Virtual Field Trip Procedure


CONTACT PARK AT LEAST 2 MONTH PRIOR TO YOUR PROGRAM.



DISCUSS TOPIC AND DESIRED CONTENT WITH PARK STAFF.



MAKE SURE THAT EITHER GOOGLE PLUS OR SKYPE ARE SET UP ON YOUR COMPUTER.



DOUBLE CHECK CONTACT INFORMATION FOR PARK’S ACCOUNT AND THAT BOTH PARTIES HAVE ADDED EACH OTHER
PRIOR TO THE SESSION.

GOOGLE PLUS
OPEN GOOGLE EMAIL: make sure that you have sent an email back and forth with the teacher. Go to the
“search people” box right above your contacts and search for the name of the teacher. Once found,
move your mouse over the name and select the option to “show in chat list.” You will then have to click
on “invite to chat” in the same window. The teacher on the other end has to accept your chat invitation
before you can video call them. They will get an announcement right above their contact list saying
“____ wants to be able to chat with you. Okay? Yes/no.”
PLACE CALL TO AUDIENCE: click on the name of the user in your contact list and a small chat window will
pop up at the bottom of your screen. In this window, you’ll have an option to click on the video camera
to send a video chat request.
SKYPE
OPEN SKYPE: Double-click on the Skype icon. Enter your user id and password at the applicable prompts.
MAKE SURE YOU ARE ONLINE: You will see a green circle with a checkmark as well as
the word “online” in the lower left corner of the Skype window.
PLACE CALL TO AUDIENCE: To connect with a Skype user, either double-click on the user name
or highlight the user name and click the green telephone icon on the bottom of the window.
START VIDEO: When the person answers the Skype call, “Start my Video” so
that the user can see your video.
USING CHAT: Place your cursor in the text box at the bottom of the chat window and start typing your
message; then click “Enter” on your keyboard. You will then see your chat message display under a gray
heading. The person on the other end will reply and their text will display under a blue heading. The chat
feature is very useful if you are having microphone issues as you can communicate with the user via
text.
TEST VIDEO: Once you are sure that your audio is working properly, make
sure that your video is working.

SELECT TOOLS -> OPTIONS -> VIDEO SETTINGS and you should see your video
on the right side of the window.
TEST YOUR AUDIO: Once you are online, ensure that your headset/microphone is working properly. Double
click on the “Skype Test Call” and follow the automated operator’s instructions. You can then adjust
volume and re-test (if necessary).
If your audio is not working, open the Tools->Options->Audio Settings in the Skype window. Ensure that
the microphone is the “Windows Default Device”; then, click “Save”. If your audio is still not working,
reboot your computer. Upon rebooting, you may see a screen that requires you to select “microphone”
and then click on “Okay.” You can now re-test your audio.

