Remote Testing Procedures
Once the participant is scheduled, the participant will receive e-mail instructions for joining the interview on their scheduled date and time. The instructions the participant will receive will look as follows:
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The emailed instructions will contain:
(1) A telephone number for the voice/audio portion of the discussion.
(2) Directions for joining the web conference using GotoMeeting.  
GoToMeeting is an online web conferencing service that will allow the interviewer to project the messages being tested on the computer screen, during the interview. Participants will be able to, on their own computer screen, see the messages as they are being shown on the interviewer’s computer screen. While the participant will be able to see what is on the interviewer’s computer screen, the participant will not be able to change it – and the interviewer will not be able to see or access in any way the participant’s computer screen.  

Although GoToMeeting allows for video capabilities, they will not be used for these interviews.  Neither the interviewer nor the participant will be able to see each other. 

The e-mailed instructions will also include an information sheet. The information sheet will include all of the elements required for informed consent but will not require the signature of the participant. 

On the day of the interview, the participant will first call in on the telephone line. The participant will then follow the procedures to join the web conference using GotoMeeting. The screenshots on the following pages illustrate the interface/procedures that participants will follow to join the web conference.
 Step 1: From the GotoMeeting homepage, they will click on the “Join Meeting” button at the top of the page. 
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Step 2: They will enter the unique meeting ID # that was provided to them in the instructions.
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Step 3: Once the participant enters the Meeting ID #, the system will lead them to the online meeting space. In other words, at that point they will be able to see what is on the interviewer’s computer screen; this will be a welcome message that will read “Welcome to the interview. We will start at [TIME]” and will also include the 1) OMB control number, 2) the project/form title, and 3) the OMB burden statement (that corresponds to each interview).  
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[bookmark: _GoBack]Once participant views the entry screen, the interview will begin. 
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‘Thank you for your interest in taking part in a CDC — sponsored interview about Legionella. During the interview, you will be asked about your
opinions regarding messages and resources related to Legionella.

o participate in the interview, you will need to join both online (o the computer) and by phone. Please join at your scheduled [Date/Time}. Follow
the instructions below to join the interview.

Step 1: Join by phone
Phone #: 1-888-x0-000x Participant code: 00000 #

tep 2: Join online

Go to http://www.gotomeeting.com/ and click on the link for “loin a Meeting” at the top of the page. Enter the Meeting ID # XXX-0X-K00

Or you can simply use this direct link: http://www2.gotomeeting.com/join/x0000000x.

The system will prompt you to write your name and e-mail. Please write only your first name. Do not write your last name or e-mail address.
Prior to the day of the meeting, please read the attached information sheet.

I you have any questions, contact [Name] at [phone #] or [e-maill.

sincerely,

[Name]
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