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1 Introduction and background

This report determines the ways and tools for sharing the knowledge (in the form of Training
Curricula) to facilitators, project partners and potentially also to interested parties (as integral part
of the mapping tool). The report provides guidelines on using Transferability tools by the
facilitators, with the goal to achieve effective knowledge transfer between facilitators and to the
facilitators.

2 Evaluation of possible training tools and methodologies
for knowledge transfer

To find out which software solutions are suitable for the cost-effective and efficient development
of a learning platform, various open-source solutions were researched. This was then evaluated
and the respective favourites compared head-to-head.

The platform had to meet the following requirements:
¢ No license fees
¢ Possibility to embed video conferencing functionality
e Easy administration of content

As a result, the research led to a comparison of two potential platform solutions as well as two
potential plug-in solutions. The two comparisons are presented below:

Table 1: Comparison of both platform solutions

ILIAS MOODLE

Whiteboard No whiteboard feature but video | Good whiteboard feature with Skype
conference possible whiteboard add on

Easy Usability requires some practice, | Easy to use because Moodle is very easy

handling? because it's not as intuitive as to learn, easy to use and the interface can
Moodle. be used intuitively. Courses can be easily
Navigation is complicated, e.g. created and managed.

the creation and administration of
courses is not so easy

Community Very large community, therefore few
errors
Layout Simple and clearly arranged Greater variety of instruments
App No app App available
Functionalities | Many functionalities, but less Many functionalities
than with Moodle
Updates Regular updates Regular updates
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Table 2: Comparison of both plug-in solutions

BigBlueButtonBN

OpenMeetings

Whiteboard
Differences Tools: Text input only possible | Tools: Special tool for text input
via chat Choice of cliparts to insert
Line tool for underlining and marking
Import/Export: Import of only (,highlighter®), pointer
one document is possible
No memory function for the Import/Export: File import of videos
whiteboard possible
Import of more than one document
Objects: Objects can be is possible
deleted individually Whiteboard can be stored on the
server & be reloaded
Similarities Tools: Pen can take on different colours and thicknesses

Creation of circles and rectangles possible

Zoom function

Import/Export: File import of pptx, docx, odt, xls, pictures possible
Imported objects cannot be edited or modified in its shape

Communication

Differences

Chat: Chat function is intuitive
Save the entire chat history
with copy & paste is possible

Screensharing: quality not
adjustable but very good

Assignment of rights:

Only one user has the rights to
present

Bugs: if you click with the left
mouse button on a link in the
chat, you fly out of BBB and
land on the corresponding
website

Chat: Chat function is unclear and a
bit hidden
Separate function for saving the chat

log

Screensharing: Quality adjustable
(low, medium, high)

Assignment of rights:
Rights are divisible

Additional features: Different types
of rooms, each with its own specific
requirements functions, presentation
room, cooperation area,...
Calendar, with the meeting plans
and users can be invited to these
meetings

Similarities

Chat: Private chat is available

Voice: Call quality very good, low delay

Video: picture quality good, scalable video image

Screensharing: Screen- or desktop sharing possible, streaming of the
whole screen or a selected region possible
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3 Description of the Smart Factory Hub training tool

3.1 General description of the tool

The learning platform is designed to reduce knowledge gaps and facilitate knowledge transfer. A
complex process was initiated to identify the suitable components for the implementation of such
a solution. Subsequently, it was necessary to overcome technical barriers in the implementation
and to gain experience during the operation of such a platform.

Parallel to this, a training curriculum was developed. This required identifying knowledge carriers
in the project and coordinating the provision of learning content of suitable quality. Another
experience during the implementation of the tool was to embed the actual source material, which
was provided in various forms, didactically in such a way that the learner can make maximum
use of his invested time. To do this, it was necessary to analyze the content provided and select
a suitable form of presentation in the platform.

In addition to the modules and courses on the topic of Smart Manufacturing (Mastergrid)
available in a given structure, a glossary has been added, for example. A link to the mapping tool
in the Smart Factory Hub was also created. Furthermore, the guidelines on using the training tool
described in chapter 4 of this report are anchored on the main page to give first-time users a
better introduction to the tool.

A digital publication on the Smart Factory Hub training tool will be published in the near future,
based on the information contained in this report.

3.2 Future development and improvements proposition

As a support tool for E-Learning, the Moodle platform is continually further developed and will be
improved over time, modified and filled with more content in the (near) future. It is clear that the
initial and potential design, development and implementation errors and shortcomings have
already been corrected and revised. However, the mapping tool in its current form has a wide
potential for improvement, refinement, updating and upgrading, which we have already carefully
examined and which we want to apply as soon as possible, especially after receiving feedback
and general user response. By adding more and more information and learning material, the
Moodle platform will continue to grow and offer more and more value.

The Internet is already filled with different E-Learning platforms, which collect, archive and
provide data and information on various topics. However, such existing platforms do not explicitly
help to fill the knowledge gaps in the areas we deal with. In all platforms, there are courses that
show and present the knowledge that should be taught and learned. For that, it is important to
choose the right E-Learning platform, that the needed functions are included and easy to use for
learners. The benefit for the users of a well-tuned platform is immense. On the other hand, the
concept of the E-Learning platform requires the best possible content in order to achieve best
possible results later, i.e. to minimize the learner's knowledge gaps. The courses are offered to
the users, which receive many descriptions and additional information.
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Nevertheless, everything said so far is only a small part of the benefit that our E-Learning
platform offers. The main task, purpose and vision of the E-Learning platform is to extend it by at
least the following functions/options:

¢ Providing access to the online conferencing room “BigBlueButton” to open and join
conferencing sessions which allows presentations and meetings online

e The ability to upload files directly from the computer/ mobile phone/ tablet to the platform
to share knowledge with other learners

e The possibility to upload and download many different digital document formats, such as
Word, PowerPoint, Excel and PDF files

¢ Providing access to further information on websites of companies, other E-Learning
platforms or books and articles with links, etc.

e Providing additional offers like a glossary with the most important words, a direct link to
the mapping tool, a manual for the E-Learning platform, etc.

e The opportunity to enter all important and necessary dates in the calendar, to stay tuned

e The possibility to upload private files onto the platform

e Access to the personal dashboard with the course overview and the included timeline and
the courses

e The possibility to administrate different things, for example it is possible to move the fields
on the home site and thus create an individualized start page

o The possibility to see all upcoming events in a clearly arranged layout

¢ All announcements can be seen directly on the home site

¢ All lectures held in BigBlueButton can be recorded and made available for later viewing.
These recordings can be viewed at the course “Webinars”.

e ltis possible to fill one’s own profile individually and thus come into contact with other
learners who share the same interests in order to learn together or to help and support
each other.

e Getting an overview of all written entries

In addition, we will strive to make our E-Learning platform even more accessible, comprehensive,
complete and intuitive. We will also provide uninterrupted support, control, help, monitoring and
assistance to ensure and guarantee the functionality of our E-Learning platform.

We will also continue to expand the reach and thus the network to a platform in order to increase
the possibilities for further training and filling the knowledge gaps in order to obtain greater
benefit.

The E-Learning platform also serves as a quite reliable (all-at-once and mass) communication
tool and can therefore be used as such to carry out communications, messaging, news sharing
and notifications, e.g. about the latest files, events, etc. within the entire network. This can easily
be achieved via e-mail addresses and/ or other contacts provided by all participants, i.e. entered
for registration on the E-Learning platform. This allows news, tasks and even possible messages
of the consortium to be spread quickly and easily.
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4 Guidelines on using the Training tool

4.1 E-Learning Platform basic functionality

The access to the E-Learning platform is provided through the following web page link:
https://elp.iao.fraunhofer.de/moodle/.
A user reaches the front-end web page layer as presented in the picture below:

= | You ars nat logged in. Log in

Interreg A

COURSES
| Glossary Movel tachnologies for Smart
anu

Mapping Toal

. How 1o use the tool

) Access 10 conferencing session
Available courses

Novel technologies for Smart manufacturing *

Naveltechnologies in general, & g Industry 40, 10T, Cyber physical systems

i i i PCOMING EVENTS
Production process models supporting Smart Manufacturing * u ING EVEN

Thera are no upcoming evants

Go to calendar

" : )] LATEST
HR management systems supporting Smart manufacturing * ANNOUNCEMENTS

(Mo a
posted ye

caments have been

HR management systems deal with the production factor work and human resources and thus support smart manufacturing

Additional topics *

SFH Training Academy

adenny, which took place on 24.04. - 26,04 2018 in Stutigart

25 models suporting smart manufacturing) and Industry 4.0 Readiness Toolkit

Webinars *

Figure 1: Landing page

4.2 E-Learning platform — Front end

The E-Learning platform’s front end is designed to be as user-friendly as possible. It gives an
overview of the available courses on the platform and displays additional offers, such as a Wiki
for example. It is also possible to log in if a user account is already available. A new account can
also be created on the front end.

4.2.1 Login as a user already registered

To login with an existing account it is necessary to click on the “Log in” button in the upper right
corner on the front page.

= SFH eLP You are not logged in. {Log in)

“lnterreg H

Danube Transnational Programme

Figure 2: Log in button
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On the next page, i.e. linked subpage, the user is required to log in with his or her username and
the correspondent password.

[ b}

interreg @

Danube Transnational Programme

Forgotten your username or
password?

Cookies must be enabled in your

Remember username browser @

B Some courses may allow guest
Log in
access

Log in as a guest

Is this your first time here?

For full access to this site, you first need to create an account.

Create new account

Figure 3: Log in window

4.2.2 Create a new user account

If there is no existing user account, it is possible to create a new one. Therefore, it is necessary
to click on the “Log in” button in the upper right corner of the front-end page as shown in 1.3.1.
On the opened page, there is the option “Create new account”. With a click on that button, it is
possible to get access to the user account for the platform.
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[ n

interreg @

Danube Transnational Programme

Forgotten your username or
password?

Cookies must be enabled in your
Remember username browser g

o Some courses may allow guest
Log in
access

Log in as a guest

Is this your first time here?

\or full access to this site, you first need to create an account.

Create new account

Figure 3: Log in window

After clicking on the button, a template opens up in which all necessary data can be filled in.
Once this is done, you can create a new account by clicking on the button “Create my new
account’. Afterwards you have to register, for which an Email link will be sent automatically to the
given address. By clicking on this link, the registration is completed and the user account can be
used.
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New account

Collapse all

Choose your username and password

Username ! )
The password must have at least 8 characters, at least 1 digit(s), at least 1 lower
case letter(s), at least 1 upper case letter(s), at least 1 non-alphanumeric
character(s) such as as *, -, or #

Password ! )

More details

Email address D

Email (again) 0

First name ! )

Surname 0

City/town

Country

Select a country =

Create my new account Cancel

There are required fields in this form marked @ .

Figure 4: Create new account
4.3 Home

After logging in with the user account, you are redirected to the home-site. Here you can see all
courses with a short description and all available additional offers, e.g. BigBlueButton, link to the
SFH Mapping Tool or the glossary. Events and announcements are displayed on the right-hand
side. On the left-hand side, the tabs "Dashboard", “Calendar”, “Private files” are selectable.
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= SFHelP A& ® Admin User

Dashbasrd Interreg W

COURSES

Available courses

Novel technologies for Smart manufacturing *

Novel technologias in general. e. g.Industry 4.0, T, Cyber physical systems,

Production process models supporting Smart Manufacturing * UPCOMING EVENTS

There are no upcoming events
Go to calandar.

xamples for madels are: Design for X, FMEA, 6 SIGMA, SPC, TPM, S
ethod, Jidoka (Poka-Yoks or Andon), VSM (Value Strear

KANBAN, KAIZEN or ather
pping). TOC (Theary

man

LATEST
ANNOUNCEMENTS
HR management systems supporting Smart manufacturing *
Add a new topic.
HR management systems deal with the i ‘work and human r: d thus supp manufacturing. No announcements have been

posted yat )
Additional topics ¥

SFH Training Academy
Training material courses of the Smart Factory Hub Training Academy, which took place on 24.04. - 26.04.2018 in Stuttgart

anufacturing) and Indusiry

Webinars *

Figure 5: Home site

The six courses on the Moodle platform are listed on the home site. With a click on its name, it is
possible to see the different course modules.

4.3.1 Courses

The course structure and its respective modules follow the training curricula described in D5.2.1.

After clicking on a course, for example on “Novel technologies for Smart manufacturing”, you are
able to enrol for the course. After completion, the course opens up and the course modules
become visible (see below).

On the left-hand side, there are different tabs that can be selected. With a click on “Participants”,
it is possible to see the course participants. Badges, Competencies and Grades are not of further
importance at the current moment for the E-Learning platform.

Underneath these mentioned tabs are all course modules of the selected course. With a click on
one of these, you will directly get to the selected course module.
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okerres @ SFH el P & ® AdminUser

Novel technologies for Smart manufacturing o -

Home / Courses / NovTech

our progress @ COURSES

Announcsments

-
; : sy
L o Next-gen manufacturing systems g
Next-gen manufacturing mated and smart decisions (e g production scheduling), offer inteligent machine appications, seamiess engineering integration and allow for remote visualization, monitaring, control Phe
- alerts, production scheduiing o
& D Smant
All o
-
-
-
- ; ]
» A ufa :
Funt
- R
- P
Cloud storage/ processing
Cloud storage/processing offer data storage and application processing on secure cloud servers
-

Edge. F

Data analytics

Data analytics is based on advance decision aigorithms & real-time analytics

Big Data and Data Analytics

Figure 6: Sub-level of a course

The structure of the course page “Novel technologies for Smart manufacturing” is as follows:
Under the title of the course module, you are able to find a short explanation of what the
individual chapters are about. Depending on the respective module, the user can for example
find a so-called lesson activity, which can be started by clicking on it. For an explanation, see
1.3.5. Then follows a summary of what was learned by working through the lesson. Finally, there
is a folder with further content, which contains further interesting and helpful documents on the
topic. It is possible that there are different structures of the course content in the other courses /
modules.
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Further content

MNext-gen manufacturing processing1.PDF
MNext-gen manufacturing processing2.pdf
MNext-gen manufacturing processing3.pdf
MNext-gen manufacturing processing4.pdf

Next-gen manufacturing processings.pdf

E I S S

MNext-gen manufacturing processingé.pdf

% Next-gen manufacturing processing7.mp4

- Smart Factory and manufacturing ump to...

L

Figure 7: Further content sub-level

Other existing courses, such as the “Additional topics” course, are structured differently.

= aterres @ SFH ol P

Additional topics
AddTo
Home / Courses / AddTo
Your progress @
Announcements
i Business innovation and role of technology
u Business innovation s the organisation's process for Introducing new ideas. workflows, methadologies, services or products and the role of technology

B Futher content

nsfer management

it of the process of transfering technology from the places and groups of its origin to wider distribution among more people and places

Intellectual property rights
s are the rights grant

Intellectual proper

wres that computer programs will be protected as iterary works under the Beme Canvention and outines how databases should be protected. It also expands intemational copyright rules to

& ® AdminUser

COURSES

Figure 8: Different course structure 1

The topic “Intellectual property rights” contains an explanation of what intellectual property is. The
next subcategories points to the different categories of intellectual property. With a click on

Categories of Intellectual Property, it opens another page with information.
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= interrea ™ SFH gl P A ® AdminUser

Additional topics

Home | Caurses | AddTo / Intellectual property rights / Catagories of IntelBectual Proparty Tumn editing an

Categories of Intellectual Property & - TABLE OF CONTENTS

1. Patents

applicatian

Plant Varisties

jal discovery, theory ar meshod
"

COURSES

SFH Training Academy
Wabinars

Al courses
k4

-« What is Intellectual Property? jump o . Self-Assessment Test b

Figure 9: Different course structure 2

Here the important things about the categories of Intellectual Property are explained in more
detail. You can go to the next information page or to the previous page using the arrows in the
upper right-hand corner below the setting gear. The arrows in the lower right corner are used to
switch to the other sub-categories.

Another point of the topic “Intellectual property rights” is a self-control test and information about
impacts of intellectual property.

As with nearly every topic, at the end there is a folder with further content.

These two course structures were only presented as examples. All other courses may differ from
the explained ones, but should be intuitive to use so that all information can be retrieved.

Another special course is the “SFH Training Academy” course. Here all contents are uploaded,
which were used during the workshop in Stuttgart from 24.04.2018 - 26.04.2018. The
presentations given there can be worked through based on so-called “lessons” (see 1.4.2).

4.3.2 Lesson

You can find the so-called lesson in the course “Novel technologies for Smart manufacturing”.
The lesson is indicated by the marked symbol in the text. With a click on this heading, a new
page opens.
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Badges %2 Announcements ©* Novel technologies for Smart
manufacturing
Competencies ,? Production process models

7 supporting Smart Manufacturin,
Next-gen manufacturing systems pporting 9
Grades %# HR management systems
Next-gen manufacturing systems make automated and smart decisions (e.g. production scheduling), offer intelligent machine applications

3 o N N - supporting Smart manufacturing
seamless engineering integration and allow for remote visualization, monitoring, control, alerts, production scheduling and execution

M General * Additonal topics

? Webinars
B Next-gen manufaciuring *

systems

Eﬁ Smart Factory and manufacturing a All courses

In this course you will understand the base of Smart factories and manufacturing. A Smart factory is an environment where
automation and self-optimization are used to increase the efficiency of production plants. Sensors and computing power are attached
to the machinery and equipment and enable automation and self-optimization. In this way. digitization helps to improve production

Figure 10: Lesson activity

M Cloud storage/ processing

With a click on the lesson, you can start it. A presentation on the selected topic follows. With the
button “next page”, slides can be forwarded. Similarly, slides can be switched back with the
button “previous page”. The buttons are located under each slide.

Previous page

Next page

= A ® AdminUser -
NovTech Smart Factory and manufacturing e & COURSES
Participants Preview Edit Reports Grade essays n:]:ﬂ:f::zr!‘:;nnolog\es for smart
P . . . £* Production process models
Badoes What Were Your Possibilities to React to Errors in the Production System in supporting Smar’fMamng
Competencies Tradltlonal Factorles? %? HR management systems
supporting Smart manufacturing
Grades f,# Additonal topics
Shaili#i ] ,? Webinars
N General What Were Your Possibilities to React to Errors in the "
All courses
Production System in Traditional Factories?
B Next-gen manufacturing
systems You call a colleague and ask him to handle the situation for you.
Disadvantages
@8 Cloud storage/ processing = Your colleague does not have the full overview over the situation
* Your colleague does also not have the authority to meet the
@ Data analytics necessary decisions.
= The time the colleague needs to come to a valid solution could be .
W Cybersecurity too long.
W Intelligent sensors/ actors You delegate the problem to your supervisor.
Disadvantages:
@8 Cyber physical systems = Your supervisor does not have all the detailed information that is
relevant to appropriately react to the situation
M MMobile Workforce » The time the supenvisor needs to come to a valid solution could be B
too long.
- Additive manufacturing
W Robotics You leave the conference or meeting and try to get to your office as
quickly as possible.
e Disadvantages
B Physical and cognitive
as;slame ¢ 3Possmlllly » The time you need to reach your office could be too long. ,
+ Also you have to leave an important meeting ]
Home
-
Dashooare Z Fraunhofer
a0
Calendar
Private files

Figure 11: Next page and previous page buttons

Quizzes are embedded into a few lessons. Exemplary, these can look close to this:
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rades

General

Next-gen manufacturing
systems

Cloud storage/ processing

Data analytics

Cybersecurity

Intelligent sensors/ actors

Cyber physical systems

Mobile Workforce

Additive manufacturing

Robotics

Physical and cognitive

Smart Factory and manufacturing e

Preview Edit Reports Grade essays

What is the main difference between Smart Factories and common production systems?

Common production systems are more flexible than Smart Factories.

Common Facteries improve efficiency through the intelligent utilization of networking and data.

Smart Factories improve efficiency through the intelligent utilization of networking and data

ﬁv

Figure 12: Quiz 1

Additionally, quizzes can appear subsequently to a use case:

Interconnected Value Chain

= In production environments where different factories and
different suppliers have to be coordinated, the OEM has
the chance to exploit the potential that arises from
digitalization, to improve the production planning and on-

Use Case 1: Smart Manufacturing
@
l ‘o
time delivery by tracking and tracing of the complete value ' ﬁ b
chain and by equipping its employees with KPI- ‘0 .
.

Dashboard solutions *

*
= Al relevant stakeholders (e.g. several OEM factories and 00‘
OEM Factory

suppliers) for the production of a plant at customer site
What is one of the main benefits from the interconnectedness of different Smart

.

<

‘lll

are connected through lloT technology.

= Intelligent algorithms help focusing on relevant data. If
there are any deviations from planned events and dates,
the system will inform and offer solutions.

=  Benefits of operational excellence can be strengthened by
these solutions

OEM Factory | | Supplier Fact.

Factories?
§ : Production status surveillance
Automated documentation . Scheieg systom toc the and tracking and thereby enabled
management system. kers. reactions to deviations

Z Fraunhofer
1A0

=49#section-8

Automated documentation management system

Production status surveillance and tracking and thereby enabled reactions to deviations.

Scheduling system for the workers.

Figure 13: Exemplary use case
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If a lesson has already been activated and is later re-called, the following text field appears:

A ® AdminUser -

= Interreg M SFH el P
NovTech H H
Novel technologies for Smart manufacturing
Parti it
areipants Home / Courses / NovTech Next-gen manufacturing systems / Smart Factory and manufacturing / Preview
Badges
Competencies G
- COURSES

Smart Factory and manufacturing e

Novel technelegies for Smart
manufacturing

Grades

You have seen more than one page of this lesson already.

i General ’ | g
Do you want to start at the Iast page you saw? Production process models
B Next-gen manufacturing supporting Smart Manufacturing

systems Yes No HR management systems

supporting Smart manufacturing

Further content b Additonal topics

@ Cloud storage/ processing < Announcements Jump 1o N
Webinars

Data analytics All courses

M Cybersecurity

Figure 14: Revisiting a lesson

Clicking “Yes” displays the slide that was stopped last time. It is therefore possible to interrupt
lessons and continue them at a later point of time. By clicking “No”, the lesson restarts from the
first slide. A textual status bar indicates the progress on each course module as seen in the

picture below:

* Undersianding the current siaie and challenges of the smart Factory
and Manufacturing concept.

—
Z Fraunhofer
1AD

Previous page Next page

You have completed 9% of the lesson

9%

Figure 15: Lesson progress status

4.3.3 BigBlueButton

On the home site there is a button “Access to conferencing session” which allows you to access
BigBlueButton for conferencing sessions and recording for later use.
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Site administration

I Glossary
2 | Mapping Tool
L
How fo use the tool

@ Access to conferencing session

= SFH elLP A ® AdminUser -]
Home b -
Dashboard “lnterreg H
Danube Transnational Programme
Calendar
Private files
COURSES

Novel technologies for Smart
manufacturing

Production process models
supporting Smart Manufacturing

HR management systems
supporting Smart manufacturing

Available courses Additonal topics

Webinars

Novel technologies for Smart manufacturing All COUrSES ...

Figure 16: BigBlueButton 1

As moderator of the conferencing session: To start a conferencing session or to join and listen to
one, you have to click on the “Access to conferencing session” button. Then click “Join session”.

= _lnterreg @ SFH el P A ® AdminUser e
e Smart Factory Hub E-Learning Platform
Dashibozrd Home / Site pages / Access to conferencing session
Calendar
Private files &
- COURSES

Access to conferencing session

Site administration Novel technologies for Smart
manufacturing
Production process models
supporting Smart Manufacturing

This conference room is ready. You can join the session now.

HR management systems
supporting Smart manufacturing

Additonal topics
Webinars

Recordings
All courses

There are no recording to show.

Figure 17: BigBlueButton 2

A new tab will now open. Then you have to decide if you want to participate with your
microphone or if you just want to listen.
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How do you want to join the audio?

$ @

Microphone Listen Only
Cancel

Figure 18: BigBlueButton 3

As a moderator: Please pick the option to join with microphone.
As a listener only: Decide if you want to join with microphone or not.

If you chose “with microphone”, you have to test your audio settings. Please follow the shown
instructions. After all settings have been configured, the conference room is ready for use.
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E m Access to conferencing session 2
Users — O Presentation _ O Chat - o
Status | Name Media Public | Options
o1 Admin User (you) 10:2,
Welcome to Access to conferencing session!
For help en using BigBlueButton see these (short) tutorial videos.
To join the audio bridge click the phone icon (top center). Please use a
headset to avoid causing background noise for others.
This session may be recorded.
This server is running BigBlueButton.
©)(e]
Webcams _o
send
sy
(<) 2017 BigBlusButton Inc. (buikd 601) (AJ [_English v J [ Default Layout v (@

Figure 19: BigBlueButton 4

There are many different possibilities and settings in the conferencing room, which are explained
below. In the upper left corner, four icons are displayed. With the first one, you are able to share
your own screen with the others. To use this, simply follow the steps shown after clicking on it.
With the second, the audio settings can be recalled to decide whether to listen or to use the
microphone. In the icon next to it the webcam, if available and needed, can be switched on. By

clicking on the last icon, the recording of the session can be started if this is desired. Please click
“Yes” when you confirm the recording to start it.

T@meme

Confirm recording

Are you sure you want to start recording
the session?

Yes l No ]

Figure 20: BigBlueButton 5
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Below the four already explained icons there is a field showing all users participating in the
session. It is possible to see their status, name and media. To change his personal status or, for
example, to show other participants or the presenter if the content was understandable, you can
click on the smiley button below the user list. There are nine different status options to express its
personal temporary state of mind, to report or to evaluate (Figure 18).

=io lAllG_

Users O  Presentation

Status | Name Media

G Admin User (you)

¥ | Raise hand status

l@] Happy status
@J Meutral status
@J Sad status
@J Confused status

@ Away status
&J Thumbs Up status

‘ Thumbs Down status

@J Applause status
© Close

Webcams [

Figure 21: BigBlueButton 6
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== 1o I

Users _ O Presentation

Status | Name Media

@ Gi Admin User (you)

Clear all status icons
‘ Mute All Users
‘ Mute All Users Except Prasenter: Admin User

a Lock Viewers ...

lg] EJ Breakout Rooms ...

Figure 22: BigBlueButton 7

Next to the status button, there is the settings button. Here it is possible to clear all status icons,
to mute all users except the presenter and to lock viewers (Figure 18).

Under the user field, there is a field called “Webcams”, which shows a list of all active webcams.

On the right-hand side there is a field called “Chat” with two different opportunities. In the “Public
chat, all users can see this chat and can participate. In the “Options” chat, it is possible to select

a person to chat with privately.

Above the chat window, there are three more buttons.
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With a click on the “Shortcut Keys”-button, you will see all the possible shortcuts that can be used
in BigBlueButton.

Access to conferencing session Shortcut Keys

Presentation — O Chat

Public Options

Welcome to Access to conferencing session!

For help on using BigBlueButton see these (short) tuto
videos.

To join the audic bridge click the phone icon (top cente
Please use a headset to avoid causing background|
for others.

This session may be recorded.

This server is running BigBlueButton.
Shortcut Keys - O x

Global shortcuts | »

The full list of shartcuts are only supported in Internet Explorer

Shortcut Function

control+Minus Minimize current window (+]
confrol+Plus Maximize current window

control+shift+0 Focus out of the Flash window

control+shift+1 Mave focus to the Users window _
control+shift+2 Move focus to the Webcam window -
control+shift+3 Move focus to the Presentation window
control+shift+4 Move focus to the Chat window

control+shift+5 Move focus to the Closed Caption window -
control+shift+B Open webcam sharing window

control+shift+H Openffocus to shortcut help window

control+shiftsL Log out of this meeting 1

Figure 23: BigBlueButton 8

Next to the “Shortcut Keys” button is a button with a question mark, which symbolizes the help
button. Beside is the “log out” button for leaving the virtual conference room.

In the lower right corner, you can set the language and select the layout that is most useful for
the purpose from various options.

lAJ | English v || Default. Lifyout v | g

m— s — = s —

Figure 24: BigBlueButton 9
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To upload a presentation, pictures or other files and documents to be shown during the
conference, click on the marked button in the presentation field in the lower left corner (Figure
21). Then the files to be used can be selected (Figure 22).

= 2 -0 ® ] Access to conferencing session Tastaturkirze! [iied
Teilnehmer _ Chat
Status | Name. Medien Alle | Optionen
Admin User (Sie)
i ! 12:1
Welcome to Access to conferencing session!
For help on using BigBlueButton see these (short) tutorial videos.
To join the audio bridge click the phene icon (top center). Please use a
headset to avoid causing background noise for others.
This session may be recorded.
This server is running BigBlueButton.
Einstellungen
pvebcam Sammelfenster _
Absendd

Figure 25: BigBlueButton 10
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Add Files to Your Presentation

Mo file selected | Select File | =9

Upload any office document or Portable Document Format (PDF) file. For best results upload
PDF.

| Close |

Figure 26: BigBlueButton 11

After uploading the selected file, various actions are possible: to start a poll, to go to the next
slide, to go to the previous slide, to zoom, to fit the presentation to width or to page when
needed.

As soon as you move the mouse over the slides, a menu with various options appears on the
right margin. There it is also possible to pan and zoom, to write on the slides, to draw different
forms like a rectangle, a circle or a triangle. Also implementing text is possible. In addition, there
are different colour and thickness options.
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[ ] [@] Access to conferencing session shortcut Keys |3
sers _ & Presentation: Smart supply network5.paf _ o chat _o
Status | Name Media

Public | Options
ke o Acmin user (vc

strategy& =t

Welcome to Access to conferencing session!

For help on using BigBlueButton see these (short) tutorial
videos

To join the audie bridge click the phone icen (top center).
Please use a headset to aveid causing background noise
for others.

This session may be recorded.

This server is running BigBlueButton.

Industry 4.0

How digitization
makes the supply

o)(e] chain more
= efficient, agile, and
customer-focused
_B
pwe
nN pDm|Ee ikl —
. e LA [ English v | [ Default Layout v iz

Figure 27: BigBlueButton 12

After ending the conferencing session just click on the “log out” button in the upper right corner.
Then confirm your logout.

I | » R

Confirm Logout -

Are you sure you want to log out?

Yes l No |

Figure 28: BigBlueButton 13
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