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To schedule a session with CILC

1. Go to CILC (http://cilc.org) or directly to the content provider page (http://www.cilc.org/c/education/content_provider_programs.aspx) and select the session in which you wish to participate.

2. Locate the contact information and call them to see if you can agree on a mutually agreeable time to have the video conferencing session. Although we can schedule it right on-line at the CILC site it is usually best to actually call them and negotiate the time over the phone as it can save a lot of time.

3. If you have agreed on a date and time, sign out the Video Conferencing system and arrange for a location for the session.  This could be your classroom or the library or many other agreed upon location that has Internet access. Please note:  you will need to be close to an available network drop and an electrical outlet.  Be sure to let our network manager, Fred Wadlington, know at least three days in advance where you wish to hold the session.  There are some areas where this connection may not be possible.

4. Once you have agreed to a time and date and have signed out the video conferencing equipment, contact Ed Barry and provide him with the Name of the Session as well as the Content Provider. It is best to actually send him the link to the site. Tell him the date and time you have agreed to hold the session. Also, tell him the location you wish to be holding your session.  Ed will also need to know the grade level(s) of the students who will view the session and the maximum number of students. It will also be helpful to provide any additional information like the unit that you are studying and any special needs you might have.

5. Ed Barry will then schedule the session for you and confirm it with you once he has confirmation from the content provider.

6. If this is your first time using the system you will want to practice with it first.  Let us know if you need assistance with this and either Fred or Ed will assist you. 

7. You should also do a test connection with the content provider prior to your scheduled conference.

