Video Conference Flow Chart

1. 
Book rooms equipped with VC equipment.





Is mobile unit available?





Is the session to one other unit?





Find / book new room.





Dial the Direct number of the required unit





Sessions to more than one recipent are “multipoint“ conections!
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Are you the main or primary delivery site?





Session Established





No





Call “multipoint” number for primary site.





Call the “Multipoint” number for your location.


 Do you have  connection?





Check number


Dial again
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No





Wait for other parties to connect.


Have all parties connected?





Note


Confirm ALL room bookings for, No. of seats, Video conference equipment availability and type.


Make yourself conversant with the equipment being used.


Arrive at least ten minute before the session should start, as set can take some time.


If assistance will be required, book job through ‘Help desk’ at least one week prior to session date.


If difficulties arise call 1900 (Help desk) 
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