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Cranium Cafe for Online Office Hours

Cranium Caf€ is an online platform where students, faculty, and staff at CGC can interact with each
other. Along with being able to instant chat with someone, other features include screen sharing,
document sharing, video (face-to-face) meeting, and a whiteboard you can virtually write on. This is
also the platform we are using for Virtual Online Office Hours.

Scheduling an Appointment:
When you login to canvas’ Online Office Hours, you will automatically land within the Student Support
Directory. To schedule an appointment follow these steps.

1. Access the canvas course and in Navigation, Click Online Office Hours.
2. First-time users will need to Authorize.
3. Locate My Courses to ensure the correct course is displayed.
4. Click Schedule Meeting.
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Scheduling an Appointment:

When you login to canvas’ Online Office Hours, a new window will appear, and you will automatically land
within the Student Support Directory. To schedule an Online Office Hours appointment follow these steps.

2. Locate My Courses
3. Click on the course you want to schedule an Online Office Hour appointment displayed.

4. Click Schedule Meeting.
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5. Select Meeting Date and Moderator (Your Instructor) and Virtual Meeting as the Location.
6. Verify the Meeting Location and Meeting Date appears.
7. Choose a Time Slot or Click Show More (show more to see other time slots available).

Skip to main content
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Place a Meeting Topic message in the text entry box. For example, homework help, questions
about grades...

9. Click Schedule Appointment

10. A confirmation message will appear, and

11. A confirmation email will be sent to the Moderator. (Instructor)

Staff Member:
When: Friday, 09/11/2020 1:00 PM to 1:30 PM
Where: (Video Meeting)
Why:

Meeting topic

Students enter the reason for the meeting

Include details on why you would Iike to meet

Telephone number

Enter your phone number in case we need to contact you

) Send me SMS Reminders for this Meeting

No file chosen

e Schedule Appointment Cancel

Your appointment has been scheduled with Kali Andrews.

Where: (Video Meeting)
Why:

Meeting topic

Students enter the reason for the meeting.

Include details on why you would like to meet

Telephon| Scheduling appointment

Enter you

) send

Attach File

Cancel
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Three Ways to Join Your Scheduled Scheduled Appointment:

Entering a Scheduled Appointment via Canvas

Be sure to login to canvas with your MEID credentials prior to entering your scheduled meeting. To
enter Online Office Hours Scheduled Appointments through Canvas follow these steps.

e Click the Online Office Hours link in Canvas.

* A new tab will open in Cranium Café. Upcoming meetings will be displayed on the left side of

the homepage.
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Upcoming Meetings

STUDENT SUPPORT DIRECTORY
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Friday, Sep 11, 2020

Cranium Cafe 1:00 PM to 1:30 PM Pacific Daylight Time [ NEw ]

Students enter the reason for the meeting.
Schedule Cafe Meeting

Meeting Location:
* My Cafe Appointments In Cafe

Enter your Cafe h

Meeting Time/Day:
This meeting starts in 1 week(s)
<

[ lne ernam
AUSSTOOYTS Meeting attendees:
MY COURSES 3 Q ﬂ
ARCHIVES

Meeting Link:

My Appointments

Create, review and decline appointments.

Friday, Sep 11, 2020

2:30 PM to 3:00 PM Pacific Daylight Time [ NEw |

Homework help

Meeting Location:
In Cafe

Meeting Time/Day:
This meeting starts in 1 week(s)

Meeting attendees:

en

Meeting Link:

DOCUMENT LIBRARY https://cgc.craniumcafe.com/kaliandrews/cafe?m=MjQyMTQ3Mw==
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CUSTOMIZE CARD

Cancel

CALENDAR & SCHEDULER
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Entering a Schedule Appointment via Google Email

Be sure to login to canvas with your MEID credentials prior to entering your scheduled meeting. To
enter Online Office Hours Scheduled Appointments follow these steps.

» To enter your Scheduled Meeting for an Online Office Hour Appointment, click the link in the
email you received confirming your appointment OR or copy and paste the URL Meeting Link in
a web browser (Google Chrome is recommended).

Jimmy Timberlake <noreply@craniumcafe.com> @ 10:15AM (1 hourago) Yy € Reply

to i -

[ sep | Jimmy Timberlake - Video Meeting - [C... Agenda
Fri Sep 18, 2020
1 8 When  Fri Sep 18, 2020 2:30pm — 3pm (MST)
Fri pr Where  Video Meeting No earlier events

Who Jimmy Timberlake* 9am College-Wide Forum Update

No later events

Yes Maybe No

Your School's Academic

A MARICOPA COMMUNITY COLLEGE Communication System

CHANDLER-GILBERT
% COMMUNITY COLLEGE ConeXED

To join the meeting, use this link: hitps://oge.craniumeafe.com/ deafe?m=

MiQ1NTAYMCOxOTQzNzYS

Click Here to Decline this Mesting
Thank you for using ConexED!

Add meeting to your calendar

Appointment Request =
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Once in, you will land in the Virtual Lobby. You must wait until the Moderator (Instructor brings you
into the meeting. While in the lobby you can chat with your Instructor by using the text message field
below. If the Scheduled Meeting Time has not arrived, a message appears with a countdown to the
Meeting Time.

Cafe Meeting Not Yet Started

This meseting is scheduled to start in 17 minutes 57 seconds.

Please check back later.

Lobby

el | My Lobby | &
) Jimmy Timberlake =Ny
A

& CTLA

There are no guests waiting in this group

Send a message ... e
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When prompted, allow permission/access to your web camera and microphone. Some features in your
Online Office Hours are:
e Chat
Upload/Share Documents
Screenshare
Closed Caption
View Captions
Caption Editor
One Click Exit Meeting
Keyboard Shortcuts

Cranium Cafe

S

Help & Feedback Chat & Lobby Settings  Audio & Webcam Settings (_E) Closed Captions PR = it Mo iing |

—. -Rénurd Meeting
& Document Upload / Share b
& Lobby

% Meeting Invite Link

: DDB‘

Keyboard Shortcuts
Chat

chat /

Send a message... 4 Send Caption Editor

A View Captions
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Cancelling a Scheduled Appointments:

Be sure to login to canvas with your MEID credentials prior to entering your scheduled meeting. To
Cancel an appointment follow these steps.

* To cancel a previously scheduled appointment Click on Cancel, input a reason for the
cancellation and Click Yes.
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CALENDAR & SCHEDULER

* A cancellation email will be sent to both the Scheduler (You) and the Moderator (Instructor).
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Resources:

Video Meeting Collaboration & Sharing Features

Sharing Your Webcam & Audio
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https://support.conexed.com/learn/article/video-meeting-collaboration-sharing-features
https://support.conexed.com/learn/article/share-webcam-audio-in-chrome

