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Instructions for creating Video Conference Form

Always check https://nunavutcourts.ca/index.php/forms/category/132-vc-cctv-en for the latest
Form(s) . THESE FORM(s) MUST be downloaded and created electronically and then
EMAILED properly or will be rejected. (NO SCAN, NO FAX, NO Picture, incomplete data and
outdated forms etc. NOT ACCEPTED)

This form can be used for a simple one day, one witness Videoconference (VC) or over several
days with multiple witnesses and multiple connections.

NCJ VC can only book OUR site so if you have a connection needed to connect to such as
another GN building, Hospital etc., You must book that yourself. Connections to health units in
the Territory are exempt from this though and will be booked by the GN.

We REPEAT.

1. Any boardroom(s) required must be booked and confirmed prior to submitting a video
conference request.

e |f a health site is required, please do not contact Health Centres directly. CGS
only will contact Telehealth on clients behalf to request the use of the health
centre.

2. RCMP, Hospital, Other Courts etc Teleconference Centers must be booked and
confirmed before submitting a VideoConference request

e Please provide Approval information from above centers.

About This Form

This form starts off very simple. Ignore this “NCJ-Internal Use” field at the top of the form.

NCJ-Internal Use [VC-null-Reomnull-null null (RC-)null null

This will be populated with specific fields on the COMPLETED form and will be the
VideoConference File # for this specific VC. When we receive this completed form
“ELECTRONICALLY” we will endeavor to fill in any missing fields (usually Court Room #).
Too many “nulls” will indicate the form is improperly created and will be sent back to you.

Now enter all the details. If only a SINGLE day, you do not have to enter “DATE TO”.

Note: You might be able to find the courtroom # by going to http://dockets.nunavutcourts.ca

And search using “Name or court file#”, If you can’t find this info (Usually due to a Prohibit
Ban) we can verify once we receive the form.



https://nunavutcourts.ca/index.php/forms/category/132-vc-cctv-en

http://dockets.nunavutcourts.ca/
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From Date

To

START and STOP time
If only a few hours in morning or aft enter it here.

+/- |Start Time (Eastern)| End Time (Eastern) Total Time (hrs)

log:30 || 12:00 25 OR

If starting again in the aft select the “+” sign and enter the next times.

+/- |Start Time (Eastern)| End Time (Eastern) Total Time (hrs)
‘09:30 ‘ ‘12:00 ‘ 25
% 13:00 | 117:00 | 4

These times are accurate and if extra time is needed YOU must ask for it at LEAST % hour
before END TIME, and it still is not guaranteed we can accommodate.

Facilities to be Booked.

RCMP

Keep in mind that the best VVideo connections are through other dedicated video conferencing
centers. RCMP , Some Hospitals, other court houses etc. offer these.

If you select RCMP from the list, another form opens up specifically for RCMP. An approval
from them is required before we can proceed. You can either enter the approval data from the
RCMP Approval into the proper fields OR “copy and paste the entire approval info into the

NOTES section at the bottom of the RCMP form, then click on any other field and the notes
section will expand with all the info.





It is BEST though if you enter the info into the proper fields.
Each location, day, witness needs a new form. Simply select RCMP2 etc to continue

NOTE: DO NOT enter RCMP details here if they are to connect via Jabber

Jabber

Enter all the data for each day. If a single witness you are done.

For next day, enter JABBER?2 etc.

NOTE: We have had several witnesses appearing by Jabber over several days in certain cases.
The simple way to proceed is:

1. On main page, Date of hearing TO DATE

2. On Jabberl, enter first date and time, BUT IN NOTES section ENTER the other DATES
and any discrepancies.

3. enter Lawyer’s Name & Assistant if they will be calling each witness. ONE Jabber
connection will be issued to that person(s) who will then forward the approval connection
details to each of the witnesses. As a witness is needed, the lawyer may have to call them
or email them to “CONNECT NOW?”. They will all have to remain on call so to speak.

4. IF you entered ALL the witnesses Names, EMAILS and Phone #s in Notes section and
you instruct us , we will have the approval connection details sent to each one.

NOTE: (Multiple witnesses at different times over multiple days?) Easy. On Jabber one Enter
finish date and list all witness names and emails and phone #s if applicable. It will be up to the
lawyer to “call” their witness to activate their jabber connection. Only ONE Jabber connection
will be sent.

NOTE: IF you have Two or more JABBER connections needed at once, then create a separate
Jabber form for each. We can not have more than 4 jabbers at once and may be limited to less
depending on other Government uses that day(s)

If you would like to test Jabber Guest before your session, please use the following test link:
https://ottawavce01.gov.nu.ca/call/7000@gov.nu.ca.

IF completed Jabber addons are added to your browser successfully, you will see your videocam
live at our test site.

OTHER

You must provide us with as much information of the connection details as possible.

After Ransomware, we lost a lot of obtained connection details, Slowly we will get some back
and database them but in meantime please provide us with all possible details.



https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fottawavce01.gov.nu.ca%2Fcall%2F7000%40gov.nu.ca&data=04%7C01%7Cncj.vc%40gov.nu.ca%7C39d4b6696bb24199e97a08d88b3a9498%7C72ebbe777a8049bd8767a19d08ab746c%7C0%7C0%7C637412430998905136%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=E5lp%2FrPVg1qtdq83QbDSYZMn2XKBjmutwLVoPfWgmKY%3D&reserved=0



Save as, Print or EMAIL.

EMAIL using this button, ensuring you email program is open at the time. “CC” yourself and
you will receive a copy of the completed form along with the newly created unique “File#”
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Step 1. Open the Jabber Link

A link will have been sent to you beforehand in a meeting invite from our Video Conference
team. Click the link to open it, or copy and paste it into your browser.

Meeting PIN: 14535

Connection Details: | To connect with Jabber Guest, copy and paste the
following link into any webh browser:
https://ottawavcedl.gov.nn raleall/tact@onu o ra
Once connected, you will (3 Copy

Meeting PIM.

Certain devices may requi al
plugins. The link should gv  [F& Open Hyperlink is. |

Select Hyperlink

This will direct you to the Jabber application. If you do not have Jabber installed already, you will
be requested to do so. Click the green “Download” button.

)} Cisco Jabber

Additional software is required for voice and video calls:

[.Lnnnﬂud] isco Jabber Guest Extension (for Chrome)

@ By clicking Download, you agree to the End User License Agreement

Jump to the full steps for your browser:

> Google Chrome
> Firefox
> Internet Explorer
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Step 2. Install the Jabber Add-on

2a. Install for Google Chrome
You will be brought to the Chrome Web Store, click “Add to Chrome”.

You will then see a pop-up, click “Add Extension”.

£~ chrome web store £ signin

Home > Extensions > Cisco Jabber Guest

Q Cisco Jabber Guest Add to Chrome

Offered by: cisco.chromestore

* & 26 | Social & Communication | 2 90,000+ users

@ Add “Cisco Jabber Guest"?

It can:
| Read and change all your data on the websites you visit

Communicate with cooperating native applications

- e | .

Return to your original tab with the Cisco Jabber link and refresh the page. You should see a new
Download button for the Jabber Guest Add-on, click “Download”.

Open the Jabber Guest Add-on once it has finished downloading.
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S) Cisco Jabber

Additional software is required for voice and video calls:

v Cisco Jabber Guest Extension (for Chrome)

Cisco Jabber Guest Add-on

(i ] By clicking Download, you agree to the End User License Agreement

E  JabberGuest-...dmg = Show All x

After the installation runs, you will see a pop-up requesting microphone and camera
permissions, click “Always Allow”.

Cisco Jabber Guest Plug-in

ottawavcedl. gov.nu.ca wants to access your microphone
and camera.

Great! Now you can:

> Start Your Call
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2b. Install for Firefox
You will be brought to the Firefox Add-ons Store, click “Add to Firefox”.

You will then see a pop-up, click “Add”.

Firefox Browser
#Y ADD-ONS - smemen

Cisco Jabber Guest
by Call with Jabber

—— e e

I a Add Cisco Jabber Guest? i

It requires your permission to:

& Access your data for all websites

& Exchange messages with programs other than Firefox
® Access browser tabs

Learn more about permissions

Add Cancel

Great! Now you can:

> Start Your Call
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2c. Install for Internet Explorer
Your browser will ask if you want to Run or Save the Jabber extension, click “Run”.

After the installation runs, you will see a pop-up requesting microphone and camera
permissions, click “Always Allow”.

@ Cisco Jabher

Install the software by running the downloaded file:

JabberGuest-plug-in_for_Windows-Version_11.2.0.4_.msi

Do you want to run or save JabberGuest-plug-in_for_Windows-V....msi (10.4 ME) from jus-vcse-01.gov.yk.ca? =

Run Save | A | Cancel

Cisco Jabber Guest Plug-in

ottawavcedl. gov.nu.ca wants to access your microphone
and camera.

Great! Now you can:

> Start Your Call
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Step 3. Start Your Call

Once the Add-on is installed, you can refresh your browser window and see the Cisco Jabber call
view. You should have a self-view of your own camera. Click the green “Call” button.

@ Cisco Jabber

Ready to call TEST

Audio/Video

i QJOICORE

o]

Number Pad | Full Screen | Mute/Unmute | Show/Hide | Show/Hide | Turn On/Off
Microphone Camera Self-view |Screensharing
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GOVERNMENT OF

NUNAVUT

VIDEO CONFERENCING BOARDROOMS

CONTACT LIST

NOTE: BOARDROOMS MUST BE
BOOKED AND CONFIRMED PRIOR TO
SUBMITTING THE VIDEO
CONFERENCE REQUEST FORM TO

HELP DESK

COMMUNITY &
BUILDING LOCATION CONTACT PHONE EMAIL
Arviat L Floor Francine Kablutsiak (867)857-3000 | FKablutsiak@GOV.NU.CA
Pana Building (NCC) Boardroom —
Arviat , , . .
Pana Building (NCC) Education Leigh Anne Willard (867) 857-3051 LWillard@GOV.NU.CA
Baker Lake 1st Floor , ,
Qaiqtug Building (NCC) Boardroom Tammy Kinnowatner (867) 793-3310 TKinnowatner@GOV.NU.CA
Baker Lake .
Sanivik Building (NCC) Education Bob Dunn (867) 793-2803 BDunn@GOV.NU.CA
i t

Cambridge Bay 1st Floor Book via Outlook* N/A CB.HMC.1.Large.Boardroom@go
Helen Maksagak Centre Boardroom v.nu.ca
Cambridge Bay 1st Floor , B CB.NCC.Small.Boardroom@gov.n
Itimak Building (NCC) Boardroom Book via Outlook NIA u.ca
Cape Dorset 2 Floor , .
NCC Building Small Boardroom Donna Pinguartuk (867) 897-3607 DPinguartuk@GOV.NU.CA
Gjoa Haven 15t Floor , B GH.NCC.Small.Boardroom@gov.
Qariariit Building (NCC) Boardroom Book via Outlook NIA nu.ca
Igloolik 1st Floor . .
Tumivut Building (NCC) Boardroom Igloolik HR (867) 934-2025 lgloolik HR@GOV.NU.CA
Iqaluit 2M Floor
Aeroplex EIA Boardroom Ruth Arnauyumayugq (867) 975-6040 RArnauyumayug@GOV.NU.CA
Iqaluit Arnakallak Family Services , )
(Building 224) Boardroom FS Reception (867) 975-5200
Igaluit 1st Floor
Building 917b Interview Rooms GN HR (867) 975-6222 GNHR@GOV.NU.CA
Iqaluit Federal Warehouse . .
CGS Warehouse Boardroom Gerald Manning (867) 975-7126 GManning@GOV.NU.CA
Iqaluit 2 Floor .
Parnaivik Building Finance Boardroom Finance Front Desk (867) 975-5803
Igaluit 1st Floor Corrections , , GEN-ONT-NunavutPO@CSC-
Parole Office Boardroom Parole Office Supervisor | (867) 979-8893 SCC.GC.CA
Iqaluit 1st Floor ,
Saputit Building HR Boardroom HR Reception (867) 975-6222

, d :
loaluit 2" Floor Education | £ ion Front Desk | (867) 975-5600
Sivummut Building Boardroom
Iqaluit 1st Floor Corrections . .
W.G Brown Building Boardroom Amanda Qaunnig-Cox (867) 975-6500 AQaunnig-Cox@GOV.NU.CA
Iqaluit 2M Floor ,
W.G Brown Building Finance Boardroom Finance Front Desk (867) 975-5800

i th
lqalu 4" Floor CGS Front Desk (867) 975-5400

W.G Brown Building

Small Boardroom
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lgaluit 4% Floor
W.G Brown Building Large Boardroom CGS Front Desk (867) 975-5400
Kugluktuk 1st Floor , Y KU.NCC.Small.Boardroom@gov.n
Igalak Building (NCC) Boardroom Book via Outlook NIA u.ca
Ottawa , .
350 Sparks Street Main Boardroom Emily Tutanuak (613) 233-9890 ETutanuak@GOV.NU.CA
Pangnirtung 1st Floor , _
NCC Building Large Boardroom Lisa Jaw (867) 473-2600 LJaw@GOV.NU.CA
Pangnirtung , )
NCC Building Education Deanna Ishulutaq (867) 473-2680 Dishulutag@GOV.NU.CA
Pond Inlet 1st Floor - ,
Agsarniit Building (NCC) Large Boardroom Stephanie Pitseolak (867) 899-7302 SPitseolak@GOV.NU.CA
Pond Inlet . I
Agsarmiit Building (NCC) Education Receptionist (867) 899-7350
Rankin Inlet , , ,

- PPD Boardroom Emerlinda Pimentel (867) 645-8416 EPimental@GOV.NU.CA
llagiiktut Centre
Rankin Inlet . . .
Oomilik Building 1 CGS Boardroom Lexie Morling (867) 645-8114 LMorling@GOV.NU.CA
Rankin Inlet , " .
Oomilik Building 2 Finance Boardroom Tanya Tungilik (867) 645-8065 TTungilik@GOV.NU.CA

*Non-GN clients will need Government of Nunavut employees to book this boardroom on their behalf
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