 5 S E m b o) B

® 00:00:15

«®

View a list of all the conference
participants and chat with them
individually; invite participants to
the conference.

Select which application or screen
you wish to share in the conference.

Mute, unmute, and control your
microphone volume.

Chat with all participants as part of
the conference group chat.

9=
fe
B

Select how to view the partici-
pants’ video windows during the
conference, and control the
maximum number of windows.

Toggle among the applications or
screens that are being shared during
the conference.

Mute, unmute, and control your
speakerphone volume.

Toggle your self-view preference.

Open the Settings page.

N

Enter and exit full screen.

Show or hide the video feed from
your camera.

Toggle between the conference
duration and a clock.

¢
o)
o
O
“

End the conference.

Here are some common tasks:

Make the video fill the screen:

e Click on the Enter and Exit Full Screen button. ;—J‘

Mute and unmute the microphone:

Adjust the microphone volume:

Click on the microphone button.

Click on the triangle on the top of the microphone button.

¢

v

It will turn red when muted.

A volume slider will

appear. You can slide the slider up and down to increase or decrease microphone

volume.

Adjust the speaker volume:

Use the remote control to adjust the volume on the TV / Monitor. (recommended)

14
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PVC / Vidyo — Sharing Documents with Remote Users

It is possible to share documents, such as meeting agendas, with remote users. Note:
Participants will only be able to view the documents. They will not be able to edit the
documents.

To share a document with remote users, do the following;

1. Open the document on your computer. For example, if it is a word processing
document, open the document with the installed Libre Office software.

2. Click on the Share button. A list of open applications will appear. Choose the application
and document that you wish to share.

Untitled - Paint

PVC3XQuickstartGuide. pdf - Mozilla Firefox

LDSMelfortPVC (515 923 473) - TeamViewer - Free license (non-commercial use onhy)
TeamViewer

Untitled-3 @ 100% (Layer 1, RGB/8) *

Display 1 (1366x768)

=% O (O 0 = & 0

In this case, | am choosing to share the Vidyo3 User Guide — this very document!

All remote users will be able to see the shared document as well as view video of the
participants themselves.

Hint: As the screen will be divided up into sections for participant videos, documents, etc. it
is best to share documents that have text in a large font. Be sure to ask that participants if
they see the document clearly.

Note: Videos playing back on the local computer can not be shared at this time.

15



PVC / Vidyo — Sharing Movies Playing On Your Screen

e Sharing video that is playing on your screen is not possible at this time.

16



PVC / Video - Using PVC on Other Devices Such as Tablets or
Phones

PVC can be used on many types of devices. Clients are available for:

e  Windows — Download from http://pvc.lds.org
e MacOS - Download from http://pvc.lds.org
e 10S devices (iPhone, iPad)
o Video conferencing - Download the VidyoMobile app from the App Store.
o Document sharing — Download the VidyoSlate app from the App Store.
e Android devices
o Video conferencing - Download VidyoMobile from Google Play.
o Document sharing — Download the VidyoSlate app from Google Play.

17
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PVC / Vidyo — Logging Out

Closing PVC / Vidyo will close the program. However, if you have logged in, the next time that the
program is started, it will automatically log in with your account. To prevent this, you should log out of
PVC after using it.

To log out of PVC / Vidyo, do the following:

1. Right click the mouse on the Vidyo icon in the tray at the bottom right hand corner of the
screen.

T:49 PM
11/19/2014

il

2. Select Log Out from the menu.

Manage Account

Configuration
Contacts
Check for Updates

Start My Meeting

=::=I- Log out

Log in to Other VidyoPortal

Cuit

S

[ il

11/19/2014

18



PVC / Vidyo — Logging in when Vidyo is already running

Sometimes, the log in window does not show. To force the login window to show, do the following:

1. Right click on the Vidyo icon in the tray at the bottom right hand corner of the screen.

8:02 PM
11/19/2014

Ll

2. Choose Log In from the pop-up menu.

Configuration

Legin

Quit

The login window will appear.

19



Tips

Preparing for a video conference:

1. Setup early.

2. Set up the room as specified. Be sure the locate the microphone properly.
3. Verify that the audio is working well.

4. Call the remote locations and test the system.

Tips for sharing documents:

1. Use a larger typeface than normal, perhaps 16 to 18 point.

2. Asif the remote people can read the document.

3. You may wish to distribute documents by email before the meeting and have participants print
them.

Tips for participating:

1. Remove distractions.

2. Do not fiddle with papers and such on the table. The noise will be picked up.

3. Use the “self view” to ensure that you are in the camera’s field of view. Yes, you do need to be
seen by all!

Speaking etiquette:

1. Speak clearly.

2. Speak at a normal volume — not quietly and not loudly.

3. Inorder to ensure that communications are clear, it is often good to rephrase. If someone asks
you a question ... rephrase and say something like “Sister Smith asked .....”

4. You may need to raise your hand to attract attention if you would like to speak.

5. Ask if other’s can hear you.

6. Let people know if you can not hear them.

20



Frequently Asked Questions

Question: The audio is not working.

Answer: Did you remember to turn the TV on first? If not, then leave the TV on and restart the
computer. The audio should work now.

Question: The audio is still not working.

Answer: Make sure that you have the right audio device selected. See the section in this
document titled PVC / Vidyo — Configuring the Audio — Making sure the right devices are
selected.

Question: | do not have an account. Can | use PVC?
Answer: Yes. There are 2 options:

1. Ask your local Executive Secretary to set the meeting up for you.
2. Set up they meeting yourself by following the instructions in the section in this
document titled PVC / Vidyo — Using a Web Browser to Join a Meeting.

Question: How can | play a video on my computer and have the other’s see it? Like a church
video.

Answer: Sorry, but that will not work at this time.

Question: The other participants say that the text is too small to see in documents that |
share. How do | fix that?

Answer: Make the text in your document bigger.

Question: Why should | use a wired Internet connection rather than the wireless?

Answer: It is simply much more reliable.

21



Question: Who do | call if | have trouble?
Answer: Contact the following people, in this order:

1. Your local tech specialist.
2. Nicholas Crosby (contact information at the front of this document)
3. Kim Carlson

Question: How can they help me if | am halfway across the province?

Answer: There is software installed on the computer that allows them to remotely access the
computer. They will be able to see the screen and make any required changes.

Question: I had some files on the desktop and had installed some software. | can’t find it.
Where did it go?

Answer: It was likely deleted as part of routine maintenance. It is not possible to recover.

22



Technical Reference

Sound Settings in Windows

Ensure that the following devices are selected. Deactivate all other audio devices. Hide all
deselected devices (by right clicking and choosing to hide deactivated devices)

e Playback

-4 Sound S

Flayback |Reeording | Sounds | Communications

Select a playback device below to modify its settings:

ME-32D205NA14
| ntel(R) Display Audio
— Default Device

Configure Set Default | Properties

OK Cancel Apply

e Recording

& Sound
Playback | Recordng  Sounds | Communications
Select a recording device below to modify its settings:
- Microphone
2- USB audio CODEC
<A@ Default Device
Configure Set Defaulk | Properties

23
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