Videoconferencing

Introduction:
Conducting a conference between two or more participants at different sites by using computer networks to transmit audio and video data is known as video conferencing.  For example, a point-to-point (two-person) video conferencing system works much like a video telephone. Each participant has a video camera, microphone, and speakers mounted on his or her computer. As the two participants speak to one another, their voices are carried over the network and delivered to the other's speakers, and whatever images appear in front of the video camera appear in a window on the other participant's monitor. 

Multipoint videoconferencing allows three or more participants to sit in a virtual conference room and communicate as if they were sitting right next to each other. 

Types:
Two types of videoconferencing equipment exist.  Room systems are permanently set up in a dedicated room equipped with phone lines, hi-speed data networks, video cameras and a large video screen that shows the participants in the other locations.  Desktop systems are much less sophisticated versions in which individual computers are equipped with videoconferencing software and a web camera.  In both cases, the quality of the video and sound transmission depends on the quality of the network.  Video and sound sent over hi-speed data network are far superior to transmission via telephone lines and modems.  Until the mid 90s, the hardware costs made videoconferencing prohibitively expensive for most organizations, but that situation is changing rapidly. Many analysts believe that videoconferencing will be one of the fastest-growing segments of the computer industry in the latter half of the decade. 

Why video conference?
Sometimes it's just not possible or practical to have a face-to-face meeting with two or more people. Sometimes a telephone conversation or conference call is adequate. Other times, an email exchange is adequate. Video conferencing adds another possible alternative. Consider video conferencing when:

· a live conversation is needed; 

· visual information is an important component of the conversation; 

· the parties of the conversation can't physically come to the same location; or 

· the expense or time of travel is a consideration

According to Bovee and Thill, companies that have considered videoconferencing for years are now being pressured by customers and suppliers to install such systems.  In fact, the hottest first-class seat is no longer on an airplane; instead, it’s is front of a videoconferencing camera.  Will video-conferencing make the face-to-face meetings obsolete?  Probably not.  You still need to seal important deals with personal handshakes- especially when conflicts or emotions are involved or when a relationship requires personal interaction to flourish.  But videoconferencing will change the way people meet.  For instance, low-priority meetings and even details of merger talks could take place without participants having to leave their hometown offices.  As one corporate executive puts it, “It’s foolish to have 15 people from different places fly thousands of miles to sit opposite each other at a conference table…now there is no reason to get on a plane unless you absolutely need to.”

Videoconferencing etiquette:
The conference will be a better experience if everyone adheres to the rules of videoconferencing etiquette.  Expect some imperfections in video and audio during the videoconference since large conferences do not always run perfectly.

1.     Assign someone to answer during roll call.  That person should give the site location and number of participants in the room.  Example: (turn on microphone) “ Hi, this is Poonam at Atharva.  We have 15 participants joining the conference.”  (turn off microphone)

2.     Make everyone aware the conference may be videotaped.  Participants should assume that they might be seen and heard at all times.  Be aware of the image that you project to participants at other sites.  Avoid making faces and gestures that might appear inappropriate.  Use appropriate language when asking questions or making comments.

3.     Eye contact is extremely important so look at and talk to the remote monitor or at the camera in the room that is showing you.

4.     If possible remain quiet and try to eliminate all sources of background noise from your room.  Any sounds picked up by the microphones are transmitted and may disturb other participants.

5.     Keep all the microphones in your room muted unless you are speaking.  Try not to shuffle papers, drum fingers or tap pens while a microphone is open in your room.

6.     Wait to ask a question or make a comment until you are reasonably sure the person is done talking.  Listen for verbal cues.

7.     Respect the rights of others by keeping questions and comments short so everyone has an opportunity to participate.  Allow for time delays.

8.     Only one person should speak at a time and do not have side conversations.  Announce your name and your location before starting a presentation, asking questions or commenting.  

9.     Speak slowly and clearly with the same energy and conviction used for traditional presentations.  Vary the tone of your voice as if you were in a natural speaking situation to avoid sounding monotonous.  Pause when you expect a response from the far end.  Wait until the speaker has completed talking before you resume speaking.  Once you start talking, do not stop and say, “Can you hear me?” 

10.  Avoid excessive body motion since it is distracting and it may create a  

      blurred picture at the other sites. Try not to move quickly with sudden spurts

      of action.  Avoid pacing back and forth.              

Recommended attire: Avoid wearing clothes with plaids, stripes and prints as well as jewelry that reflects light.  Choose non-patterned pastel-coloured clothing.  If you do wear white, also wear a jacket or sweater to lend a contrast. Avoid wearing clothing that matches the wall colour.  [image: image1][image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9]
