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The RITIS Meeting Tool

Preface
The I-95 Corridor Coalition is planning to form a number of targeted “User Groups” (Winter Weather, Work 
Zone Coordination, Freight Planning) to better react to and/or support critical event response, closures and 
other Planning and Operations needs. The RITIS Meeting tool was developed to enhance situational 
awareness and collaborative decision-making for the aforementioned, as well as other use cases.

RITIS Meeting will greatly complement these cooperative efforts of the Coalition, via the tool’s built-in 
“webinar” functionality that allows for: sharing and monitoring of a number of data layers (weather, 
incidents, probe speed data, etc.);  presenting and sharing event timelines; showing documents; 
drawing/annotating on the screen; meeting note-taking, and; attendee polling. Further, a comprehensive 
log will be instantly created and automatically distributed to attendees at the conclusion of a meeting. 
And, participants can use RITIS Meeting on any modern PC or tablet device.

Cover photos source: http://www.i95coalition.org

Using this Guide
This guide is divided into two sections: the Meeting Management screen & the Meeting in Progress 
screen, and covers both Host and Participant screens and functions.

Each section starts with an overview of the main screens – layout ● general functionality ● basic controls –
then breaks down each  of the elements on those screens simply, clearly and completely. Screenshots of 
the application are used for easy reference, rapidly building understanding and familiarity with the tool.

Stepping through the guide, along with the tool active on a monitor, provides a quick and easy tutorial so 
that in no time, any user can begin to leverage the power and benefits of RITIS Meeting.

Benefits of  the 
RITIS Meeting Tool

Before the Meeting
• Quickly create a meeting schedule and 

agenda that’s displayed on the screen
• Single click to generate a meeting link 

to send to all participants
• Faster call management (eliminates 

the need for roll-call)

During the Meeting
• Shared view of an event
• Continuous monitoring throughout an 

event
• Interactive mapping – data layer 

control, share documents, draw on the 
screen

• Open and transparent decision-
making (e.g.; real-time polling)

After the Meeting
• Meeting Log instantly created upon 

logout
• Emails with a link to the Meeting Log 

automatically sent to all participants
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What’s New in RITIS Meeting

Clickable Link Feature
We’ve added the ability to create clickable links that can be placed in a Timeline box, 
allowing meeting participants to directly download documents to their computers, and you 
can directly enter web URLs for website access  (see page 10).

PDF Documents
You now can upload pdf documents in the Show Document feature, improving the usability of presenting 
and discussing  information, as well as creating clickable links to those documents (see below).

Misc. Updates
A number of other feature or functionality improvements were deployed – such as the ability to sort Timeline boxes by click and                                              
drag - to make RITIS Meeting even better and more usable.

Meeting Logs
The Meeting Log layout has been updated to give a cleaner appearance and more discrete sections, as well as 
additional functionality (e.g.; you can click on “jump-to-file” buttons to move quickly to documents shared in 
the meeting). And, you will be sent a link to the Log (as opposed to a pdf as before) so that exceedingly large 
files don’t exceed Agencies’ maximum file size limits.

“jump-to-file” button

Enhanced Layer List
When you click on Incidents and Events in the Layer List, you will have the option to Hide Workzone Events, so 
you can quickly find other events, like traffic congestion, collisions, special events, etc.

Document Management
We’ve added the ability to edit, save and delete documents already uploaded under the Uploaded Files tab (see page 12).
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Accessing the RITIS Meeting Tool

1. Start by going to: http://meeting.ritis.org

2. Log into the tool using your RITIS account email and 
password 

3. Forgot your password? Click Forgot Password? and 
a new password will be emailed to you

4. If necessary, click on “Contact Us” to send an email 
to the RITIS Support Team

5. You can also click on “About” to go to UMD’s CATT 
Lab homepage

How to access the RITIS Meeting tool…

http://meeting.ritis.org/
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The “Meeting Management” Screen
For the Meeting Host



The Meeting Management Screen
 There are two basic areas of the Meeting Management screen used by the meeting Host:

Scheduled Meetings list
Here’s where you’ll manage all your meetings. Pertinent information related to a meeting (date, time, call number) are clearly presented and delineated. 
You can schedule, start (or rejoin) the meeting, edit meeting information, send participants a link to the meeting or delete the meeting entirely.

1

Meeting Logs list
Once you end a meeting, a log of that meeting will be instantly created as a pdf and shown in this 
list. You can view the log at any time, as well as save it or print it.

2

2

1

Click on the Edit This 
Meeting icon      to edit 
a meeting.

Click on the chain link icon 
for a meeting link to 

send to participants:

Click here to Log Out of 
RITIS Meeting.

Click the Add New 
Meeting button to 
schedule a meeting in 
the Add New Meeting
screen (see page 6).
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Click on the Delete This 
Meeting icon       to 
delete a meeting.

Click on Start Meeting 
button to start your 
meeting. Alternatively, 
you can also rejoin a 
meeting, using the

button 
(when available).

Click the View Log 
button to view a pdf of 
the meeting log (see 
page 24 for Meeting 
Log example).

Click on the About link to 
visit the CATT Laboratory 
web site.

Click on the Contact Us 
link for sending an email 
to RITIS support.

If you already have a 
meeting in session 
(denoted by                   ), 
you cannot start a new 
meeting without first 
ending the current 
meeting in session.



Add New Meeting

How to use the Add New Meeting page…
Add New Meeting is very simple and easy to use: simply click on the boxes to add in your 
information, or; click on the down arrows to choose time (hour, minute, AM or PM), your state, 
or a specific county (or the entire state). There’s an input validation feature that will identify an 
input error, with a suggested corrective action:

You can create a meeting checklist (agenda) by simply typing an item into each box (and if you 
run out of space, either press the Enter key or click on the “Add another checklist item” to add 
another box), or use the drop down box to choose an existing checklist.

Once you’ve filled out the form to your satisfaction, simply click on Add New Meeting to create 
the meeting on your Scheduled Meetings list (see page 5). You can also use the Cancel button to 
remove the information and return to the Scheduled Meetings list.

Clicking on the Contact Us link will open an email to support@ritis.org for you to share feedback 
or get technical support. Clicking on the About link will take you to the CATT Lab website: 
http://www.cattlab.umd.edu/)

To edit a meeting from the Scheduled Meeting list (see page 5), 
click on the edit icon     next to the meeting you wish to edit. The 
Edit Meeting screen appears (essentially the same as the Add 
New Meeting screen). After making your changes, click on the 
Edit Meeting button to save, or click Cancel to exit without 
making any changes. 7

 This page allows you to create a new meeting:

mailto:support@ritis.org
http://www.cattlab.umd.edu/
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The “Meeting in Progress” Screen
(for the Meeting Host)
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The “Meeting in Progress” Screen

Click on Add Another 
Entry bar to add 
Timeline boxes. You can 
enter event and timeline 
info, and clickable links 
(see pages 9 and 10).

9

Click on this tab to see 
your meeting details. 
Click on the     icon to 
edit meeting details.

 After the Host starts a meeting, the “meeting in progress” screen will appear:

C

B

D

Meeting Details/Checklist and Timeline Column
The first tab (e.g.; Overview…) will show a summary of meeting information; Checklist will show you 
the meeting items. Forecast allows you to create event/timeline information (e.g. weather, alerts).  

A Map/Document Area
This area can be used to: zoom, pan an re-center the map; share documents; show a number of real-
time data layers; see various weather conditions, share the cursor and draw on the map.

B

The Polling Area
This area allows you to create, conduct and post results of different 
types of polls of the meeting attendees.

Attendance/Questions
Meeting host, presenters and participants will all be shown here. You can 
also use this area for managing participants questions and requests to speak. 

DC

Click on Checklist to see 
your checklist items. 
Click on the     icon to 
edit your meeting 
checklist or add 
additional checklist 
items.

A

The Interactive Map Bar 
allows you to switch 
views (Map, Document), 
draw and share cursor 
position (see page 11).

Location controls scale 
and locate your areas of 
interest (see page 11).

Click on Meeting Notes 
and Recommendation to 
add information into the 
Meeting Log. Click on End 
Meeting to end your 
meeting and generate a 
Meeting Log (see page 24).

Click the checkboxes in the 
Layer List to activate or 
deactivate a number of 
data layers. Click on the 
header to hide (or show) 
the list (see pages  11 
through 18).

Click on New Poll to create 
and open a poll - results 
will be automatically 
shown above (see page
21).

Use the Attendance list to 
view the host, presenter 
and attendees in your 
meeting. Click on 
Questions when it’s 
flashing orange                 to 
see questions being asked 
or a request to speak, by 
attendees (see pages 22  
and 23).



Meeting Details/Checklist and Timeline Column

How to use the Meeting Details/Checklist boxes…

By default, the Meeting Details information is shown at the top 
(see above and left). Click on the      icon to bring up the Meeting 
Details dialog box. Here you can change any or all of the meeting 
information, and then click Done. Or simply click Cancel to close 
without making changes.

A
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 This area contains information about your meeting and timeline dialog boxes:

Click on the Checklist tab to see the list of items. Click on the     icon 
to bring up the Meeting Checklist dialog box. You can change any 
item by simply highlighting and typing in the box, or add a new item 
by clicking on the “Add another checklist item” bar. Click Done when 
finished, or Cancel to close without making changes.

How to use the Timeline boxes…

You can add event and timeline 
information in the Timeline dialog 
boxes. Click on the Add Another Entry 
bar                                            to open a 
new timeline box:

Type a description in the header, and 
timeline information or a clickable link in 
the bottom box (Note: you must fill out 
both areas, otherwise you will get this 
message when saving:

Once you are satisfied with your entries, 
simply click on the save icon, and your 
information will be saved, like this:
and the save icon changes to an edit icon. 
To edit again, click on the edit icon, or to 
delete, click on the    . To add another box, 
click on the bar at the  bottom of the list:

(Note: you can delete text, and copy & paste text between boxes, as long as the boxes are in edit mode)

(Click on the message to remove it from your screen)

Sort boxes by clicking and 
dragging the header bar

When the # of boxes exceed 
available space, a scroll bar 

will appear on the right



Clickable Link Feature (using Timeline boxes)

How to add clickable links in the Timeline boxes…

A
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 This feature allows the Host to add clickable links to the Timeline boxes, for participants to view and save documents:

1) On the “Meeting in Progress” 
screen, click on the Show Document 
radio button on the button bar;

2) Under the Upload File tab, click 
Select file, then choose a file for 
uploading. Type a Description of 
the file (optional);

3) Then click either the Upload File 
and Share button (the files will be 
uploaded under the Uploaded Files 
tab, and also shared with 
participants onscreen), Upload File 
(file is saved under the Uploaded 
Files tab only) or Cancel;

4) Under the Uploaded Files tab, 
click on the chain link icon      next 
to the file you wish to create a link 
for, then click Copy Link in the 
dropdown bar;

5) Click on Add Another Entry to 
create a new Timeline box 
(alternatively, you can open an 
existing box by clicking the Edit   
icon      ). Type a title in the box 
header, then right click anywhere in 
the box area, then click paste;

6) Click the save icon      . The link is 
now ready to be used by all 
participants.

(Internet Explorer) (Google Chrome)

To access the reports, simply click on 
the link shown in the box, e.g.:

Depending on your browser, click the 
appropriate button to open or save: 

How to use clickable links in the Timeline boxes…

Reading_the_Situation_Report.pdf

Hovering over the link displays a 
thumbnail of the document, with 
detail on who provided the upload, 
at what time, total number of pages 
and page showing in the thumbnail.



The Map/Document Area – Map Controls

The Location Controls allow 
you to zoom in and out (using 
the slider or magnifying glass 
icons), center the screen on 
your initial view (using the 
home icon), and track your 
physical location using the 
crosshair icon (Note: you must 
give permission to use the 
tracking feature). 

Choose to show the Map or 
alternately, click to Show 
Document (see pages 8 & 12).  
Note: you can only upload and 
share image files in jpg, png, 
gif, bmp or tiff formats, and 
pdf files.

12

 This highly interactive and dynamic screen is the “visual core” for meeting attendee discussion and decision-making:

Click the Layer List header bar 
to hide or show the list. Click 
each layer checkbox to see data 
for that layer on the map. A 
separate Evacuation Support 
layer list is also available (see 
pages 13 through 18 for details 
on individual layers).

B

To Draw on the screen, use these buttons to 
(moving left to right): set line color, set line 
thickness, draw a line (see red arrows below), 
undo your changes one at a time or Clear All.

When you activate the 
Weather Radar layer, The 
Weather Selection dropdown 
menu appears, allowing you to 
choose a number of weather 
conditions (see page 14 & 15):

Line Color options Line Thickness options

Check the Share Cursor Position checkbox to allow meeting 
participants to see your cursor location (the cursor will appear as 
a red dot ●). 



The Map/Document Area – Show DocumentB
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 With Show Document, you can upload and share documents* with meeting participants:

(* - at present, only image and pdf file types are supported)

Click on the Show Document radio  button, then the 
Upload File button. You can upload a file, or select a 

previously uploaded file using the Uploaded Files tab:

Click Select File, and choose your file for uploading. If 
you’d like, type a detailed description:

Then click either: Upload File and Share (will be 
immediately shared with meeting attendees);       

Upload File (saves to your Uploaded File list) or Cancel.

The Uploaded File is now being shared.

The Uploaded File is added to the Uploaded File list.

For lengthy documents, you can choose what page to 
start from by clicking on the file, then type in the desired 
page number in the box, then click Present File.

Clicking on a file will show the document management features – edit and 
remove. Click on the edit button to change the file name and description, then 
click save. Click on the red X to remove the document from the Uploaded File list.



Click on any Dynamic Message Sign icon 
to open a popup with more detail:

The Map/Document Area - Traffic-related Data

14

 Click on the checkboxes in the Layer List to activate or deactivate roadway congestion, incidents and events and DMS:

!

Click on any Incidents and Events icon to 
open a popup with more detail:

(When available, click on the Event Timeline 
icon        for more information, see page 17)

B

(Note: you must have the Probe Speed Data
and/or Weather Radar layers activated)

(See page 16 for more detail on 
the  INRIX® Probe Data widget)

First, click on the down arrow to choose 
your Probe Speed Data type:

Then, double-click on any roadway link to 
view detail on either Weather Radar or 
your chosen Speed Data:



Click on Weather Radar to view various 
weather conditions on your screen (Note: 
for Current Condition, as you zoom in, the 
weather radar tiles get larger – see page 
15 for more weather conditions available)

Click on any Road Weather icon to open a 
popup with more detail:

Click on any Weather Alert icon to      
open a popup with more detail:

The Map/Document Area - Weather-related Data

15

 Click on the checkboxes in the Layer List to activate or deactivate weather radar, road weather and weather alerts:

!

B

!



The Map/Document Area – Weather Conditions
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 After clicking in Weather Radar in the Layer List, choose one of five Weather Conditions to see those conditions on your map:

B

In this example, 
clicking on Weather 
Forecast shows the 
forecasted 
precipitation for your 
area, over the next 
three days. Use the 
slider or arrow 
buttons to move the 
indicator by three 
hour increments.

Weather Forecast 
indicators.

Chance of Precipitation

Temperature

Snowfall
Other weather 

conditions available 
are shown on the 

right (Current 
Conditions are 

shown on page 14). 
All Weather 

Conditions screens 
have the same 
functionality.



The Map/Document Area – INRIX® Probe Data
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 This widget provides a number of summaries related to probe data for your selected roadway segment:

B

TMC Info Detail Bar

TMC Speed Graph shows 
various speed data over 

time (Note: the right 
vertical scale measures 
Confidence Score - see 

top right graph).

Click the Weather button 
(when available) for 

weather-related info for 
that location.

When active, click the 
Prev button to go back 

to the previous 
summary widget.

When active, click the 
Next button to advance 

to the next summary 
widget.

Number of widget 
summaries associated 

with this location.

Move your cursor over the graph area to see call-outs of 
data over time (colored dots and a text box with detail).

Legend of the Data Type 
shown in the graph (click 
on the legend text/color 
to toggle the data on/off 

in the graph).

Double-clicking any link 
on the map brings up the 

INRIX® Probe Data
widget.

If you have both Probe Speed 
Data and Weather Radar layers 

activated, when you double-click 
on a link you’ll open this list:

TMC Location Description/Information

Simply click on the 
item you wish to 

view.



The Map/Document Area - Event Timeline

Shows Traffic 
Management Center 
communications (click 
Show full text to read 
dialog).

Shows Notifications and 
Responders.

Shows roadway Lane 
Status (both dir.).

Shows Overhead sign 
messages.

Shows Speed readings.
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 This one-screen overview tool provides visualizations of detailed real-time and historic traffic management center incident data (as available):

Header Bar shows:
• Route/location
• Incident

‒ Type
‒ Vehicles involved

• Weather
• Tool tip
• Map (below)
• Any CCTV feed
• Save timeline (as 

an image).

Hover you mouse 
pointer over any of 
the visualization 
areas to see 
additional detailed 
messages over time 
(Note: not all of the 
messages appear at 
once, only in the 
area your mouse 
pointer is located). 

B



Click on the Evacuation Route checkbox to display all evacuation routes in your area. An Evacuation Filtering box will 
also display, allowing you to select pre-defined Scenarios and/or Phases for States or specific locations. You can 
choose multiple Selected Scenarios, which will display under the Selected Scenarios header. Places that have multiple 
locations are indicated with a     . Click on the green cross to see all locations, then click each location for more info. 

Click on any Traffic Control Point to 
open a popup with more detail:

Click on any Gov’t Vehicle Fueling 
Station icon to open a popup with more 
detail:Click on any Hospital icon to open a 

popup with more detail:

Click on any Comfort Station/Travel 
Service icon to open a popup with more 
detail:

Click on any Public Shelter icon to open 
a popup with more detail:

The Map/Document Area – Evacuation Support List

19

 This list allows you to activate or deactivate layers pertaining to evacuation support: routes, staging areas, hospitals, traffic control points, etc.:

Click on any Staging Area icon to open a 
popup with more detail:

B
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The “Meeting in Progress” Screen
As Seen by Meeting Participants
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The “Meeting in Progress” Screen – as seen by Participants (Traffic/Weather Layer List-generated map shown)

Timeline information -
for weather, traffic 
alerts, significant events
and clickable links– will 
display in this area after 
being entered, and saved 
by the host.

21

The Meeting Details 
area shows the meeting 
name, call-in 
information, meeting 
location and meeting 
description.

 Meeting participants will see this screen when they join the meeting:

C

B

D

Meeting Details/Forecast Column
Participants will be able to view meeting details (meeting name, date, time, etc.). Forecast allows 
participants to view event/timeline information (e.g. weather). 

A Map/Document Area
Participants will see a map and be able to view various data layers (weather, devices, probe speed 
data) and any documents being shared by the host.

B

The Polling Area
This area allows participants to take part in, and view the results of any 
polls conducted by the host during the meeting. 

Meeting Attendance/Submit Questions
Meeting host, presenters and participants will all be shown here. 
Participants can also use this area to submit a question or request to speak. 

DC

A

Click on Meeting Notes to 
add information into the 
Meeting Log. Click on Leave 
Meeting if necessary (you 
will need to log back in to 
rejoin).

The Poll Results area will 
graphically display results of 
poll taken during the 
meeting (see page 21). 

The Attendance list 
displays the host, 
presenter(s) and 
attendees participating in 
the meeting (see pages 
22 & 23). 

Use the Submit Question 
area to submit a question 
to the  host by typing a 
question and clicking on 
the      , or Request to 
Speak by clicking on the       
(see page 22).

Evacuation Support-generated map (layers 
participants would see; for illustrative purposes). 



Attendee Polling C

22

 Attendee polling allows the Host to quickly and easily set up, conduct, and display the results of a poll:

How to use the Polling feature…

1) To begin a poll of meeting 
attendees, click on the New Poll 
button at the bottom of Poll 
Results box:

3) Choose a Poll Type (see above), and fill in a Poll 
Name, a question and answers as appropriate:

4) Your Poll is now ready to be taken by meeting 
attendees:

(If you need more answers, click on Add Next Box. If satisfied 
with your poll, click Open Poll, or Cancel to delete).

5) To end the poll, click on End Poll in 10 Seconds
button (shown in step 4) to start the countdown:

(You can also change your poll by clicking on the Edit 

Poll button, or click on Cancel Poll).

6) Once the Poll is closed, your Poll 
Results will now appear on the meeting 
screens:

Start here…

7) You can take as many polls as you like, 
which will be grouped in the Poll Results 
area at the top. Click on the arrows to 
open or close each poll, and the scroll bar 
on the right to move up and down.

2) A Create Poll dialog box will appear:



Meeting Attendance/QuestionsD
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 The Attendance area has a Attendance tab and a Questions tab (for managing participants questions and requests to speak):

How to use the Attendance/Question feature…

Attendance will be shown in this box, which includes 
the Host, Presenter, and Participants, by organization. 
The Questions tab allows you to see and answer 
participant’s questions, or notifies you if they request 
to speak:

The participant’s screen allows for submitting a question 
to the meeting host, or request to speak. Participants can 
submit a question by typing in the box and clicking on the     

- or - click on the Request to Speak button:

Once a question is submitted or a request to speak is 
made, the Host’s Questions tab will start blinking orange:  

Clicking on the blinking orange tab will reveal any 
questions and/or requests to speak:

As each question or request is addressed, the host can 
check the box to indicate as such (the box and text will 
then be grayed out).



Meeting Attendance/QuestionsD
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 The Attendance/Question area is also where the Host can promote a participant to be a presenter:

How to promote a participant to be a presenter…
The Host of the meeting can promote any 
participant to be a presenter. Click on a 
participant’s name – a pop-up will appear, then 
click “Make Presenter”:

The participant will now appear as 
Presenter and have control of the 
Interactive Map Bar, Locations Control,  
Weather Selection and Layer Lists:  

Once the participant is done presenting, the Host 
can demote the participant by clicking the on the 
presenter’s name, then click on the “Stop 
Presenting” button:

Repeat the process for promoting and demoting 
other participants.

The participant will still have the 
ability to submit the Host questions, 
or request to speak.

(Note: a participant who is a presenter will not have control of all of the features of the 
screen. Only the Host can: 1) add information in the Forecast boxes; 2) conduct a poll; 3) 
access the Checklist (agenda), and; 4) make final recommendations)



Ending the Meeting 
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 End Meeting closes the meeting and automatically creates a “thank you” email and meeting log that will be sent to all attendees: 

How to End the Meeting…
To end the meeting, click on End Meeting in the upper 
right hand corner of the “Meeting in Progress” screen: 

Type in any final recommendation for the meeting, then 
click in Add to Meeting Log, or Cancel. 

Clicking “Yes” will close the meeting screen and you will 
see the following message:

After the Meeting…
Shortly after the meeting, all attendees will receive an 
automatically-generated email with a link to the Meeting Log, 
with the log also added to the Meeting Logs list (see page 5) : 

Clicking on Add to Meeting Log will generate the following 
message to confirm you wish to end the meeting:
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For technical support or to share 
feedback, please contact:

support@ritis.org

www.cattlab.umd.edu

mailto:support@ritis.org

