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                                                             Getting Started – Web Conferencing Facilitator Toolkit


FHWA Office of Professional and Corporate Development has created the Web Conferencing Facilitator Toolkit as a resource for those are presenting informal training workshop or formal training courses, using Web conferencing technology.  The toolkit consists of the following documents: 

	Title of Toolkit Item
	 Purpose of Toolkit Item
	For Use By

	Tutorial:  Web Conferencing 101 – An Overview
	A short online presentation that defines Web conferences and gives of examples of how it might be used for communication and training
	Facilitator/Subject Matter Expert

	Schedule a Web Conference
	Provides a link to the Web page on which one can request a Web conference
	Host of Web conference

	Tutorials: How to Use Breeze Meeting Features
	Provides short self-paced instruction on the layouts and pods of Breeze Meeting
	Facilitator/Subject Matter Expert

	Checklist for Web Conference Facilitators
	Delineates the preparation steps, in checklist format, that Facilitators should complete prior to a session
	Facilitator

	Accessibility:  Section 508
	Provides guidance on compliance with the American Disabilities Act, Section 508
	Facilitator/Subject Matter Expert

	Adobe’s Breeze Meeting Resource Center
	Provides additional resources on the Breeze Presenter tool
	Facilitator/Subject Matter Expert

	WCT Facilitator Community of Practice
	Acts as an online gathering place for facilitators of Web conferences 
	Facilitator/Subject Matter Expert

	NHI Instructor Development Course for Web Conference Training
	Provides formal instruction on the facilitation of NHI courses that are delivered via Web conferencing technology
	NHI Instructors who are facilitating Web Conference Training

	Related Links
	Provides additional resources on the delivery of synchronous online learning
	Facilitator/Subject Matter Expert
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