Wimmera South West Area

Tips to Assist your Child in a Virtual Class using Webex Meetings

Why?

What?

How?
STEP1

STEP 2

Features

Webex is the preferredvideo conferencing platform for Department of Education and
Training users. On this online platform teaching and learning can be similarto classroom
instruction. Teachers and students can see, hear and interact with each other.

Teaching and learning can occur on the Webex video conferencing platform using a range of
tools and applications. The host of the meeting can access these for the participants.

As the student, make sure you have all the equipment needed for the lesson prior to logging
on. This may be items such as: pens, pencils, paper, calculator, whiteboard, whiteboard
markers, etc.

Your teacher will let you know this in advance.

Log onto the meeting at the scheduled time using the information provided by the teacher
(see Students Logging onto a Scheduled Meeting help sheet for more information).

Move your mouse (or touch the iPad screen)to the lower part of the screenand a series of
circles will appear.

Participants

M
Microphone jre

00000 — -

Camera Chat

Microphone:
Mutes and unmutes the microphone. This can also be done by tapping the space bar.

The microphone is muted when theicon is orange.
Mute your microphone when you enter the meeting and only unmute when you want to
speak. The teacher (host) can mute or unmute participants’ microphones as well.

Camera:

Angle your camera to focus on your face and think about what can be seen behind you.
Turn on and off the camera. The camerais off when theicon is orange.

Participants:
Click on the Participants button. Names of participants willappear in the right hand side

panel in alphabetical order. Icon becomes blue when this is enabled.
The person logged on will appear first, thenthe host.
Participants canraise or lower their hand virtually using the hand icon.
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Chat:

Click on the Chat button. This adds a meeting chat to the right hand side panel. Icon becomes
blue when this is enabled.



More:
By clicking on the More button, participants can check their audio connections to ensure it is
accessing the correct equipment.
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Hints Participants canaskquestions in this space.
e Raiseyour hand if you wishto speak. This could be done with the hand icon or your
actual hand.

e Usea headset with a microphone if possible.

e Connectin an open space that canbe supervised — not in a bedroom.

e |f your Internet connection is poor, use only the audio and turn off your camera. Use
the chat function in the panel to ask questions or raise your hand.

e Ifyou are having trouble accessing the meeting, log off and try to re-enter.

e Make sureyou are able to contact your teacher if you are having technicalissues.

e Continue on with other activities whilst waiting for online learning to occur.

Remember Stay calmand be patient when accessing any new technology.
Teachers are learning how to deliver classes using this technology as well and mistakes will be
made but learnt from.
Be positive about the experience and provide constructive feedback to help improve the
learning.

SUPPORT This Help Sheet has beenprepared by Kylie Smith, Acting Education Improvement Leader.

Smith.kylie.m@ edumail.vic.gov.au
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