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Run an Audio Test

To ensure the best possible sound for your HP MyRoom chats, check your audio
settings. Click on the Tools button in the upper right corner of HP MyRoom, then
select Audio from the menu on the left. Ensure the default settings or your
preferred devices are selected for the microphone and speaker/headset. Take a
moment to test your audio settings. When you click start test you can see how
your audio is working. If you hear feedback, make sure your speakers are not
being used in another application. If you need to run this test during your class,
you will be muted in the classroom. No one will be able to hear you and you will
not be able to hear the instructor. End test and close the window to save the

settings. &
Enable Your Chat View

To ensure the best possible sound for your HP MyRoom chats, check your
audio settings. Click on the Tools button in the upper right corner of HP
MyRoom, then select Audio from the menu on the left. Ensure the default
settings or your preferred devices are selected for the microphone and
speaker/headset.

Your class will begin shortly!
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MyRoom View Invite Actions Help Room 5 Practice
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Run Audio Test

Take a moment to test your audio settings.
When you click start test you can see how
your audio is working. If you hear feedback,
make sure your speakers are not being used in
another application. If you need to run this test
during your class, you will be muted in the
classroom. No one will be able to hear you
and you will not be able to hear the instructor.
End test and close the window to save the
settings.
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HPE MyRoom Set-up Tips

Audio and Camera

Make Sure your computer’s speakers are ON

During class you will want to have:

*  Your microphone muted if you are not speaking in the room.
* The presenter’s microphone on to hear the class.

*  Your video turned off.

* Keep the speaker volume setting lower than the microphone
volume setting will reduce feedback.

During class we will do introductions where you will have the
option of using your camera.

If the MyRoom window gets minimized, just click on the HPE
MyRoom icon to reopen.

If you accidently close out of the platform, you can log back in
with the room key you were emailed.

+



! Control Panel Icons
In the upper right corner of you HPE
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MyRoom below the MyRoom tab click on

MyRoom View Actions Help Hover over an icon to see what it does;

4 E m En ' ‘ - ™~ click to activate & de-activate. The text

commands above can also be used.

the expander toolbar icon. This will open

the control panel icons.

W " Ta %
People: Content: Chat: Have Question Raise Applaud ¢ PeOple
Shows Instructor- | | open at all Mgr: We'll Hand
people provided times to use for
present, content ask/answer instructor's ¢ Content
right-click questions questions
on your or see others’ to class.
others' responses. Use Chat ) Chat
name for for your
chat questions.
o * Questions Manager

 Raise Hand
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These commands appear at the top of the
viewing window.

Click this “Right" arrow to expand
selections

Click this icon to resize
your page view.

Hover over an icon to see what it does:

click to activate.

'Scrolling’ back and forth w/ your Mouse or Touchpad will resize
the Center Viewing Area.

Tools for the Center Viewing Area

To access the tools for the center viewing
area you will need to open the arrow
expander icon 1n the top left of the content
area.
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CAREFUL!
Erases entire
whiteboard!

Annotation Tools

When filling in forms or working on a
whiteboard we will use these annotation
tools. Some tips for using these tools:

* To edit text, double click on the box, then
edit

* To edit a shape, select 1t by clicking, click
shape and drag

* To delete an item, right-click on it, then
select delete

DO NOT click on the trash can, tis will
erase everything



Annotation Tips %)

s To edit text, double-click on the box, then edit
¢ To edit a shape, select it by clicking, click and drag

¢ To delete an item, right-click on it, then delete

DO NOT select “erase all annotations” as this will erase the entire whiteboard!

** To erase the entire whiteboard, click on trash can, then OK

« DO NOT USE THIS option on whiteboards that have been pre-loaded with
information, lines, etc.
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Sample Whiteboard




Introductions GROUP

¢ Let's take a moment to get to know each other and to make sure your audio
and microphone.

¢ I will go down the class list, when I call your name, please enable your

microphone and camera (1f you choose to be seen). It is always nice to put a
face to your name!

¢ Let us know!
* Your Name
* Your Company

* Something you enjoy doing in your free time
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Using Tables

When using tables in class you will likely
need to resize the column width. To
achieve this, hover over a vertical column
border until you get double arrows and drag
the column to the desired width.

* NOTE! Don’t make an end-column so
wide that you can’t see the right-hand
margin. This could lose visibility of text.

TO add or delete rows or columns or to
edit/format text, right —click to see
formatting options.
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Breakout Rooms

We will use the breakout room feature in
class for small group projects. To access the
breakout room you need to have the people
panel open.

If the breakout rooms are not visible, right-
click on your name in the people panel,
then select Show breakout rooms.

Double-click on your assigned breakout
room to enter

This will open an additional room, keep
both the break out room and the main room
open and resize the windows as needed.
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Navigating Breakout Rooms

You can be in more than one Breakout Room at
once, and we may use this option for report-outs. To
do this, go to the Breakout rooms panel in the Main
Room, and double click on the additional room you
want to enter.

You will now see your name in both Breakout

= {Exercise Breakout £ 2 (1) . el O

Important! Be sure to mute your microphone and
speaker in any room you are not using.

To close a Breakout room, click the X in the upper
right corner of the Breakout room window.

Note! If you accidently click the X in the main room
window, you will exit the session altogether. If this
happens just use the room key to log back into your
session.



1. Click on the Content yRoom View Actions Help
icon to show the
Handouts Panel 4 ¥a P ¥ ’ s

2. Click on the “+" sign or double-click on

the folder to open
Handouts -/'
¥ =l Handouts

Handouts

= = Handouts
# L AGENDAS
% Prap Instructions for ETI Group ON-LINE AS-1S0 I pdf
% HPE MyRooms Participant Set-up Tips.pdf
':'_. AS9100 Rev D-IS0 9001-2015 Workbook Cover and TOC Rev D.pdf
% Tab 2 AS9100 Rev D - IS0 8001 2015 Case Study.pdf
% Tab 3 AS9100 Correlation Matrix_2016 to 2009.pdf
% Tab 1 AS9100 Rev D - IS0 5001_2015_IA Workbook.pdf
% Tab 3 AS9100 Rev D_ Detailed Headings.pdf
t Tab 3 AS9100 Rev D_IA Assessmen it Toal.pdf
£ Tab 4 - Handout - Sample Questioning Sequence.pdf
150 9001-2015 Ref Material

= | Answer Keys
L Tab 4 AS9100 Rev D_lntent Ans Key.pdf

g DOC REVIEW - Ans Key_Tab 2 AS9100 Rev D - IS0 9001 2015.pdf

HPE MyRoom

(;:elect a document and drag to your
Desktop or right-click and choose

“Export” to save to a specific folder.

Try your drag and drop agan. MyRoom was busy

gathering your file(s).
\ 4. If you get this error message, wait

a bit and try again.
o]

Downloading Handouts

If you need to download material shared by
the instructor in the main room, you will
need to access the HANDOQOUTS folder.To
access the handouts folder, you will need to
open the content panel. Click on the + sign
next tot the handouts folder to show its
contents. Select the document you would
like to download and drag it to your desktop
or right click and choose export to save the
document to a specific folder. If you receive
an error message, wait a moment and try
again.



Questions

This concludes the introduction to the HPE MyRooms
Platform. If you are experiencing any technical issues,
please send me a “Private Chat” for help. If I am not in
class, you can contact me via email a:
jaybenham(@etigroupusa.com

or

call me at: 425-971-2990.
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