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1. Leave the Audio box (the black one) on at all time. You do not need to turn it on since it will pick up the connection automatically.

2. Turn on the computer and load Internet Explore > then select the class link from the Links List bar or from the Favorites menu. The class page should be showing on the screen. 

3. If you can’t find the class link, then type http://www.placeware.com/cc/wislineweb for URL. You will be asked to enter the following information:

Your Name: ______UWFox___________

Meeting ID: 

Meeting Key: 

4. Each class will have its own Meeting ID and Key to enter. Press Enter key 

5. Use the microphone to inform ICS and other campuses that UW-Fox (Menasha) is connected properly.

6. Students should push the button on the mic to talk to the class. Continue pressing the button while talking to other people. 

7. The tablet pen should be off the tablet surface; otherwise it interferes with the mouse of the computer and makes the mouse not working. 

8. If we are not connected due to technical problems, contact ICS right away by calling 1.800.442.4614 and ask for Wisline Web assistance.

9. You may have to restart the computer to bring the connection back again.

10. Let the students know where and how to contact you if needed.
11. Unless it is the end of the day session, leave the computer on for other classes. Power off the projector (on top of the projector) if there is no class in the next hour.

12. Follow the entire DE protocols to ensure the class is well taken care of.

Computer Tip: If you want to make sure ahead of time that your computer is ready for the meeting, complete either of the previous instructions before the scheduled meeting time. A message appears telling you that your meeting is not ready to start. However, it also tells you about any actions that you need to take to prepare your computer.

Audio Tip: To assure a good conference experience for all participants, it is advisable to use a speaker phone with a "mute" feature. Mute your phone whenever you are not speaking to eliminate background noises.  Remember, other conference participants can hear everything you're doing or saying. If you do not have a mute feature, than try to keep background noises (e.g. paper shuffling, phones ringing, side conversations) at a minimum.

Troubleshooting

The mouse won’t work

Is the pen off the Tablet surface?

Is the mouse connected to the computer?

The course slides are not shared

Tell the instructor right away.

Can’t hear the instructor

Increase the volume from the black Audio box. Do not press any other buttons!
What if I want to type something?


There is only one keyboard in the room. Therefore, the student will have to take turn to type the responses.

Other people can’t hear us

Did you press the button down when you talk?

Nothing works

Reboot the computer.

Call ICS Wisline Help at 1.800.442.4614.

Where can I fax students’ homework assignment?

Collect all the homework assignments from the students and leave them in the box outside of Evelyn’s office.

