Alumni and Development Information Services (ADIS)

Technology Services

Online Seminar Support Procedures and Policies
This document outlines the procedures and responsibilities for both Foundation staff members and ADIS Technology Services staff as it relates to Online Seminar presentation support.  Foundation staff members who request assistance from Binghamton University Foundation’s Technology Services staff for an Online Seminar Presentation are requested to follow the steps in this document.

Policies

Foundation Technology Services (TS) staff member will provide support as detailed in this document for any Foundation or Alumni and Parents Relations Office staff member presenting a work-related online seminar on campus during regular working hours.

Foundation staff members must provide a minimum of two weeks notice for requested support.  Support is provided on a first come basis, first serve basis.

Foundation Technology Services is not responsible for any computer or projection equipment that is not owned by the Foundation. 

All costs associated with the seminar are the responsibility of the department hosting the seminar.

TS staff member will not be present during the seminar.

Support requested for online seminars outside the scope of this document must be requested through the Director of Alumni and Development Information Services.

Procedures

Host’s responsibilities:

· Register and pay for Online Seminar.

· Send an email request for assistance to TS (nostrom@binghamton.edu) at the same time you register for the seminar.

· Reserve a conference room.

· Verify that conference room has adequate electrical and network connections needed for presenting the seminar.
· AD148 has a projector and network connection.  
· AD 6th and 7th floor conference rooms have network connections but no projectors.
· Reserve enough time to allow a minimum of half and hour before the seminar for setup and testing of the equipment and the seminar login and half and hour for break down of the equipment after the seminar.
· Reserve Data projector. (EdComm – 7-5505)
· Reserve Laptop. (Mike Nostrom – 7-4860) or  (EdComm – 7-5505)
· Foundation laptop is available on a first come first serve basis.

· Please give at least on week’s notice if Foundation laptop is needed.

· Reserve Conference Phone, if needed (AnnMarie – 7-5801)

· Forward information about Online Seminar to Foundation TS staff for review, ASAP.

· Forward successful registration confirmation to Foundation TS staff, ASAP.

· Successful registration information may contain usernames and/or passwords critical for access to the online seminar site.  They also may provide a link to test your computers compatibility. 
· Pickup data projector and any other hardware needed for the seminar and have it in the conference room 30 minutes prior to start of seminar.

· Foundation TS staff will accompany Foundation Laptop to the conference room.
· Foundation TS staff will disconnect and pickup laptop after seminar.
· The host is responsible for the safety and security of the laptop until Foundation TS staff arrives. 
· The host should contact Foundation TS staff if the seminar ends early, or when the seminar ends if it ends after the scheduled time.
· Return data projector and any other hardware needed for the seminar.

Foundation TS staff’s responsibilities:

· Review registration documentation for login instructions and passwords.

· Verify Foundation Laptop configuration compatibility with online seminar’s requirements.

· Setup Laptop and data projector 30 minutes prior to start of seminar, if possible.

· Instruct host on how to use laptop and data projector, if needed.

· Disassemble and repack projector and laptop after the seminar.
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