
Instructions for VTC with DoD Passport Agents and DoD Passport & Visa Office Staff

· Select time that you would like to dial in

Available times are as follows:

18 Nov 2014 @ 0900 / 1300 / 1500
20 Nov 2014 @ 0900 / 1300 / 1500

** all times are scheduled according to Eastern Standard Time

** Sessions being held at 1500 are specifically for DoD Passport Agents on the 
West Coast, Hawaii, Korea, and Japan ONLY.  

** Maximum number of connections per session is 30, so sessions are assigned on a first-come / first-served basis.  If the selection you have requested has been filled, you will be pushed to the next available session

** If you are located in Europe, please be sure to specify that in your email so that we can make every effort to honor your requested time slot

· Fill out ITA UVTC Bridge Reservation Form and return to DoD Pasport Office NLT COB 12 November 2014.  
· Once received, you will be receive confirmation of receipt and subsequently be notified when your session assignment is confirmed 
· When you receive confirmation/session assignment, you will be provided with a test number (recommend all end-sites perform a connectivity test PRIOR to the actual VTC to be sure that they are able to connect without issues).

 

NOTES:
Summary of the VTCs will be sent to all agents who do not have access to VTC capabilities
Agents are strongly encouraged to attend – facility managers are optional
Strongly recommend that all the endpoints that are going to participant in VTC calls with HQDA resources should make test calls to the bridge.  These test calls should be made BEFORE THE SCHEDULED MEETINGS to verify they can connect to our resources without issues prior to the schedule meetings."  
All end points should contact the ITA Bridge (703-697-9663) or ITA VTC Technicians (703)545-1645 to conduct tests
When calling the bridge, inform them know the date that your VTC is scheduled for and let them know that the alias for the conference room being used for the VTC is 6928655515 / IP is 134.11.194.46
