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	Settings in RingCentral

	RGM
	Through One Login, click RingCentral. Click Settings, and then Meetings on the right and check the following:
· In Meeting (Basic) – these should be turned on.
· Chat
· Private Chat
· Auto saving Chats
· Co-Host
· Allow host to put attendee on hold
· Annotation
· In Meeting (Advanced) – these should be turned on.
· Breakout Room
· Screen Sharing
· Waiting Room
· Show a “Join from your browser” link
· Email Notification
· When a meeting is cancelled
· When an alternative host is set or removed from a meeting
· Show international numbers link on the invitation email
· Recording
· Local Recording
· Telephone
· Global Dial-in Countries
· United States
· Canada
· Any countries for international reviewers listed

Through your Desktop App:
· Enter Topic Name to match the title of your Committee
· When – date of teleconference
· Duration – change to match final duration of meeting time.
· Video – participant should be off
· Audio – Both (Telephone and Computer Audio
· Uncheck all Meeting options.
	




	Setup Prior to Start of Meeting

	Person Completing Step
	Steps
	Completed

	RGM
	Before starting the meeting, save all meeting materials (order of review, slides, Committee contact list etc.) on G drive in your committee folder: 
G:\Mission Research Programs\02.Application-Review\08 FY19 Application-Review\06 Review Meetings
	

	RGM
	Before starting the meeting, confirm the toll-free numbers are activated for each applicable country where you have reviewers.  If this is not done before the meeting has started, you are not able to activate a toll-free number. To add numbers, see instructions on page 1.
	

	Backup Admin
	Before starting the meeting, resend link to all reviewers 30 minutes prior to the meeting.
	

	RGM/Backup RGM/Admin
	Open the final version of the PowerPoint presentation on your monitor. Please test all programs with pop-up windows – Outlook, Skype, and Skype for Business. Set up the PowerPoint to show up on your second monitor where pop-ups do not show up.
	

	RGM
	Login to your RingCentral account to start the meeting. Once logged in and Admin and Policy has joined, make them a co-host. Make Backup RGM host.
	

	Backup RGM
	Make RGM Co-host after you are made host.
	

	Admin
	Have the RingCentral link ready to send to a reviewer if they need it. 
	

	RGM/Backup Admin/Policy/Backup RGM
	Use the link in your calendar invite to login to the meeting.
	

	Admin
	Change chat to host only
	

	Admin/Backup RGM
	Make RGM, Policy, and Backup Admin Co-Hosts. Click on More next to their name in the Participant list and select Make Co-Host. Make Backup RGM Host. Backup RGM will then make Research Programs Co-Host.
	

	Backup Admin
	Start 2 group Skype conversations: First includes RGM, Admin, Backup RGM, and Policy.  This conversation should be for essential communications. 
Second conversation should include Admin, Backup RGM, and Policy. This conversation should be for issues the RGM does not need to know.
	

	Backup RGM
	The RGM will be responsible for muting noisy reviewers.  Do a brief audio check for RGM and Admin as well as Policy, Backup RGM, and Backup Admin.
	

	
RGM
	Share your screen. Select Share Screen on the bottom of the control panel and select the PowerPoint Presentation to share. Confirm in Skype that staff can see presentation and email/skype pop-ups are not visible.
	

	Admin
	Write in the chat box to all attendees once admitted from waiting room: “Thank you for joining today. We will be starting shortly. Please mute yourselves using the microphone button in the viewer panel at the bottom of your screen.” 
	

	Backup RGM
	Admits reviewers to meeting from waiting room 5 minutes before meeting starts (allow for audio testing or technical issues)
	

	Admin
	Renames reviewers on phone
	

	Backup RGM
	Conducts any requested sound checks by reviewers who arrive early.
	

	Admin
	If Chair or RGM are having audio issues, dismiss them to allow them to rejoin. If a reviewer is having audio issues that cannot be resolved, dismiss them from the call and send an email requesting they rejoin.
	

	RGM
	3-5 minutes before call starts, the RGM will announce “Thank you for joining today. We will be starting shortly.”
	




	First 30 min of Meeting

	RGM
	Conduct sound check with Chair and confirm they are present
	

	RGM
	Introductions and begin presentation.
	

	RGM (and Backup  RGM)
	The Backup RGM is responsible for muting and unmuting.  The Chair should always be unmuted.  The RGM should coordinate with the Backup RGM to assist with muting those with background noise during the introduction.
	

	Admin
	Start recording the session once the RGM starts speaking.  Confirm session is recording at the bottom of the viewer panel.
	

	Backup RGM
	Answer any questions that come through the chat box.  Confirm with Policy Person via skype if there are policy questions (including COIs).  Work with Backup Admin to fix technical difficulties. 
	

	Admin
	Take Roll Call when RGM prompts using Admin Note template.
	

	Backup Admin
	Admin and RGM will forward any emails that they need additional help with to the Backup Admin for assistance.  Backup Admin can email back and call reviewers as needed.
	



	During the Meeting

	RGM
	RGM edits the Discussion Score in the PowerPoint after the discussion of each application and advances the slides. Criteria Scores will not be adjusted. Power point should be on second screen to facilitate this process.
	

	Backup RGM
	Dismiss and admit Reviewers with COIs to/from the waiting room
	

	Admin
	Monitor list of Attendees – only those on the list can vote. Backup Admin will backup Admins on the calls to monitor COIs and ensure quorum is met. If a reviewer types into the chat box that they are present, their vote can be counted. *The reviewer must have been present during the Primary reviewers’ comments. If the Advocate has begun speaking and the reviewer was not present for the primary reviewers’ comments, their vote does not count. 
	

	Backup RGM
	Monitor Raised Hands. Send reviewer a private message if they raise their hand during the call.
	

	Backup RGM
	Monitor the chat box for questions regarding technical difficulties, conflicts etc and will notify the RGM, backup Admin or Admin as appropriate.  The backup RGM is the primary line of communication via the chat box.   Once a chat question has been answered, let the group skype conversation know.
	

	Backup Admin/Backup RGM
	Monitor reviewers that may try to start their video during the meeting. Disable video if they share their camera. (Only chair should share their video).
	



	After the Meeting

	RGM
	Once the meeting has ended, save the final powerpoint and upload it to the G drive immediately here (in your committee folder): G:\Mission Research Programs\02.Application-Review\09 FY20 Application-Review\07 Review meetings
	

	Backup RGM/Policy
	Once the meeting has ended, save the Policy Notes and upload it to the G drive immediately here (in your committee folder): G:\Mission Research Programs\02.Application-Review\09 FY20 Application-Review\07 Review meetings
	

	Admin
	Once the discussion has ended, save the recording to your desktop and upload it to the G drive immediately here (in your committee folder): G:\Mission Research Programs\02.Application-Review\09 FY20 Application-Review\07 Review meetings 
	

	Admin
	Download list of attendees (under Reports, Meetings, Attendees). Save the file here (in your committee folder): 
G:\Mission Research Programs\02.Application-Review\09 FY20 Application-Review\07 Review meetings
	

	Admin
	Save Chatlog from GTT to the G Drive here (in your committee folder): 

G:\Mission Research Programs\02.Application-Review\09 FY20 Application-Review\07 Review meetings
	





	Managing Conflicts of Interest

	RGM
	Conflict is Identified Prior to meeting
	RGM will have names of identified conflicts on the slide.  Reviewers are asked to leave the call.  If they have used their audio pin, by logging off, their name will disappear.  

	Admin
	Conflict is identified during the call
	Reviewer announces they have a conflict.  Admin should track any additional conflicts in their note template.  Policy and Backup RGM will also note in the formal record.  Reviewer is asked to leave the call.  Admin confirms they have left the call.  The Backup RGM will move any conflicted reviewers to the waiting room once nature of conflict is confirmed.

	Backup RGM
	Admin monitors attendance of reviewers but Backup RGM checks to make sure conflicted reviewers have left.  
	The Backup RGM will right click on their name and move them to the waiting room.  

	Admin
	Quorum is determined: More 50% of invited reviewers have voted. 
	Admin and Backup Admin consult to determine if all reviewers in attendance have voted on the appropriate application and if quorum has been reached.   RGM and Chair are notified that all votes are in by the Admin speaking on the call to the entire committee.

	Backup RGM
	Conflicted Reviewers are invited back to the call
	The Backup RGM moves the conflicted Reviewers back into the meeting from the waiting room. The RGM verifies the reviewer is present by speaking on the call to the entire committee.



	Troubleshooting:

	Reviewer left call but name still shows in list
	Backup RGM right clicks on name:  Select – Dismiss.  They will need to click on the link again to rejoin the meeting

	Unable to move slides ahead
	If computer freezes or RingCentral won’t work for presenter, let Policy and Backup RGM know. Backup RGM should share PowerPoint presentation and move on.  

	Skype, Skype for business, or Email pop ups persist
	Pause the share screen.  Move PowerPoint to second screen and select Play Presentation.  Put all other programs on primary monitor.  If you still have issues, please close out of all programs with pop-ups.  Use texting as an emergency backup communication with staff.

	Reviewer cannot join the meeting using RingCentral
	Send slides ahead.  
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