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Overview

Centra is a web conferencing tool that allows participants in disparate locations to interact in
real time potentially sharing a presentation, audio, video, internet, chat, a whiteboard, and
software applications. Sessions can be of any duration and are led by a designated person
who manages the session.

Required Hardware or Software
Automatic Download of Software — this automatically happens the first time — and
only the first time — you access Centra from a particular machine

Headset/Mic — required only if you wish to participate with live audio

Camera — required only if you wish to participate with live video

HINT: For best possible results, we recommend using a USB mic or a USB external sound card for
isolation from electro-magnetic interference.

Log In/Attending a Session

You must be given a username and password to participate in a Centra session and this
should be managed and communicated to you by the Leader of your session. After you log
in, you can choose what event you want to attend from the center section:

Upcoming - events yet to happen
Ongoing - events currently underway
Past - events that have already happened

When you see the event you want, simply click on the “Attend” link to start the session.
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Audio Type

Select your hardware audio type.
Audio Type

E () Headset with microphone
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NOTE: In case your computer has multiple audio devices, you’ll need to select the preferred one by
clicking on the Advanced button.

2) The next step is to test your listening capabilities (speakers or headset). If you hear the
recording then connections are working.

A Audio Wizard

Speaker volume

Speaker Volume

Set the speaker volume to 3 comfortable level.
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Troubleshooting: Check that your speakers are plugged in. Then click the Advanced button to open the
audio controls.

< Back ]| Next> I Cancel

Public Health Library & Informatics, School of Public Health, University of Michigan
This guide was written primarily for School of Public Health students in executive education programs.

2




3) The next step will test your speaking capabilities. Speak into your microphone and if you
hear your own voice the settings are working.

4 Audio Wizard X

Microphone vaolume

Microphone Volume

Speak into your microphone to test. Set the volume to be in the yellow while you are speaking at a
comfortable level.
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[ Automatically adjust microphone level (Recommended for shared confersnce room microphanes only.)

| Troubleshooting: f your microphone is not working, check that it is plugged in. then click the Advanced
| button to open the audio contrals.
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Participating in an Event

As a participant in a Centra session, you are able to speak, listen, chat, view the
presentation, and interact via established response mechanisms. On occasion the Leader or
Co-Presenter may give you control of an application or Presenter capabilities, but this is up

to the Leader/Co-Presenter.

1 — Leader(s)/Co-Presenter(s)
2 — Participants

3 — Presentation Area

4 — Agenda (Slides)

5 — Text Chat (opens as a separate window in Centra)

6 — Microphone Indicates Active Audio
7 — Yellow Microphone Indicates Live Audio
8 — Response Mechanisms
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Course Information

= E-Reserves & CTools (same page)
= Print Course Reserves

=  SPH Courge Listings

=  SPH Faculty Profiles

= Wolvering Access

For Executive Masters Students
= OwerviewiGuide (PDF)

= Centra

= CTools

= Rich Media Library

= Contact Information

For the Graduating Student
= Online Resources

= Gradustion Reguiremernts

= UM E-Mail

Career Information

= GrantsFunding Sources

= ESPH Career Services

= UM Student Employ ment Directary
. Joh Directory

= Resume Directory
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Established Response Mechanisms
Response Mechanisms allow participants to respond to the presenter quickly. When a
participant chooses a response by clicking the button, a corresponding icon will appear next

to their name.
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You can also “Raise Your Hand” to draw the Presenter’s attention to you to make a
comment or ask a question.

If you need to step out of the Centra session, you can indicate your [ Centra 7 - Test Session (MQ
temporary absence by “Stepping Out.” Click the button once to Step  F: et view Actions Took Heb
Out and a second time to Step Back In. Stepping Out will inactivate L 3
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