m Web Conference Layout Suggestions

The following pages describe each screen layout and identify the descriptions

of the correct set up for the WCT. These layouts include:
e Layout Type 1: Begin Shortly
e Layout Type 2: Introduction
e Layout Type 3: Presentation
e Layout Type 4: Evaluation
e Layout Type 5: Course Resources

Please review these screen shots and refer to them for the correct usage of the

layouts.



m Web Conference Layout Suggestions

Layout Type 1: Begin Shortly

This layout is designed for the interim between “entering the meeting room” and “waiting for

the session to begin”. It allows the participants to read some helpful tips and download

supporting resources.
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Pod Names and Descriptions:

pleaze participate!
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Pod 1: Audio Information - This pod should Pod 4: WC Tips - Listen Only, silent scroll-
be displayed at all times. It contains the This pod shows tips on participating in a
teleconference number and passcode to Web conference.

access the audio portion of the session.

Pod 5: Web Link Resources - This pod
Pod 2: Attendee list - This pod displays contains hyperlinks to Web conference

every participant, presenter or host logged resources.
into the meeting room.

Pod 6: Web Based Training Technical

Pod 3: Chat - This pod is for chatting

Problems - This pod displays contact

amongst presenters, attendees and host. information for technical support

You can chat with everyone or you can
direct your chat to and individual in

Pod 7: Tips - This pod offers helpful tips

particular. during the training session.
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Pod 7

Pod 5
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Layout 2: Introduction

This layout is designed to introduce the facilitators of the training session. Along with
introducing the instructors, an agenda for the training sessions is provided as well as a pod with

the web based training technical problems and web link resources pod.
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on the side, no such luck
Corey Martin (presenters):
could yau call me?
Copy Martin (presenters): Agenda - Fundamentals of LCCA
03-235-0540 - - -

tachin Clemons Instructors: Michael Smith, Tashia Clemons & Nat Caoley

1f you need help you can type your questions into the chat box on the left ar call
Michael at 404-290-5180 or Mat Coley 202 .266.2171.

(presenters): I guess if
you're working in the room I
can't download anything huh?,
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Tu:@ Tue February 17, 2009 - Web Conference Training (Module 1)
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All Times shown are Eastern Standard Time

Pod Names and Descriptions:

Pod 1: Audio Information - (Reference Pod 5: Agenda -Provides participants with

“Begin Shortly Layout™) the schedule of the session.

Pod 2: Attendee list - (Reference “Begin Pod 6: Web Based Training Technical

Shortly Layout™) Problems - (Reference “Begin Shortly
Layout™)

Pod 3: Chat - (Reference “Begin Shortly

Layout™) Pod 7: Web Link Resources - (Reference
“Begin Shortly Layout™)

Pod 4: Facilitators - This pod introduces

the instructors, their location and contact

information.

Pod 6

Pod 7

Pod 5
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Layout 3: Presentation

This layout is designed to present the main presentation slides. Also offered in this layout are

the audio, attendee, chat and web-based training technical problems pods.
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Web-based g TechnicallProblems

For Technical Issues related to logging into the WET contact Corey Martin at 70@g225-0540 or Corey Martin@dot.goy
&
D AT I

&)

1

5 s
[ Class Exercize | [| Exercise Salution | | Evaluation | | Course Resources B Bl

Pod Names and Descriptions:

Pod 1: Audio Information - (Reference being dictated. On day one module 1 is

“Begin Shortly Layout™) presented and on day 3 module 5 is
presented.

Pod 2: Attendee list - (Reference “Begin

Shortly Layout™) Pod 5: Web-based Training Technical
Problems - (Reference “Begin Shortly

Pod 3: Chat - (Reference “Begin Shortly Layout™)

Layout™)

Pod 4: Module 1 or 5 Presentation - This
pod displays the presentation which is

Pod 5
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Layout 4: Evaluation

This layout offers the following information; Instructions on using the evaluation link; the link
to the evaluation; Resources used in previous layouts; links to Web Pages and forums; and the

instructor’s name and number for input into the evaluation.

B Fundamentals of Life-Cycle Cost Analysis | Connect Pro Meeting

A Mesting  Present  Layouks  Pods  Help

| Web based Training Technical Problems

For Technical Issues related to logging into the WWE L
Corey Martin 2t 703-235-0540 or Corey. Mal

is extremely valuable to us as we continually update course materials to provide
the maost reley d mesningful courseware possible.

Flease take sbout 15 minutes to let us know about your course experience. We appreciate your

Instictonhumberns = FonEvalustion
tirne!

Whien filling out the Course Evaluation, you will be asked to
enter the instructor number for the instructors who facilitated the
course. Please use the corresponding numbers below for each

instructor you had.

Course Evaluation ¥Web Link Bernie Kuta (Instructor: 0055)
Michael Smith (Instructor; 0056)

Mat Coley {Instructor: 0338)

Madarajah "Siva" Sivaswaran { Instructor: wxxe)
Vicitthe ICCA Webpage =]

FHWA LCCA Webpage - hittpe s fhwea dot, govw/infrastructure/asstmgmt/leca.cfm Luis Rodriguez (Instructor: xkxx)

Tashia Clemons (Instructor: wx=x)

Pod 4

Course Respurces

Name Size

S54252605_MPY Exercise Solution. pdf A2 KB wWeb Links 11

£54252603_NPY Exarcise,pdf 37 KB LCa Technical Forum

131113_PWi_P arlEnt Workbook, pdf 6322 KB
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Pod Names and Descriptions:

Pod 1: Evaluation Instructions - Pod 5: Web-based Training Technical

Instructions on using the evaluation. Problems - (Reference “Begin Shortly
Layout™)

Pod 2: Evaluation Web Link - Link to

evaluate the over course and instructors Pod 6: Instructor Numbers - For Evaluation

Pod 3: Webpage - link to webpage Pod 7: Web Link -Technical Forum

Pod 4: Course Resources - .PDF files to be
downloaded from previous layouts
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Layout 5: Course Resources:

Used as the last layout. The course resources layout reiterates previous layout information and

will be accessible for participants to use as a resource after the training.
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If you have not registered for the WET portion of the =8 Instructors: Michzglds , Tashia Clemons & Mat Coley
course, please use this link to register. You will receive If vou neae®n vou can type your guestions into the
an email with a link to log in to the course curriculum. o™ D0 0N the left ar call

= Wichael at 404-290-5180 or Nat Coley 202.366.2171.
https:ffadmin.na3. acrobat.com/_a55098! a1113f |
event/registration. html “IF |2l Times shown are Eastern Daylight savings Time
You must register and be logged into the system under Tue &pril 7, 2009 - Wweb Conference Training (Module 1)
your username,/password to proceed to the WEBT portion 12:00pm  Introduction to Course {(Coley)
of the course, 12:30pm  LCCA Process Overview (Smith)

@ 01:30pm Break
a 01:45pm  Mational Practice (Smith)
— 02:00pm  Class Exercise (Clemons)
FHWS, LCCA Webpage - hittpe/fwwew fhwa dot.gov/finfrastructure/asstmamt/lcca.cfm gggggm g:;s Exercise Review (Clemans B Colzy)

»
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Course REsSpurces

Name

| Information Booth

Welcome Back LCCA Participants

Please take sometime to review the avallable information located here, If you don't already have a copy of the
Participant YWorkbook or NPY exercise solution take the time to upload those files for your personal usage.

For technical support related to logging into the WET contact Corey Martin @ 7032-235-0540 or via email
Corey Martin@dot.goyv, He will gladly lend a helping hand as needed, I

| W BT Instuctions ' Agenda - Fundamentals of LCT

Pod 6
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-4 |End Day 1
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| Size hitp:fffhwa na3.acrobat.com/nhil31113/event/reqistration

S54252605_MPY Exercise Solution. pdf A2 KB

254252602_NPV Exercise,pdf

131113 _pw icipant Warkbook, pdf 6322 KB

el

Module 2 - User Costs
mModule 3 - Probahility 8 Simulation

mModule ¢ - LCCA Example Using RealCost Software

57 KB

Thu &pril @, 2009 - Web Conference Training (Module S)

Uplaad File |ir [ save To My computer | @

12:00pm  LCCA Wrap Up (Coley and Smith)
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Pod Names and Descriptions:

Pod 1: Audio Information - (Reference Pod 5: Information Booth - general

“Begin Shortly Layout™) overview of the layout page with contact
information relative to the WBT portion of

Pod 2: Chat - (Reference “Begin Shortly the training.

Layout™)

Pod 3: Visit the Webpage - link to

webpage

Pod 6: WBT Instructions - Instructions on
registering for related sessions.

Pod 7: Agenda - Provides participants with

Pod 4: Course Resources - .PDF files to be the schedule of the session.
downloaded from previous layouts

Pod 7
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Key Reminders:

e Prior to each training session the dates must be changed on the agenda to reflect the
most recent session.

e Don’t remove pods from layouts (NOTE: they are set up to flow properly with the
design of the WCT).

e Check the pods for the correct information/location.

e Make sure the presentation modules start on the first slide.

e Check the layouts for correct order.

e During a session remember to use the layouts to navigate.

e Remember to use the “Presenter Chat”, to communicate amongst other host and
presenters (this will eliminate the cross talking of facilitators).

e  The evaluation should be completed prior to taking the final exam

Note: Above are a few checkpoints/tips to keep in mind when conducting a WCT.



