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Distance Learning will be an adjustment from our traditional in-person and hybrid sessions, and we hope to make it a
great training experience for all attendees, but we need YOUR help.

This document was created to give drivers and managers a set of expectations as well as some guidance for the distance
learning courses the Nebraska Safety Center (NSC) will be offering.
Expectations:
e Participation
o Thisis one of the most important pieces to effectively do distance learning. We will be adding short
quizzes to the sessions as well as mandatory discussion sections. If there is no participation from
participant(s), we will not give credit for the class. If you are unable to participate due to technology
restrictions or other issues, please reach out to NSC at (402) 480-5867 or bartholomewc@unk.edu.
e Ask Questions
o Easiest way, by far, to show you are participating in the course is to ask questions. You may unmute or
use the chat function at any point to ask a related question.
e Attendance
o Prompt attendance is required. Anyone arriving 15 minutes or more late will NOT receive credit for the
session. Attendance will be monitored throughout the length of the session. If there seems to be an
issue with participation, attendance credit will not be given for the course unless there is
communication with the instructor or other NSC staff.

e Breaks
o We will give an opportunity for a short break in each 2-hour continuing education session and will have
multiple breaks scheduled for the longer 8-hour sessions. Please use these times to use the restroom,
chat with peers, and use your cell phone.
e Phones/Other Electronic Devices
o Phones will need to be put away as they serve as a distraction to not only the participant, but also the
instructor.
e Camerason
o The NSC understands that not every individual will have access to a video camera for their Distance
Learning at home. This is an agency responsibility to make certain that their driver(s) has/have access
to the technology to make these sessions a success.

e Evaluations
o Evaluations are key to the success of our continuing education program as well is a conduit for drivers
and managers to voice their opinion about the potential future direction of training. Evaluations are
anonymous so please be truthful about your likes/dislikes and what we could do to improve these
sessions. The Course Evaluation will be posted in Chat at the end of each course.
e  Multiple Drivers on One Call
o If there are multiple drivers from a particular agency on one session, please make sure we know who
they are by typing every attendee into the Chat window with Full Name and Agency (e.g. Mitchell
Locken — Nebraska Safety Center). If attending more than one course on the same call you will need to
sign-in for every session to receive credit.
e Test Technology Ahead of Session
o Test your technology ahead of your distance learning session. We have limited time to troubleshoot the
day of the course. Make sure your equipment is ready to go.
e Arrive Early
o Planto signin a little early to prevent technology issues from popping up. The sessions will be open 15
minutes prior the start time with scrolling slides with instructions on frequently asked
questions/troubleshooting.


mailto:bartholomewc@unk.edu

Zoom Instructions (App):

e If you do not have the Zoom Client (App) downloaded on your computer, you can download at zoom.us. Having
the Zoom Client will create the best possible interactive experience

e Click on “SIGN UP, IT’S FREE” button at the top of the page /
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e Enter your information, it will ask for the following information
o Birthdate; Click “Next”
o Email Address; Click “Next”
e You will then be sent an email from Zoom to finish set up of your account
e Once you have set up your account and downloaded the Zoom Client (App)
e Open Zoom Client (App), click on Join
e Enter 910900 2177 in the Meeting ID or Personal Link Name box click Join. The spaces are added automatically.
e Enter your name and agency (e.g. Mitchell Locken — Safety Center)
e Then enter the password 123456

Join Meeting
Meeting ID or Personal Link Name
[910 900 2177 v

Mitchell Locken - Safety Center

() Do not connect to audio

I:\ Turn off my video


file:///C:/Users/Mitchell/Documents/My%20Documents/Advance/zoom.us

Zoom Instructions (Web Browser):

e Alternatively, you can sign in via your web browser (Chrome/Firefox/etc.) by clicking on the “JOIN A MEETING”

link
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e Enter 910900 2177 in the Meeting ID or Personal Link Name box. The spaces are added automatically
e Then enter the password 123456

Join a Meeting

910 900 2177

e You should then see a screen like the one below, click on the cancel button and then the Join from
Your Browser link.

Open Zoom Meetings
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Click Open Zoom Meetings on the dialog shown by your browser

If you don’t see a dialog, click Launch Meeting below

e Type in your name and agency (e.g. Mitchell Locken — Nebraska Safety Center), and click that you are
not, in fact, a robot, then click the Join Button

Your Name

[ Mitchell Locken - Safety Center ]

™

reCAPTCHA

I'm not a robot

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms of Service apply.

e Zoom may ask for the password again if so, enter the password (123456).



Zoom Instructions (In the Meeting):

e If your computer did not connect with computer audio automatically you can choose it from this menu.
You have the option to listen via your computer audio or dial in via a phone call (this is a long-distance

phone call)
e For computer audio (probably the easiest way to connect). Just click on join with Computer Audio
button.
Q Choose ONE of the audio conference C'F'tiUHS X =) Choose OME of the audio conference options s
Phone Gl C rromccn D Computer usi

Country/Region United States of America ~

Dial +1 253 215 782
+1 346 248 7799
+1 669 900 6E833
+1 301 715 8592
+1 312 626 6799

Meeting 1D G100 900 2177 G———————

Participant 1D 461598

Join with Computer Audio

Test Speaker and Microphone

Passcode 123456

Automatically join audio by computer when joining a meeting L. .
***This is a long-distance phone call***

e If you did not connect with computer audio or phone call and need to connect you still can by clicking
the join audio button at the bottom of the screen (follow steps above to connect this way)

Mitchell Lecken

.
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Join Audio Start Video Security Participants Polls Chat Share Screen

e The bottom bar of your computer screen in the Zoom Application (whether web-based or app based)
will look something like this. There are probably more icons in this picture than you will have access
to.




e [f you are having trouble with your audio; you can test your speakers and microphone by clicking the
small arrow by the mute button and clicking on Test Speaker and Microphone...
e You may also change your Speaker or Microphone from this menu.

Select a Microphone

Same as System

v Logitech USB Headset

IPEVO Ziggi-HD Plus

Select a Speaker
Sa s System
DisplayPort (DELL U2415)
DisplayPort#1 (DELL U2415)
Logitech USB Headset

Mac mini Speakers (Mac mini Speakers)

Test Speaker & Microphone
Switch to Phone Audio

Leave Computer Audio

Audio Settings

Unmute Stop Video

e Mute/Unmute: To avoid excess noise please keep your volume on Mute unless we are in a discussion
or you have a question. You can Mute and Unmute yourself. There will be times when the instructor
will ask everyone to Unmute to facilitate a conversation.

Unmute

e Keep your camera on at all times. It will make for a more interactive session as well as is a requirement
for participation in a distance learning course.

A1

Start Video




e You can utilize the Chat function by clicking the Chat button at the bottom of the screen. Sometimes
this chat function is under the More button.

e The course evaluation link will be posted in Chat at the end of the course.

Participants

Invite
Chat

Closed Caption

Record on this Computer

Record to the Cloud

Palls

Breakout Rooms

Mare

Web Cam Options:

For informational purposes only. The NSC does not endorse any of the following web camera options.

Amazon Under $25

Amazon $25-S50

Best Buy $25-$50

Office Depot <S50



https://www.amazon.com/s?k=webcam&rh=n%3A172282%2Cp_n_price%3A1253503011&nav_sdd=aps&pd_rd_r=58512f29-5197-4b70-820c-daa61432868a&pd_rd_w=rN0jJ&pd_rd_wg=G13ip&pf_rd_p=3fb72727-c10d-41a6-9a31-f626d7fda90c&pf_rd_r=G1M9X8NKJK0PDJTCVPS3&qid=1608654836&ref=sxts_ref_scx_alster_0
https://www.amazon.com/s?k=webcam&rh=n%3A172282%2Cp_n_price%3A1253504011&nav_sdd=aps&pd_rd_r=71dcec75-c0f6-4d3d-b4cb-3f74c63126e3&pd_rd_w=RMbdL&pd_rd_wg=1e2hD&pf_rd_p=3fb72727-c10d-41a6-9a31-f626d7fda90c&pf_rd_r=9KEQCXQ5HXMAGR3PKXPF&qid=1608654928&ref=sxts_ref_scx_alster_1
https://www.bestbuy.com/site/searchpage.jsp?_dyncharset=UTF-8&id=pcat17071&iht=y&keys=keys&ks=960&list=n&qp=currentprice_facet%3DPrice~%2425%20-%20%2449.99&sc=Global&st=webcam&type=page&usc=All%20Categories
https://www.officedepot.com/catalog/search.do?Nty=1&Ntx=mode+matchpartialmax&Ntk=all&Ntt=web+cam&N=5&cbxRefine=724060&cbxRefine=391703

