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Creating A Meeting ARMY LEARNING MANAGEMENT BYRTEM

Login in one of two ways:
1. AKO to ALMS Homepage, click on the CAT Link.
2. Enter the URL in your browser.
URL: https://www.cat.Ims.army.mil
My Profile:
The first time you use CAT, set up your profile to include Time Zone.
Creating a Meeting:
Click “Create a Meeting” link on the My Schedule page.
Enter Meeting Name.
Use the Calendar Icon to select the Day.
Enter the Time and select the Time Zone.
Enter a Duration (Hours/Minutes) for the Meeting.
Select the number of Reserved Seats (Add 5 Extra).
Select Meeting Options.
Select the Audio Options.
Click “Done.”
10. Send Meeting ID, Date, and Time to Attendees (email).
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Open CAT Session:

*  Click on “Lead” in the Event Links on the My Schedule Upcoming
Events screen.

»  CAT will open the session.
Before You Begin:

Centra Audio Wizard. Configure your speaker and microphone settings for
best audio quality. To work with the CAT Audio Wizard, select Tools,
Audio Wizard from the CAT Interface.

Centra Video Wizard. Focus and position your camera if you plan to
broadcast video. To work with the Video Wizard, select Tools, Video
Wizard from the CAT Interface.

Day: W
Time: ,El IE”E
| (GHIT -04:01) Eastern Time (US & Canada) B
Duration: % Hours: |0 ¥ Mmutes:,ﬂ " Ongaing Start Now
Cost Center: W
Description: j
[

[ secure meeting

" Public event (event will display on the public event list)
¥ Record meeting

V¥ Live video

" Include live video in recording

¥ Allow users to attend without an invitation

¥ Allow users to export the agenda to a PDF

Early Attendance: MNo Limit

Meeting Password: I
Retype Password: |

% Woice Over Internet (VOIP)  Telephone

Audio Codec: [ Centra SC3 (less than 1 KB/second) =]

[ Enable Audio Conference Provider Callback

callback number 1: [ |
callback number2z: [ |
Conference D |
Subscriber Password: [ |

pial-in numberz: [ |
Dial-in Number2: [ |
Access Code: |
Host Code: | |

Conference Call Instructions: (500 character limit)
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Sending Text Chat:
1. Clickon“TextChat™ in the Tool Bar

2. Tvpe a message inthe text box.
MOTE: The message is addressedto
all participants and Presenters unless
vou select a specificname from the To:
dropdown list. Click”Send”.

Speaking:

1. Runthe Audio Wizrard to set up vour

microphone before the session.

2. Press and holdthe *“Control” Kev ar

clickthe *Presenter” lcon and speak
into your microphone. Or, clickthe
“Lock to Talk™ button to speakforan

extendedtime.

Clickthe “Lock to Talk™ button again
to allow others to talk.

Import Agenda

1. Click onthe “Import™ button. Select
the file to import from vour browser.
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2.
3.

Selectthe Image Format & Size.
Click*0OK" to import.

Additional Permissions are Available:
Contactthe ALMS Customer Service
Center(CSC). POCs listed below.

Content Manager — Agenda Builder-
Allows yvou to build an organized group
of contentfor a specificsubject.

Event Manager — Allows vou to Create
Groups, Symposiums, New User
Accounts, Manage Events, Create
elMeetings, andWebinars.

CSCPOCs ———p

Mike Stewart — micheeld stewad®@us armmy.mil (FET)BTE-D433 ex 1326
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Farticipants will be displayed here —
To promote a participantto a Co-
Presenter, right click on theirname to

fhome numiers and access codes can e veaed duning the session

open the drop down menu
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Farticipant, Leader, and EventManager

To access Centra Online Help, Click "Help™ onthe Toolbar. Topics are broken down
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Meed Some Help or Additional Permissions? Call or emailthe ALMS Customer Service Center (CSC) — D3N 826- XXX

Kirk Daniel — kirk.w.danielifus armmy mil {757) 875-0433 ext 1321

Willisnn Hill — willis rn. be rtra m. hillifus smmeomil (FETETE-D423 ext 1323
Chester Booth — chesterboothejn@us. ammy. mil (757 8780433 ext 1325
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