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1. Review of Open Office Etiquette Norms

2. Tools for Meetings
1. Skype for Business
2. Webex
3. Teleconference

4. Blueleans
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OPEN OFFICE ETIQUETTE NORMS
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The following list of guidelines will be posted in all common areas.

Take some time to get used to the new office space before you request changes. Develop tolerance and empathy along the way - Be respectful. Take
requests from your neighbors in stride - it's not personal.

Remember to modulate your voice — people do not always want to hear your conversations and phone calls.

Speakerphones and ringing phones are a distraction to those around you. Use the huddle rooms for conversations requiring a speakerphone. Be
mindful of the volume setting on your cell phone.

Be sure to schedule huddle rooms or conference rooms for conference calls.

For telephone calls, personal calls, or face-to-face conversations that will be extended in duration, please move the conversation to a huddle room or
open huddle area.

Be aware of sensitivities to odors and noises if you opt to eat at your desk, and whenever possible eat in the break room or open huddle areas.
Be aware that some people are highly sensitive to colognes, perfumes, incense, and lotions.

Be aware of trash odors, and make sure that all food and food wrappers are disposed of in the breakroom, or removed daily from work areas.
If you are sick stay home. Utilize conferencing and remote work technology to work from home as needed.

Grooming should occur away from the office.

Be mindful of clutter in your space. Items should not be taped or hung on workstation glass partitions. Plants and small personal decorative items may
be placed on overhead and closet units. Nothing else should be stored on overhead and closet units.

Hanging items on drywall or plaster requires approval.
Maintain desktop plants in healthy condition, and use appropriate saucers to protect furniture and windowsills.

Leave small appliances and personal furniture at home. Let your manager know if you need something that has not been provided.
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Take some time to get used to the new
office space before you request
changes. Develop tolerance and

empathy along the way - Be respectful.

Take requests from your neighbors in
stride - it's not personal.
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PROCEED WITH
CAUTION
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Remember to modulate your voice —
people do not always want to hear
your conversations and phone calls.
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OPEN OFFICE ETIQUETTE NORMS
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Speakerphones and ringing phones are
a distraction to those around you. Use
the huddle rooms for conversations
requiring a speakerphone. Be mindful

of the volume setting on your cell
phone.
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Be sure to schedule huddle rooms or
conference rooms for conference calls.
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For telephone calls, personal calls, or
face-to-face conversations that will be
extended in duration, please move the
conversation to a huddle room or open
huddle area.
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Be aware of sensitivities to odors and
noises if you opt to eat at your desk,
and whenever possible eat in the break
room or open huddle areas.
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Be aware that some people are highly
sensitive to colognes, perfumes,
incense, and lotions.

sathe in it?
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Be aware of trash odors, and make sure
that all food and food wrappers are
disposed of in the breakroom, or
removed daily from work areas.
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If you are sick stay home. Utilize
conferencing and remote work
technology to work from home as

needed.

| HAVEN'T TAKEN
A SICK DAY IN

15 YEARS!
I
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Grooming should occur away from the
office.
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Be mindful of clutter in your space.
ltems should not be taped or hung on
workstation glass partitions. Plants and
small personal decorative items may be
placed on overhead and closet units.
Nothing else should be stored on
overhead and closet units.
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Hanging items on drywall or plaster
requires approval.
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Maintain desktop plants in healthy
condition, and use appropriate saucers
to protect furniture and windowsills.
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Leave small appliances and personal
furniture at home. Let your manager
know if you need something that has
not been provided.
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Tools for Meetings

Skype for Business

Webex webex

Facilities Teleconference Line

=l A\

Blueleans

all=lE] =

fYyN

-_ | Office of
Georgia | |nformation .

eque
Tech || Technology Frequently Asked Questions

https: / / fa q..Olt. gat.eCh .edu / co ntent/ ho How do I decide on which collaboration tool/software to
w-do-i-decide-which-collaboration- use for my meeting?
toolsoftware-use-my-meeting
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* Desktop (set to log in when you do)
* Mobile app

Log in with gatech.edu login (example = gburdell3) and password

eeese Extended =  10:01 AM 359 % 63% My

Q. skype for business 561 Results @

Skype for Business
(formerly Lync 20... *OPEN
(S) tommiimeat. formn)

(132)

Intelli IM *GET
Rapid Cyber Solution...
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* Instant messaging (with 1 person or many people)

* Screen sharing (with 1 person or many people)

* Video calling (with 1 person or many people)

* See if someone is busy, free, away from their desk,
or on a deadline and cannot be disturbed.

e Can connect to a light on your desk to let people
know if you are busy and do not have time to be

disturbed

‘@ - Molly Dempsey
= © Available

orrere——

o © i

&R & Do NotDisturb
Be Right Back B
Off Work |

[~

Find some

0o
GROUPS | 1

Appear Away

4 FAVORITE Reset Status

4 OTHER C Sign Out

Exit
To add ¢ — rg
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* See out of office notifications from outlook.
e Set your location if you are working in another

location.

@ Skype for Business

What's happening today?

Mark Wilson
- ® Available =
L @  Homev

@ Skype for Business

What's happening today?

Johannes, Suzie

Available *
COMP FO2 WES

+  Show Others My Location

& My Custom Locations
COMP F02 2C5 WFI 1001 SUNNYSIDE AVE LAWRENCE KS US
Find someor COMP R204 WFI 1001 SUNNYSIDE AVE LAWRENCE KS US
GROUPS KU LAWREMCE CAMPUS 1450 JAYHAWK BLVD LAWRENCE KS US
4 FAVORITE! COMP R201 WFI 1001 SUNNYSIDE AVE LAWRENCE KS US
Remaove All Custom Locations
Koziowskl, vickye - Avanabie =VIgeo Ca pabie | |l
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Bl 1OME | SEND/RECEVE  FOLDER  VIEW  ADD-INS
(5= Ignore [F7 Meeting
=& < S
CleanUp ~ Em-

New New Delete  Reply Reply Forward

Email hems~ SoJunk~ Al ] More -
Mew Delete Respond

BLUEBEAM

ADOBE PDF

In

ternship &3 To Manager

EJ Team Email v Done

2 Reply & Delete

# Create New

F

[ search Current mailbox (Ctri=)

P | current Mailbox_~|

Al Unread
4 Today

Weiland, Malte
Blugjeans pic

Inbox

Chellis-Omedo, Amber
Blue genes sereen shots
Amber Chellis-Omedo Registered Architect,

SentItems  Clutter

The Common Market Georgia Far.
Winter Farm Share: Mare than just root veg...
Winter Farm Share Registration is open for

Drafts

Georgia Tech Daily Digest
Hidden Georgia Tech; Education Research; ...
Having trouble viewing this email? View it in

-

Mitchell Davis; Alan Mothner; Am...
DMNC_Replacement Building Bids
My thoughts... I can imagine that we'd have

Deleted Itemns 15

b Wright, Tammy L; Brian Barnes
Hanson ROx
Tt appears that everyone is free at 2:00pm on

All Falders

-

Hauck, Gerard F; Tyler White
GT _ NAN Deck
Good morning Malte, What rooms, closets

Alan Mathner
DMNC Owner's Project Requirements
Alan Mothner Executive Director Dunwoody

I Tiernan, Diana M
ca&p Data
T it's incomplete you are right in that it will

Alan Mothner
DNC Square Footage
Alan Mothner Executive Director Dunwoody

The Common Market Georgia
Farm Share Order Confirmed
The Common Market Georgia

The Common Market Georgia Far...
Refer a friend ta Farm Share by Dec. 15 & €a...
Spread the word about Winter Farm Share!

E ARlimbarhs lanathan A Tabhn Land

W

Mail Calendar People Tasks ---

By Date (Conversations) ~  Mewest + E

11:02 AM

11:01 AM

10:33 AM

10:24 AM

9:38 AM

9:31 AM

9:09 AM

8:31 AM

8:16 AM

7:51 AM

7:31 AM

7:00 AM

S Reply 2 Reply Al 5} Forward GE5iIM
‘Wed 11/29/2017 11:02 AM
Weiland, Malte

Bluejeans pic

Quick Steps

.
il

To MWeiland, Malte

]

Message B[ IMG_1382.PNG (552 KB]

Unable to log in to: SharePoint,

Inbox - malte.weiland@aux.gatech.edu - Outlook

WMel 8o

Move Rules OneNote Assign Unread/ Categorize Follow

- - Policy - Read - Up-
Move Tags

|| ATT00001 bt (310 B} M| IMG_1383.PNG [306 KB)

|> Search People

EE: Address Book
Y Filter Email =

|| ATT00002.txt (310 B}

¢ W - O X
D IO Create POF
18 Change Settings
My
Account = T Select Folders
Add-ins Adobe Send & Track Bluebeam .
~

| ATI00003.txt 310 B}

| ATT00004.txt 329 B}

B[ IMG_1384.PNG (657 KB} |Ba|IMG_1385.PNG (437 KB}

Chellis-Omedo, Amber
at th

ONLINE WITH: I

HANGE [
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@ Skype for Business
What's happening today?
Weiland, Malte
Inacl -
Chellis-Omedo, Amber

Set Your Location ™

s 0 =

—

2 Participants

Find someone

GROUPS STATUS RELATIONSHIPS MNEW

4 FAVORITES

4 CAMPUS SERVICES PM'S 3)
Morris, Brad S - Offline

@ Powell, Daniel S - Offline “of £
.~
o, Amber

Chellis-Omed

| a Your speaker is muted.

4 pacp)
(=]

Ceballos, Maria Del Mar - Offline

Spencer Sheffield - Offline 11 days

b 0cs(2)

Chellis-Omedo, Amber -1In a call

Palfrey, Nicolas D - Offline

I FACILITIES (2)

TR
——

CREATING THE NEXT"



[V = e B

FILE

New  New
Email Items~

Inbox

Drafts  SentItems  Clutter

Deleted Itemns 15

All Falders

Mail Calendar People Tasks ---

W

Inbox - malte.weiland@aux.gatech.edu - Outlook T m - o X
HOME ~ SEND/RECEVE ~ FOLDER  VIEW  ADD-INS  BLUEBEAM
(G Ignore x Q ( 72 Mesting |> Search People - D O create PDF
7 CleanUp - ') S~ . Address Book 18 Change Settings
Delete  Reply Rep\y Forward OneNote  Assign Unread/ Categarize Follow Store
&5 Junk~ [ More - Policy - Read - up- Y Filter Email Amm. T Select Folders
Delete Respond Quick Steps Tags Find Add-ins Adobe Send & Track Bluebeam ~
\ Search Current Mailbox (Ctrl+E) £ | Current Mailbox S Reply 2 Reply Al 5} Forward GE5iIM
Al Unread By Date [Conversations) *  Mewest o Wed11/25/2017 11:02 AM
4 Today c‘" Weiland, Malte
Weiland, Malte Bluejeans pic
Blugjeans pic 11:02 AM

Chellis-Omedo, Amber
Blue genes sereen shots
Amber Chellis-Omedo Registered Architect,

The Common Market Georgia Far.
Winter Farm Share: Mare than just root veg...
Winter Farm Share Registration is open for

Georgia Tech Daily Digest
Hidden Georgia Tech; Education Research; ...
Having trouble viewing this email? View it in

-

DNC_Replacement Building Bids
My thoughts... I can imagine that we'd have

b Wright, Tammy L; Brian Barnes
Hanson ROx
Tt appears that everyone is free at 2:00pm on

-

Hauck, Gerard F; Tyler White
GT _ NAN Deck
Good morning Malte, What rooms, closets

Alan Mathner
DMNC Owner's Project Requirements
Alan Mothner Executive Director Dunwoody

I Tiernan, Diana M
ca&p Data
T it's incomplete you are right in that it will

Alan Mothner
DNC Square Footage
Alan Mothner Executive Director Dunwoody

The Common Market Georgia
Farm Share Order Confirmed

The Common Market Georgia

The Common Market Georgia Far...

Refer a friend to Farm Share by Dec, 15 & ea..,

Spread the word about Winter Farm Share!

E ARlimbarhs lanathan A Tabhn Land

Mitchell Davis; Alan Mothner; Am...

To .\'\/E\\and, Malte

Message  [Ba]IMG_1382.PNG (562 KE) || ATT00001 1t 319 M| IMG_1383.PNG [306 KB) || ATT00002.txt (310 B} M| IMG_1384.PNG (657 KB) | ATI00003.txt 310 B} [/ IMG_1385.PNG (437 KB) | ATT00004.txt 329 B}

11:01 AM

10:33 AM

10:24 AM

9:38 AM

9:31 AM

9:09 AM

8:31 AM

8:16 AM

7:51 AM

7:31 AM L4

7:00 AM
§, Unable to log in to: SharePoint.
Chellis-Omedo, Amber
t thi

ONLINE WITH: MICROSOFT EXCHANGE
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Weiland, Malte
Inacall *
( ] -

— Set Your Location
s 0 =
[ ]
Find someone
GROUPS STATUS RELATIOMSHIPS NEW

4 FAVORITES

4 CAMPUS SERVICES PM'S 3)

Morris, Brad S - Offline

@ Powell, Daniel 5 - Offline

Spencer Sheffield - Offline 11 days

I 0Cs (2)

4 Dac @)

Ceballos, Maria Del Mar - Offline
Chellis-Omedo, Amber - Presenting

Palfrey, Nicolas D - Offline

I FACILITIES (2)

[ -

‘& 2 Participants

Gl . B & R i

11I0L7_S108 31 Apapartridla, -

Chellis-Omedo, Amber

Request Control

Georgia
Tech|)

EENON."

|

Chellis-Omedo, Amb

Your speaker is muted. Unmute
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WEBEX

Tech

Web based -https://gatech.webex.com/

Georgia [&

Participants can join by phone as well.

Log in with gatech.edu login (example = gburdell3) and password.
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WEBEX
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An easy conferencing tool that can be used with all internal and

external parties (gatech.webex.com).

@ - C @ ‘ @ @ hitps://gatech.webex 200 iltdo?siteurl=gatech o ﬁ‘ ‘O\Search @ BBDO =

Mesting g Center bEx
a Meetil

» Host a Meeting . L

» Setup Enter the meeting number to join.

+ Support NEW! Invited to a Personal Room? Enter the host's room ID. @@

@ 2017 Georgia Institute of Technalogy
rvice | Request information al
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WEBEX

(@ Georgia Institute of Teck X \ {1
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< c[ﬂSeculeH',. h.webs 3200,

1=gats

Ge ia
wgia )

EventCenter  Support Center

New User Reference
Attend a Meeting
« Host a Meeting
My Personal Raom
Schedule a Meeting
Meet Now
My Meetings
My Recorded Meetings
» Set Up
~ Support
Help
MyResources

Downloads

Wi

My WebEx

AC

\\\ Change

Good morning, Amber.

Start Meeting

(©) More ways ta join

@ 2017 Georgia Institute of Technology
Privacy | Terms of Senvice | Request information about WebEx services

achellisomedo3 Log Out

®»@

‘Want to lock your Personal Room
automatically? Set up your
Personal Room preferences.

Want to receive notifications
‘when someone is waiting in your
Personal Room lobby? Set up
your Personal Room preferences

Want your Personal Room
meetings to run without you? Set
up your Personal Room
preferences.
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Georgia L& Facilities

Tech || Management Georgia
TELECONFERENCE Tech

Multi-party conference calls that must be booked with the meeting

reservation.

Call in: 404-894-0046
Access: 10014
Chair code: 11014

Book via: FM — Telecom

*If a conference room has a conference line associated with it, utilize that option first.
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Blue)eans

e Website

https://gatech.bluejeans.com

Georgia &
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Mobile app

e Login in with gatech.edu login
(example = gburdell3) and password

C | @ https//blusjeans gatech.edu

Join a meeting on the go

1234667899

vaon @

Tt x )/ By Georgs o x\(@ i x

e

%

# Georgia Tech Home @ Map & Directory  [1] Offices

Georgia | i
Yo2hl Self-Service BlueJeans

About  Training & Tutorials ~ Collaboration Etiquette  BlueJeansTips  FAQs ~ LOGIN »  GET HELP

Georgia Tech BlueJeans Collaboration

Important Tip: When utiizing BlueJeans Collaboration, it is suggested that the host and participants test their
meeting environments in advance to ensure hardware/software compatibilty. In the event the host(s) or
participant(s) encounter a problem (no video, no audio, etc.), the individual with the problem shouid contact
BlueJeans support via the BlueJeans Support Center or at 1-408-698-8198 to resolve the issue while the call
is in session or shortly thereafter

Georgia Tech Self-Service BlueJeans Site: https:/igatech.bluejeans.com/

Aselt-service online collaboration platform, Blue Jeans faciltates on-demand, real-time, collaborative meetings
and conferencing utilizing a variety of endpoint platforms.

Authentication to BlueJeans is provided via Georgia Tech Single Sign On (SS0)

BlueJeans Collaboration allows one to

« Collaborate oniine via multiple platforms
- Share computer deskiop and PowerPolint presentations

« Bridge VTC Endpoints with Soft Clients, Lync/Skype for Business and Phone diakin

« Collaborate using chat feature

« Record the meeting for future reference and transfer to archive of your choice

BlueJeans works with Windows, Linux via WebRTC, Mac OS, & Videoconferencing Endpoints. Native apps are
available for iPhone. iPad & Android. Participants can connect from their desktop, notebook, smartphone, tablet
computer, or Lync/Skype For Business client. Voice Participants may join the conference via phone dial in
BlueJeans meetings may be recorded for later viewing.

BlueJeans Audio
For an improved Audio experience:

« Avoid playing music

« Avoid background noise.

/ CREATING THE NEXT®
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Technical Support

Visit the BlueJeans Support Center for
technical support and utilization
documentation
To access BlueJeans Support:
Technical Support s available via ticket form
andtelephone consultation.
Note: BlueJeans Support Genter will be
launched within a new browser tab.
hitps //support biuejeans com/eontact
Support by Phone:
« US.and Canada 1-406-696-6198

Login into BlueJeans



BluejJeans Geguaia)

Desktop version - https://gatech.bluejeans.com

/O Georgia Institute of Tech x)f &1 Blue Jeans Metwork | Vid X \\ )
&« (=) IG) https://gatech.blugjeans.com ‘ﬁ'l H

BlueJeans
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BlueJeans Seh)

https://bluejeans.gatech.edu/

1l Blue Jeans =8 i |

Blue Jeans

UPCOMING

JOIN A MEETING

We can't see your meetings yet!

Join meetings directly from the app! We will impon your meetings from your calendar so you will always be on track with your invites.

Go gle ALLOW CALENDAR ACCESS

Bs Outlook ALLOW CALENDAR ACCESS

y

Bluejeans
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Blue)eans

e00e0 ATRT T 10:57 AM 7 3 74% wm)

K4 ME o)

Malte Weiland

COMPANY

weorgia Institute of Tecr,. ~lo...

G

Georgia &
Tech||

Meet Now ﬁ

Schedule

Join Meeting -ﬂ

X
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Bluejeans Georaia |

Versatile usage for all meetmg-related needs.

Messa... eseec = 10:59 AM bluejeans.com
X Amber's Meeting

Messa... eeee0 T 10:58 AM bluejeans. ob
'ﬁ' Amber's Meeting v

2 Participants

TODAY 10:59 AM

Amber Chellis-Om... &

-

222 Everyone Private Chat ‘ ;
@ @ @ n ! |
{ Type a message J SEND
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