“NO COST NO TRAVEL” WEBCONFERENCE 

GENERAL PARTICIPANT INSTRUCTIONS

Welcome to the WebConference training!

Please follow these directions to prepare for and participate in your web training session.

Training Location: 

One of the great aspects of this delivery system is that participants and instructors only need to have access to an internet connected PC and a phone line that they can dial a toll free number from.  In the past many students have been able to participate in these trainings from their home offices and saved some of their own travel time and expense.  If that’s doable for you, consider that as a possibility.  In most cases, distractions from noisy workplaces can be eliminated and the students can focus on the training.  If your command promotes tele-work, this is a great option. 

Note: If you have never used a personal home PC for working on government tasks, you will need to load some basic certificates on your machine.  If that’s the case, instructions for loading the certificates are located on the DCO main web page (lower left hand corner)

For many of you, one of the benefits of holding this class online is that you don't have to travel to attend.  However, this convenience has also been a hindrance to some in the past.  We have had instances where individuals chose to check email, finish a report, and/or leave their workstation to return 30 minutes after class reconvened.  Unfortunately, they missed critical information even if they were just gone for 5 minutes. I encourage each of you to "be there" both physically and mentally for the class. Please ensure you return from each break on time.  Also, please let your offices know that you will be "in class" and to only contact you in case of emergency. Those that get the most out of this class are those that are fully engaged.  Thank you in advance for your cooperation.  
Unless otherwise specified, the audio connection for the training will be provided via a tele-conference line, not through your PC via Voice Over Internet Protocol (VOIP) .  Please ensure you save the email with the dial-in instructions to ensure you have the right phone number (Conference calling center # 1-866-759-7350; Passcode 9785786#).
Training Materials and Documents

Class material, presentations, and student workbook can be downloaded from the CECOSWeb site at http://www.cecosweb.com/handouts/UFPQAPP after July 12th, 2010.  All student training materials will also be provided the day of the class inside the Defense Connect Online (DCO) portal via download from the “File Share” window. Instructions will be given when you logon before the class starts.  Files include your detailed Student Guide, Workbook, handouts, and useful references.  
Prior to the course, please complete the elearning modules:

· Introduction - Uniform Federal Policy for Quality Assurance Project Plans and 

· Systematic Planning Process 

Located at http://www.cecosweb.com/ 

    [click on “Training By Subject”, then click on “UFP/QAPP”]

(‘Manager’s role’ training is not required as a pre-request)
Preparation for and Participation in Training

· Please log on and dial in to the training at least 15 minutes prior to the prescribed course start time.  This will ensure that everyone is ready to begin the training on time.  You will receive the logon link and dial-in instructions via email.  If you have not received that information by the Friday prior to course commencement  please email the course director, Mr. Daniel Jordan (email is provided below)
· Use a headset or speakerphone rather than your handset if possible.  On some digital phone systems, the microphone does not work well and it is very difficult to hear your voice. Test it before the conference so there are no surprises.  You can always switch between handset and headset when you want to ask a question.  
· Mute your phone.  You can use your phone’s mute button. DO NOT use the hold button as this will create music or busy signals that disrupt the training. You can also use the mute function on the training audio system, *6 on your keypad.  This will prevent background noise, such as shuffling paper and other voices, from distracting other participants and cutting off the trainers. *6 again will un-mute so you can ask a question. 

· View full screen and Zooming on slides    It is recommended you view the presentations in FULL SCREEN mode.  The moderators for the course will more than likely set that mode, and you will be able to toggle between full screen and regular mode.  
· Consider using a conference room or office with a door.  If more than one person is participating from your location and you would like to sit together and use a single computer and speaker phone, consider finding an office or conference room where you can be comfortable with your training materials and close the door.  Make sure the computer you will be using has access to the Internet.

· Have a calculator.  Some exercises and workshops involve detailed calculations.

· Close all other applications.  Prior to joining the training session, be sure to close all other applications, such as e-mail or a second Internet browser, to ensure the training runs at the appropriate speed.  

· Move your mouse.  Every now and then, move your mouse to ensure that your screen saver or energy saver does not cut you off from the presentation. Turn them off if you can for the duration of the training. 

Technical Support:
· DCO Tech support line is available 24/7 @ DSN 850-3136.  Commercial 614-692-3136 or Toll Free 800-447-2457. 
· Tier II Tech support is available from 6-6 Central time @ DSN 945-8138
· Should you have any questions or concerns please contact the course director:

Daniel Jordan
Daniel.r.jordan@navy.mil
805-982-2889  
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