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Introduction 

• Ncompass allows you to publish your 

videoconference event both in the Ncompass Public 

Events listing and the OTN Learning Centre.  

 

• Furthermore, Ncompass allows you to add 

attachments to your event that are accessible from 

both the Ncompass Public Events listing and the 

Learning Centre.  
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Publishing Your Event 

[1] To publish your event, 

locate the event and click the 

Publish Event button located 

to the right of the screen. You 

will now be brought to the 

Manage Publication screen 

where you can adjust the 

publication options for the 

given event.   
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 [2] The first option allows 

you to select whether there 

are participant fees 

associated with the event. 

 

[3] All published events can 

be viewed in both the 

Learning Centre and the 

Ncompass Public Events 

listing. Select whether you 

want your contact details to 

be published and made 

available. The default 

selection is yes. 

 

[4] Select the Publish Event 

button to finalize your 

selections. 
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[5] If at anytime, you need to  

“unpublish” your event, 

please click the Manage 

Publication button and select 

the Unpublish Event  button 

located on the right side of 

the screen. 

 

[6] The Manage Attachments 

button allows you to add any 

attachments to your event in 

Ncompass. If you choose to 

have your event published in 

the Learning Centre, then the 

attachments will also be 

accessible there.  
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[7] To add an attachment, 

please press the Add File 

button. You will now be able 

to browse and select the file 

you would like to attach to the 

event. Please note, you can 

attach as many documents 

as required, however,  50 MB 

is the maximum capacity.  

 

[8] In the Description field 

you will be able to provide a 

short title of the file being 

attached. 
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[9] Press the Save Changes button to ensure that your attachments are now 

linked to the event. You will also notice that you have the option to remove 

attachments if necessary. Please note that you will not be able to add the same 

file more than once and files can be added or removed at any time.  
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The Notify Participants button 

is useful when corresponding 

with participants enrolled in 

an event.  

 

[10] When the Notify 

Participants button is clicked, 

MS Outlook or any other type 

of Email based application 

will be launched. 
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The “subject” line contains the event number. The Bcc field include email addresses pulled 

from Contact Email field under each of the Participating Systems registered. The body of 

the email includes pertinent details regarding the event. Nearer the bottom of the email is a 

URL link that Ncompass Users can use to locate the event.  Slide 10 
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Ncompass Terminology 

Auto Initiate An Ncompass feature that enables events to start and end 

automatically without manual intervention. This means that if you 

schedule an event to start at 8:00 AM, the systems involved will 

automatically connect at that time, providing the 

videoconferencing systems have been turned on 

Clinical Event An event that directly or indirectly discloses patient information.  

Event Access A field in Ncompass that determines whether participants can 

register/deregister their own systems for the event.  

Multipoint An event that involves more than three sites in a 

videoconference.   Any multipoint event requires a bridge.  A 

bridge acts like the hub of a wheel, bringing together the spokes 

or in this case the individual sites in a videoconference. All multi- 

point events have a clearly defined start and end time and must 

be scheduled at least 30 minutes before they are to occur.  
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Ncompass Terminology 

Ncompass Ncompass is an online scheduling tool designed for OTN 

Members to schedule and manage videoconferencing events. 

It’s simple to use, secure and gives OTN Members access to the 

same scheduling information as OTN’s Scheduling Services.  

Point-to-point An event that takes place between two videoconference 

systems and does not require the involvement of a bridge. 

Consequently, point-to-point calls can be scheduled at any time. 

In addition, point-to-point events provide users with portal calling 

features.  

Private Event The host registers the sites that will attend the event. It is also 

the host’s responsibility to contact all the participants that are 

registered.  

Public Event The event is published in Ncompass and participants can 

register their own system to the event.  
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