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How to Connect to a Virtual Panel

Go to the Virtual Panel email
invitation with instructions
received from NSF.

Locate the Virtual Panel link
in the middle of the page.

Right click on the URL and
select “Copy hyperlink”

Open your Internet Explorer
browser and right-click in the
address bar and select
“Paste” then hit Enter.

You will navigate to the WebEx
login page for the scheduled
panel.

Internet Explorer is the recommended
browser for WebEx.

Desr Reviewsr,

Thank vou again for agreeingto participate on the upcoming [Panel Mame] SBIRSSTTR Phase | Virtual
Pznel scheduled for [Panel Start Date].

The virtual panel will be conducted via WebEx and will start promptly at [Start Time] Eastern Time. The
ZBIR/ETTR Program has made several significant changesto the way that we conduct Virtual Panels. We
wantthisexperience to be assimple and rewsarding for vou a5 participating on 2 face-to-face panel st
M5F. Inarderto achieve this goal we are providing some critical information below that vou needto
review before the scheduled paneldate.

Please join the panel (link provided below) at least 15 minutes prior to the scheduled start time to
ensure that you have time to connect to the Wehex meeting and trouble-shoot any [T issues, If you
encounter any ITissues, immediately call Micaela Terronesat 703-292-2647, If you are unable to
reach Micaela, call me directly at [PHOME MUMEBER].

Virtual Panel Tink:

/hth:l-.--n'ln'Lan._u a.webeccom/mmancusa’].php?EL=18685052 7% UID=1298560 25 7R PW= NNEL-.VD'I"-."L“’:

N I‘tﬂ'ﬁRT Pelitelct Cria 3030 30 -

There are three files sttached to this email that you will need to participate on this panel:

1. WebEx Guide: ThisPPTincludesasimple step-by-step guide to =ssist you with logging into the
WebEx meeting and some key fezstures of the software that you might use duringthe panel. internet
Explorer is the recommended browser to use for WebEx.

2. Panel Summary Template: Thisdocument will be used by the "Scribe” to create each Panel
Summary. Plesse save itto your desktop for easy sccess duringthe panel.

3. Conflict of Interest Form: This general CO and non-disclosure agreement isrequired from every
reviewer for each panel on which you participste. Youw must sign this form and return to me via email
or fax prior to the date of the panel.

Keys to successful participation in a Virtual Panel for SEIR/STTR Program at MSF:

*  PCwith Microsoft Internet Explorer (IE) browsar. Wacs are also acceptable.

*  MNSFdiscourages the use of mobile phonesdus to the poor quslity of communicstions [noise, drop
calls, unintelligible signals, etc).

p



How to Connect to a Virtual Panel

5. In the box on the right side of Cisco ~ iy
the WebEx screen, enter your full
! Y Meeting Information: testing 5

name and email address, then T
Cl |Ck on the ”JOin” button . ':Im-i"gitatU,S: FitarteJdl - O It's time to join!

Slanin; (A mmm If you are the host, start your mesting

Duration: 1 hour ~

Host's name: MCAELA TERRONES Your name; <

e Email address:

View Agenda H Add to My Calendar l

Before you join the meeting, please click here to make sure that you have the appropriate players to view UCF (Universal Communications Format) rich
media flles in the mesting.




How to Connect to a Virtual Panel

6. Click on the “Click Here”
button in the window that opens
(button is bright blue at the
bottom of the page).

. | @) ClentEntry

To Join the Meeting

Either

1 Click the yellow Information Bar at the top of the page.
2 Choose Install ActiveX Control....
3 Inthe security warning dialog box that appears, click Install.

1"
\‘)‘_r DD s
W
@ e e, a5 [r—
i Install Activel Contral.., l
2 ik = - Fha Dicl
L insial J Don't gt ]

3 Sefitiog up Weblx - Wicrasoli Internet | spleer p

1 e wad, S e DyDe b potiialy Paem
Frwvare from publshers you tust. fihat’s the gk

2. Click Run in any dialog box that appears.




How to Connect to a Virtual Panel

7. File Download window pops
up. Click on the “Run” button.

8. Another window pops up. Click
on the “Run” button once again.

To Join the Meeting

Either

3 beting up Webln  Microsel Iter et Lxpiver pro

1 Click the yellat =70 BwiDAvND
2 Choose Insta
R R gal File Download - Security Warning

Do you want to run or save this file?

Name: ...NTAyNySNQySwiDAVNDM2MDkxZTE=_webex exe
Type: Application, 135KB

From: mmancusa.webex.com

[ Fun ] [ Save ] I Cancel ]

While files from the Intemet can be useful, this file type can
or - l\ ﬂj potentially ham your computer. f you do not trust the source, do not
-

run or save this software. What's the risk? '
jWll " Click Here

2. Click Run in any dialog box that appears.

To Join the Meeting

= Internet Explorer - Security Warning
2 Choose Ing

& 1nthe secu Do you want bo ren this software?

D M WebEx
Publiher:

(3] more comons [ Run ] [portrun |
i Vhie fies from the Infernet can be usefud, S S type can potensaly harm
8

wour compuber. Qinly num o ftwane from publshers you trust. Whats the rigk?

or

. I

2, Chck Run i any dialog box that appears,




How to Connect to a Virtual Panel

9. “Preparing Meeting Center”
window pops up, displaying the
meeting progress download.

Preparing Mesting Center

Time remaiing:  [ess than 1 minute

To Join the Meeting
Either
l’l Ve lmlr: Yok ‘M
1 Click the yellow Information Bar at the top of the page. 0w 0 @G fom
2 Choose Install ActiveX Control.... e Sem—— T

3 Inthe security wamning dialog box that appears, dick Install,

‘ Tnstall Activelt Contrel... l
2

ik -He s Bl

3

e
—
|l || Dot
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an bt vied, T fe e o poienialy hom

fovare o pblshers you it el he !

2. Click Run in any dialog box that appears.




How to Connect to a Virtual Panel

10. The WebEx Meeting Center pops
up (see picture).

® Cisco WebEx Meeting Center - testing
A o0 fwr ten foln Babpal el b
Quick Start Mesting Infa

Speaking: MICALLA TERRONES (Host)

11. If the “Teleconference” pop-up @ |

MICAELA TERIRONES'S mectng - Y, T Sperialist (me) i

box does not open automatically, Topic: tsting * Join Teeconference s i

b A} MICACLA TERROKES (Host)

click on the Phone Icon. \ o s s e e ol s
12. A window pops up for you to \ 1 NI~ 5
——

enter your phone number. Cell > . (103) 2902647 -
phones are strongly discouraged.

Icdeconference o]
{Connected)wf

13. Once you enter your phone
number, click on “Call Me” button. [an] [om

w
o
T
L}
T
<
i

14. Answer your phone to join the
teleconference. Headsets are
recommended for confidentiality
reasons. jhinasers

i
g
|m|

15. Once you are connected to the
audio portion, the teleconference

icon will show as “Connected” with
a green check mark next to it. [Bimsraamg] || [0 tetnran) ]

NBhey Meetng e 740 651907 | Cal connucted. Connecled s & ot

— :
igstat B[ COMPUTER:ENG-418,.. | ] MumsuflLme {7 Chenl Enlry-Winciom.., | (] Docment! Ml clon WebF Meetng.. B 7 | GoE0 0 som




The Program
Director is ‘sharing’
their desktop.

The WebEx toolbar
will be at the top of
your screen
throughout the
meeting. There are
several important
icons on the toolbar
that you will use
throughout the
meeting.

How to Connect to a Virtual Panel

Pl 9~ 0= SBIR Phase 1 PD Presentation (updr S o 8 = o & 2
e pa s it ey S é é You can now see what the presenterssharmg Hover over = l o g
L L e Ll o s the area above to access controls that let you chat with
4._) ': —3 E;r L_:J u @ .:) : :ay:\tanumns | the presenter, see who's in the meeting, and more.
From Broadcast  Custom ' SetUp  Hide Rhearis ord side Sk
Beginning Cuﬂ'e tSlide Slide Show Slide Show » | Shide Show Slide | Timings  Show+ /| Show Media Controls | || Use Presenter View
Start Slide Show | setup Monit
L W_J—___ b e e e M et e S e A T e [ s 2 e e e e
g s -
- Small Business Innovation Research
i Phase | Panel
: Proposals submitted December 2011 to:
; SBIR Program Solicitation NSF 11-577
. :
3
£
Click to add notes |7
] _ |
Siide 10122 | ‘Cantourse” | |[mlas s e C—Lh——F) [
0 ] L 3 i A W [4] AN
0 L W

LB X



How to Chat with the Leader*

1. At any time during the meeting, you can h =y
click on the “Chat” icon on the Meeting_{— " D
Center tOOIbar‘ T BZTMT(;:EE;?&.S‘MM” .smmw{‘g.u.‘.T.q'n“.%..:;..g.‘-. 2|L‘ummjt,:.s ,-.‘1---\--{'
1 1o ‘ .
The chat box appears. < i

In the “Send to:” drop-down, select the
Program Director’s name and click the
“Send” button.

Small Business Innovation Research
(SBIR)

Phase | Panel

Proposals submitted December 2011 to:
SBIR Program Solicitation NSF 11-577

Sendto: | BEN SC... {Host & Presenter) -

A | Send ‘
BEN 5C... (Host & Presenter) S
Send to: ‘ama‘damrs v
Figueraa H ‘ Send ‘
john B S—
Jushua Abbatt v

Clicklo add notes

maps 0@

* NSF does not permit chatting between
panelists during a Virtual Panel.



Handy WebEx Features

Click ”Participants’_}- :
view the online I

participants.
Click “Chat” to open the
chat window.

The camera button will
share your Webcam

(highly recommended).
The microphone icon will

turn Mute on/ofM

telephone.
Select “Thumbnails” to

view all available
webcams. (Typically you
need to drag the corners
of the thumbnail window
to view all of the
participants.)

© ' JUANFIGUERDA (Host, me) —> | X
m - .
]
-
| @# Make Presenter | > @ LA
from MICAELA TERRONES (privately):
1 wil be back in 5 minutes or less
from JUAN FIGUERDA to Everyone:
oK
from JUAN FIGUERDA to Everyone:
Cameras?
Send to: | Everyone
|' b

Connected 8 § i




Set Up Your Webcam in WebEx

If your webcam is not

Yiew Audo  Partipant

® Cisco WebEx Meeting Center - testing webeam
fle Edt Shae

Meeting  Help

Quitk Start Meeting Info B Hew Wheeboard
recognized automatically: 8
: Speaking: MICAELA TERRONES (Host)
< Onthe Participants ta b, MICAELA TERRONES's meetng L © '\ MICAELA TERRONES (ot me) ||| & |°
click on the “Settings” icon | Topic: testing iiebcam angel
(round circle). —
% The window below will -
pop up. Select your device k n"
and Click “OK”. | (o
Teleconference Invite & Remind
- _ {[.mnnottvtﬂ\r’
@ Video Options ﬂ
Capture Device:
v
= E Share My Desktop. ¥
F o[ W | Advanced Options |
S Eviia ki |
L
| ok || camcel |
‘ !-7 End Moeting | Sened bt -Evurymn ~|
seod |

e Mesting number: 740 204 085 | You are particating n ths teleconfience g your phone.

Comected = = ol
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