Videoconference Tech Checklist

1. Planning/Set-Up Tasks (To be completed before the date of the videoconference)

	Task
	Notes

	□
	Testing: Have you tested the connection? Has each person that will operate equipment performed at least one test themselves? Have there been any changes in network configuration, software solutions or equipment between the last test and the actual event? If the answer is yes, test again! 
	

	□
	Firewalls: Is the unit set outside the firewall or are the firewalls being bypassed to allow audio and video streams? If using the Internet2 Commons, is your unit able to bypass the firewall and connect to the gatekeeper? 
	

	□
	Check Audio/Echo: Is your site causing echo? Is the echo cancellation on your microphones enabled? Make sure your microphone is muted if your site is not speaking. Have you bought new batteries for the microphone?
	

	□
	Lighting: Is the room well-lit? Is the light shining on the faces of those who will be talking? Do you need to bring additional lights into the room? 
	

	□
	Camera Position: Is the camera positioned as close to the display screen as possible? If participants look at the screen, will they be looking directly into the camera? 
	

	□
	Background Noise: Have all sources of background noises been eliminated? 
	

	□
	Videotaping/Recording: Is the equipment prepared? Have you obtained permission from all other participating sites? (Remember, if you simply connect a VCR to your videoconferencing system it will generally only record the remote sites). 
	

	□
	Alternate Communication: Have you established alternate forms/back channel communication between your site and the other sites? For example, telephone numbers, online chat, etc.
	

	□
	Participant Reminders: Have you reminded participants not to wear loud/clunky jewelry or clothing with complicated patterns? Participants should avoid red clothing or clothing that blends with your background as well.
	


2. Pre-Event Tasks (To be completed 20-30 minutes before event)
	Task
	Notes

	□
	Connecting: Connect at minimum 25 minutes before the start of an event.  
	

	□
	Check Audio: Have you used your VC systems diagnostic tool to check your audio? Have you done an audio test with the other sites? Is anyone causing echo? Are the batteries in the microphones new?
	

	□
	Check Video Image:  Have you adjusted your image color? Have you white balanced the camera? Have you set the color or saturation to maximum and then adjusted the hue? Have you check to make sure your participants are “in frame?” Have you checked all of your camera placements and set your pre-sets? Have you activated your picture in picture or self-view window?
	

	□
	Monitor Other Communication Channels: Are you monitoring your alternate communication channels? Have you launched your web browser and connected to the online chat? 
	

	□
	Event Recording/Documentation: Have you started your event recording? Have you taken still shots/digital photos? Have you checked your equipment and batteries?
	


	Task
	Notes

	□
	Change Cameras/Angle: Are you manipulating the camera so that whoever is speaking is in frame?  
	

	□
	Check Audio: Are you muting your microphone when your site is not speaking? Are you reminding other sites to keep their microphones muted when not speaking?
	

	□
	Monitor Backchannel Communication: Are you keeping in contact with participating sites through your alternate communication channels? 
	

	□
	Participant “Coaching”: Are you reminding participants to speak loudly and clearly? Are you making sure speakers approach the microphone? Are you reminding participants about audio/visual delays?
	


3. Event Tasks (To be completed during event)
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