Accessing the Captain’s Log

Accessing the  From the desktop, double-click the Captain’s Log %& icon. Microsoft Access
Captain’s Log  jqunches and the Captain’s Log is opened.

Login Window  The Login window components are described below.
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Incomplete Conference:
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Quit

Label Item Description
1 Bridge Operator The individual who is opening the record
in the Captain’s Log.
2 Reservation Number The reservation number.

Continued on next page
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Accessing the Captain’s Log, Continued

Login Window (continued)

Label Item Description
3 Open Creates a record in the Captain’s Log by
pulling the conference from Virtual
Scheduler.
4 Re-Pull The Captain’s Log looks at the conference

information in Virtual Scheduler and
overwrites the existing record.

5 Delete Deletes a Captain’s Log record.
6 Search Opens an existing Captain’s Log record.
7 Reports A list of all the available reports that can

be run on the Captain’s Log.

8 Open Records A list of all conferences that occurred in
the past, do not have an actual end time,
and have not been billed. The actual
conference record can be opened from this
area.

9 Incomplete Conferences A list of all conferences that occurred in
the past and have not been billed.

10 Exception Reports Reports that are used by Managers, Help
Desk, Accounting, and Team Leaders.

11 Quit Exits the Captain’s Log application.
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Opening a Record in the Captain’s Log

Opening a
Record

Captain’s Log only looks at Virtual Scheduler for the conference information the
first time a record in opened. If you choose to open an existing record, then
remember this record will not reflect any subsequent changes made to the
conference in Virtual Scheduler.

If the parameters of a conference have been significantly changed since the

Captain’s Log record was created, it may be necessary to re-pull the conference to
include these changes. For more information on re-pulling a record, see page 6.

To open a record in the Captain’s Log, complete the following steps.

Step Action

1 Type your name in the Bridge Operator dropdown list. As you
begin to type your name, the dropdown list auto-populates.

or
Select your name from the Bridge Operator dropdown list.

2 Press [Tab].

3 In the Reservation field, type the conference’s Reservation
Number.

Continued on next page
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Opening a Record in the Captain’s Log, Continued

Opening a Record (continued)

Step Action
4

Click I:l The Captain’s Log Data Entry form for that

conference displays.

CAPTAIN'S LOG TA ENTRY

Conf Date: E!!ii Company: COPELAND CORPORATION ~| Conf Name: |COPELAND 4x256k
Setup Time: 614700 7:30:00 AM Reservation #: |096623 Acct No: |24322 Name: Woods, Cindy x
Start Time Sched]/14/00 &00,00 AH Chairperson: =] Phone: EREEE
End Time Sched: [6/14/00 1:00.00 FH Title/Topic: Sales Name [JDONNELL, MIKE -
Facilitator Name: [JOHNSON. C3SEY =1 sonaduler Name:[Fiis Jopee =] Rel Name -
Conference Info | Site Info | Issues |

Bridge Region:[US -] Bridge:[MERCURY -] |CEECCSv  Billing #: [1073 Bridge Dp [JOVANOY, BOB -

Comments: [JF /73, 1f there s any problems with any lacations when a video conference is being set up, the Y 5pan representative should call the roam
telephane number Tt and then the primary contact.<><>MCS Nates: MCS was pulled inta the call @ spprox 10:35 M per the requester
They were having prablems with site 4 and she wanted someone on the conference fulktime. Sits 3 started ta aive off a piercing audio sound

Conf Type: [MULTIPOINT = Bandwidth: | 256 Sites: 5 Cancel Status: =

— Enhanced Modes:

Presentation Mode: - Hardset Broadcast Mode: =
Broadcast Mode: = | H. 243 Chair Control: [~ MRV Mode: [
Lestwre Mode:l . = H. 263
—Enhanced Services:
Continuous Presence: [v Speed Match: [v Audio Recording| 0 T.120: [
Video Layout:|Lucent Quad - UCC[~  Analog Video Recards: 0
Auto Extend:[ 30 Wet AV Feed: [~ Digital Video Records:
Dther Services:
Entiy/Exit Tones: [NO TONES - Managed Set-up: [ Cascading: [~  Audio Announcement : [/
Warning Tone Min.: l_ Mo Announcement: [ Managed Conference: [~ OnTheFly: [~ Video Announcement: [~

Special Hequiremenlsl Open Essential | Region Help

Print: %l ‘

Close: E”

@ Note: If this conference was pulled into Captain’s Log
previously, then the following notice displays.

NOTICE =l

@ Recard Already Exists.. Loading Fram D atabazel

Click OK. The Captain’s Log Data Entry form for that
conference displays.
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Searching for a Record in Captain’s Log

Searching for a
Record

Use the Search function to determine if a conference has already been pulled from
Virtual Scheduler to the Captain’s Log. The Search feature scans the Captain’s
Log for the reservation number, and then opens the record if it exists.

To search the Captain’s Log for an existing record, complete the following steps.

Step Action

1 Type your name in the Bridge Operator dropdown list. As you

begin to type your name, the dropdown list auto-populates.
or

Select your name from the Bridge Operator dropdown list.

2 Press [Tab].

3 In the Reservation field, type the conference’s Reservation
Number.

4 Click . The Captain’s Log Data Entry window displays.

@ Note: If the conference has not been pulled into Captain’s Log,
a prompt window displays, and the record will not be opened.

Microsoft Access I

The Rezervation Mumber that pou entered: 543
|z not in Captainz Log
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Re-Pulling a Record into the Captain’s Log

Re-Pulling a
Conference
Record

If the parameters of a conference have significantly changed since the Captain’s
Log record was created, it may be to necessary re-pull the conference to include

these changes.

If a conference is re-pulled, then the Captain’s Log looks at Virtual Scheduler

conference information and overwrites the existing record. Any editing that was
performed earlier will be lost when the conference is re-pulled from Virtual
Scheduler. You will need to re-enter this information, comments, dial direction,
etc., and re-facilitate the conference.

& Note: You should have a good reason to re-pull a conference. For example,
numerous modifications were made to a conference in Virtual Scheduler.

To re-pull a conference record, complete the following steps.

Step

Action

1

Type your name in the Bridge Operator dropdown list. As you

begin to type your name, the dropdown list auto-populates.
or

Select your name from the Bridge Operator dropdown list.

Press [Tab].

In the Reservation ficld, type the conference’s Reservation
Number.

Click A prompt window displays.

Re-Pull Conference?

Are you sure you want to DELETE and then RE-PLLL thiz
conference?
[&ry prexviously edited conference information will be lost]

Click Yes.

@ Note: You will need to re-facilitate the conference.
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