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Arizona Council Teleconferencing System Tool Kit
The MONDO pad teleconferencing system can be used for video and/or audio conferencing.  There are some basic equipment needs on your end to be able to take advantage of all the MONDO pad has to offer to us.  

Before you start:
Equipment needs:

1.  You need to have a desktop, laptop, smart phone, or tablet with a webcam, microphone, and speakers to be able to hear and see us.  And for us to hear and see you.  

a. if you do, life is simple

b. if you don’t, it gets a little more complicated
2. You need to have adequate bandwidth through your internet provider to be able to see and hear.  This varies regionally and is best discussed with your IT person.   
3. Your equipment needs to have some minimum requirements to effectively use MONDO.  The quality of your camera, speakers, and microphone will impact your experience.  The details are below.

	
	Windows requirements
	Mac requirements
	

	Operating system
	Windows Vista
Windows 7
Windows 8
	Mac OS X 10.6 or later
	

	Processor
	Intel Pentium 4 or later
	Intel
	

	Free disk space 
	350 MB

	RAM
	512 MB


4. The MONDO pad connection works best using Google Chrome.  If you don’t have Google Chrome, you will need to install it.  You may need to update Chrome each time you log in. 

5. The MONDO pad is not working with Google Chrome at the moment.  Use Firefox or Internet Explorer instead.  There may be issues with your internal security, firewalls, and the like that will need to be addressed by your IT folks.  We strongly suggest you involve them in this process.
6. Follow the directions to get your equipment set up in the Video Conferencing Instruction guide and/or the IPad and IPhone instruction sheet.  This must be done before you try to join the call/video conference and takes about 20 minutes.

7. Setting your microphone and speaker levels is critical to ensure we don’t have feedback issues through the line.  Also, please mute the microphone on your end until/unless you want to speak.  

Call us at the office to test your system BEFORE the meeting (602-252-9363).
Join any meeting at least 15 minutes prior to the meeting start time (9:45 for a 10:00 meeting) so that joining the meeting and/or trouble shooting does not disrupt the meeting.
Text us during a meeting if you are having difficulty with connectivity, audio, or visual, etc.  This should not happen if we tested your equipment before the meeting and you joined us early.  (Bahney 602-885-0728, Velma 602-717-4754)
To join the call:

· Within Google Chrome Internet Explorer or Firefox go to quickconx.infocus.net.  Do not click on this link; type or copy and paste it into Internet Explorer or Firefox.
· Enter your user name—this is what we will see on the screen when you join us.

· Meeting room number is 1219.

· Security Pin is 2100
· Click on “join”

You should be there!
If you are having difficulty joining a meeting or during a meeting, TEXT Bahney at 602-885-0728 or Velma at 602-717-4754.  

Once you are on the Mondo pad:

· You must mute your microphone.  This is easy to do.  On the right side of your screen, you will see a rectangular box with conference controls in it.  Click on the microphone icon to turn your microphone on and off.  

· If you do not mute your microphone, whatever is said on your end reverberates and makes the audio essentially inaudible for everyone on the call and in the meeting room.  

· You must check your volume settings.  Click on the “settings” button (looks like a wheel with spikes).  Make sure the speakers are set at 50% or below.  

If you don’t have webcam, speakers, and/or microphone:

1. You can join us using a call in number if you don’t have speakers/microphone

a. audio only:  

i. dial 503-343-9011
ii. enter meeting room number, 1219#
iii. enter security pin, 2100#
2. You can also join us using the call in number and your desktop, laptop, tablet or phone if:

a. You can see us but not hear us.

b. You can see and hear us, but we can’t hear you.

Other bothersome details:
1. At this point we have 12 “seats” on the Mondo pad.  If you are number 13 dialing in, you will not be able to get in.

2. We will always have the MONDO pad teleconferencing available for the Child Welfare and Advocacy Committee meetings, Community Forums and General Membership meetings (second Friday of the month).

3. If you want to join us using the MONDO pad for committee or other meetings, please let us know so we can set it up for that event.

Questions:  Give us a call.
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