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Creating an Elluminate Session within your Blackboard Course
Under the “Collaboration Tools” Menu - Click on “Elluminate Live”

Click “Create Elluminate Live Session”

Blackboard Learn

(- ') £ s % | nova.edu | https://mako.nova.edu/webapps/portal/frameset.jspPtab_tab_group_id=_2_18url="62Fwek 7.7 [ :." Google
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Creating an Elluminate Session within your Blackboard Course



Add the appropriate criteria

|t e ey SR T R e R e T S B Elluminate Live! > Create Elluminate Live! Segsion l

@ Create Elluminate Live! Session

Name Your Session

% Session Name

|Instructi0nal Design & Development 2012/0412 17:16:08

Session Schedule
Start Date End Date

[pr [=] 12[=] 2012[=] [aer [=] 12[=]] 2012[<]
[EloilmE] [kl

[*§ Advanced Session Settings

=3 Session Moderators & Participants (Optional)

Session Moderators

[ Select Moderators and Participants

4 Submit

% Indicates a required field.

Cancel

Creating an Elluminate Session within your Blackboard Course



Now that you have scheduled it... The next step is to make it available to students. In the content
area of your choice, slect Add Interactive Tool > Elluminate Live
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And Finally click “Add”
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Audio Setup Wizard
Quick Reference Guide

Prior to participating in a session you should ensure that your audio
is configured correctly. Basic audio settings can be configured using
the Audio Setup Wizard.

Using the Audio Setup Wizard
1. Click Tools > Audio > Audio Setup Wizard...
Taools

Window  Help

Preferences. .. Ckrl+Cormma == =Y @ o
o928 O

Application Sharing »

Audio b Audio Setup \Wizard, .,

2. Select the Audio Output Device. The choices will depend on
your particular operating system. If you are using a USB device,
plug it in and then wait a few seconds for the system to
recognize it. Then click the Refresh button and select the
device. Then click Okay.

Audio Setup Wizard

Select Audio Oukput Device

Seleck the device (e.q. speakers) on which to play audio that you
receive from others. IF it is an unplugged USE device, plug it in,
wait a Few seconds For the syskem to recognize it, then click the
Refresh button to add the device to the selection list.

~-Logitech USB Headset
igmaTel Audio
..... AE45T1

Listen to the prerecorded audio message by clicking the

Play
' button. Adjust your audio to a comfortable
listening level by moving the speaker slider bar.

Speaker

(T
o

Confirm you were able to hear the audio by clicking the

Yes

button.

Select your Audio Input Device. This is the microphone you use
to send your audio to others during the session. If you are using
a USB microphone, plug it in, wait a few seconds, and then click
the Refresh button. Select the device and click OK.



Audio Setup Wizard

Select Audio Inpuk Device

Select the device (2.g., a microphone) that will supply the audio
to be sent bo others, IF it is an unplugged USE device, plug it in,
wait a Few seconds For the system ba recognize it, then click the
Refresh button to add the device to the selection list.

[=-Logitech USB Headset
. beMicrophane
=)-SigmaTel Audio

Inkernal Mic
=-AK4571
-Micraphane

Test your microphone by click the : button and
speak into the microphone with your normal speaking voice.
Adjust the microphone slider bar so that it displays green bars
with an occasional yellow bar. Red indicates that your audio is
too loud or your microphone is too close to your mouth.

Audio Setup Wizard

Speaker Setup

A prerecorded audio message will begin to play when

vou press Play. ‘While it is playing, adjust the speaker
volume slider to a comfortable listening level, When
done, press the Stop button ta stop playing the message.
‘When playing has finished, you will be asked whether

the quality was satisfactory, IF not, you will be given

the opportunity ko try again.

Red bars mean the
audio is too loud.
Adjust the slider =0
that you only see
green and yellow.

Speaker

_ [ Play : .mg_u _

'- Play

7. Click the
voice.

button to listen to your recorded

8. Confirm you were able to hear your recorded voice. Click Ok.

Additional Audio Settings

Additional audio settings are available from Tools>
Preferences>Audio (Mac users: Elluminate

Live!>Preferences>Audio)

@ Preferences

-Exent Filkering

Filtered Keys
Hosting Gptions

Remote Contral
Simulated Keys

Bl 4 pplication Sharing

Viewing Opkions

Speaker Settings

Microphone Sattings

=4, General

Hot Keys
Procey Settings

Restare Defaults w

Audible Motifications

-Wisual Motifications

[+] Amplify quiet sounds fram microphone dynamically

[+] Adjust valume automatically ta limit distortion
(%) Microphane used by a single person

() Micraphone shared by mulkiple peaple

[] Transmit all sounds, even when it appears ta be silence

Turn on this option if your microphone is at rmaxirmurn and other
people repart that your speech cuts in and out.

Microphone Sample Rate: 44100 Hz w

IF wour systern shares the microphone between multiple applications,
adjust the sample rate to match other applications.

Close

Tips:

1. Use the Audio Setup Wizard before each session begins.

2. Use a headset to achieve consistent good quality audio.

3. Always use a headset if you are using simultaneous talkers.

© 2010 Elluminate Inc. All Rights Reserved.

For more information visit www.elluminate.com
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Loading Presentations

Quick Reference Guide for Moderators

Moderators can import PowerPoint presentations (*.ppt, *pptx), and
OpenOffice presentations as well as the following image file formats
*.bmp, *.gif, *.jpg, *.jpeg, *.png, *.pict (Mac only) and *.tif to the
Whiteboard. Protected Whiteboard files (*.wbp) and Whiteboard files
(*.wbd) can also be loaded to the Whiteboard.

Once imported, the presentation is available for all participants to
see, and can be marked up using the Whiteboard drawing tools.

Loading a File

To load your presentation, you must have Moderator status.
1. Click on the “Load Presentation” tool = in the Whiteboard
window.

2. In the Select Screens dialog box, determine where you want to
insert the file in relation to the Current Screen or Selected
Screens. The file can also replace a screen or become a sub-
topic of a screen.

Select Screens

Screen Insertion Location

" Replace Screen

Select Screens
{* Current Screen

(" Selected Screens

(" Before selection

" As sub-topic

OF _ Cancel

Click OK. The Load File dialog box appears.

@& Load File

©)
My Recent
Dacurnents

Deskkop

9

My Documents

g

Lawak in: _:W._ Day in the Life

vy 2 2EE

I7) supporting Files
L

Import Cptions
() Faster Import:

(%) Better Quality
() Best Quality

Additional Options
[+] Include Motes

File narme:

_UH_. slides . ppkx

_ _ Open

)

Files of bype: __u_us_m_\_uo_j_.. Irparter (*.ppt, *.pptx)

w _ Cancel

Navigate to the folder containing the file you want to load.

Select the file type you wish to load by scrolling through the Files
of type drop-down menu. The options are

a.
b.

C.

PowerPoint File (*.ppt, *.pptx)

Image Files

Protected Whiteboard Files (*.wbp)
d. Whiteboard Files (*.wbd)



6. Locate the file or image you want to import, and select it. The
file name will appear in the File name: text box. Click Open.

7. Choose the Import Options — Faster Import, Better Quality, or
Best Quality. In most cases Better Quality is recommended.

Import Options
() Faster Import

(#) Better Cuality

() Best Quality

8. Select Include Notes from the Accessibility Options to copy
the PowerPoint Notes to the Elluminate Live! Notes window.

9. Select the import screen size from the Specify Import Screen
Size window. The default is 1024 x 768. Click OK.

@ Specify Import Screen Size

Screen Size

1024 x 768 (Default)

() Canvas Size:  Width: 1214 | Height: 1103

10. Each slide in the presentation is loaded onto a separate
whiteboard screen as an image.

Activity Indicators

When you load a presentation, you may see red and orange activity
indicators next to your name or a participant’s name. These colored
indicator lights represent if participants have received all of the
content

e Red: Ared light next to a participant's name indicates that he
or she has not received the content on their current screen.
This light disappears once the participant has received the
screen content from the server.

Orange: An orange light next to a participant's name
indicates that he or she is still receiving the whiteboard
screens from the server. This light disappears once the
participant has received all of the whiteboard screens.

., Participants

Participants &
Amanda (Mo...

b

I-"‘h I-"‘tl I-"‘h I-"‘tl I-"‘h )

Pedro M
Shannaon
Sharri

o je o Jo Je Jo
AN N N WL

B T S BT S S T N T —— e I ——erY

The whiteboard activity indicators are dynamic and are updated and
visible to all moderators throughout the session.

Best Practices

When you are loading PowerPoint you have three Import
Options to select from: Faster Import, Better Quality, and
Best Quality. Best Quality is recommended since each
PowerPoint slide is being converted into an image file.

When loading a presentation, each slide is converted to a
static image and loaded onto the whiteboard. If you would
like to include any transitions or animations, use Application
Sharing. In PowerPoint, go to Slide Show > Set Up Slide
Show > Browsed by an individual (window)



Show bype

() Presented by a speaker (Full screen)

(%) Browsed by an individual {window
[#]show scrollbar

() Browsed at a kiosk {Full screen)

Many users create content using other presentation software
such as Keynote or Photoshop. Although you cannot import
these presentations directly onto the Elluminate Live!
whiteboard, you can save the slides in the presentation as
individual images and then load the images onto the
Elluminate Live! whiteboard.

When you load a presentation during your session, keep an
eye on the indicator lights next to each participant’'s name so
that you know if any are delayed in receiving whiteboard
content. In particular, note the red indicator light as this
means the user does not see the current slide. These
indicator lights allow you to adjust the pace of your session
accordingly.

© 2010 Elluminate Inc. All Rights Reserved.
For more information visit www.elluminate.com
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Recordings

Quick Reference Guide

As a Moderator, you can record an Elluminate session. The
recording will be saved to the Elluminate server and
accessible for playback from URL (link). The link can be
distributed to those who missed the session or to those who
attended but would like to review the session. Sessions may
also be created purely for archival purposes.

All activity that occurs in the main room of the session will be
recorded, except for private Chat messages, the Timer and
Notes. As the recording progresses, Elluminate Live! will insert
index entries to mark significant events within the session.
Anyone viewing the recording can navigate through the
recording to points marked with index entries. The moderator
can also choose to manually insert index entries during the live
session thereby marking specific session activities.

You can start or pause recording at any time during the
session. The recording can be erased at any time during the
session by the moderator. However, some sessions, when
created, may have been set to record automatically. If this is
the case, you cannot start, stop or erase the recording.

Starting and Resuming a Recording
The session moderator will be presented with a recording

reminder at the beginning of the session. The reminder will
also appear if the recording is paused at anytime during the

session. Additionally, all participants will here a verbal cue
when the recording is started and paused.

Recording Reminder,

[F8] Recording not started. Start recording now?

[] D't remind me agairt

_ Skark : Close

The recording controls are at the bottom-left corner of the
Elluminate Live! interface in the status bar:

Record bytten
-

Record indicator Recording pause
- - .
Sy

~ D < e 11

| <~ (HED S*E3 el

To begin recording your session, or to resume the recording if
you've paused it

= Click on the @ Record button.
When the recorder starts, the [E® Recording icon in the status
bar is displayed in red indicating to everyone in the session
that it is being recorded.

Stopping and Pausing a Recording

At any time during your session, you can stop or pause the
recording by:

= Clicking on the [l Pause button.
Erasing a Recording

You can erase the content of the recording at any time during
the session.

= From the Tools menu select Recorder > Erase
Recording.



Playing a Recording

Recordings are typically played by clicking on a recording link.
An Elluminate Live! window will open. The Playback Controller
panel is at the bottom-left corner of the window in the status
bar:

Plav/Resume Index Entrv
= l/n TH R H_._y_._n:n_._u - [0:03
Stop Fast Foward Playback Slider

To begin playing the recording:

= Click on the & Play/Resume button to begin playing
the recording at normal speed.

To stop playing the recording, do one of the following:

= Click on the i1 Pause button to stop playing the
recording and maintain your current place in the
recording.

= Click on the # Stop button to stop playing the
recording and return to the beginning of the recording.

Navigating Within a Recording

When you play a recording, you are not required to play it from
start to finish. You can skip ahead or move back to areas of
particular interest by navigating through a list of index entries.

There are several ways to navigate within a recording:

1. Click, grab and drag the playback slider

! =
1:12 =

2. Click on the Previous or Next Index Entry to
jump to an index point.

Previous Index  Hext Index
Entry button  Entry button

_ _

(] 1
—

Manually Adding an Index Entry

As a recording progresses, Elluminate Live! inserts index
entries to mark significant events within the session. If the
automatic indexing does not mark a spot in your session that
you want to be able to reference later when you play the
recording (such as when you begin a discussion or take a
break), you can manually add an index mark.

To manually add an index entry:

1. From the Tools menu select Recorder > Add
Index Entry.

2. Enter a description for your index entry.

Enter Description of Index ﬂ_

Enter a description ko identify the indesx mark.

Guest Speaker Starts|

_ Ok : Cancel _

3. Click on OK to add the index entry or Cancel to
close the dialog without saving an index entry.

Using the Recording Index

The Recording Index window displays a complete list of all
index entries in your recording. You can navigate to any index
entry in the list. To open the Recording Index window, click on

r H_.__n:un__._n_“__u_._nm_

the drop down arrow to select the Show

Recording Index.




@ Recording Index e Format

e T Q ~ oo o H.264 - Q.m_“mc: setting which is MPEG-4 video with
compression.
& Time | Sou... Kind Details
0:00  » Slide Qﬂw:umn_n_ Training: Part 1 Getting Started with Ellurminate Live!... A o AVI - Audio Video Interleave — best format if you
moo s Topic Change Main R.oam . . . . .
> 003~ Slide Changed Introductions intend to edit the file using a third party tool.
009 Slide Changed S Map .
0:20 B Application Sharing ... Windows Explorer {explorer exe) QRG_Word o FLV - Flash Video
029 B ppplication Sharing ... Windows Explarer (explorer exe) QRG_Word . .
0:51 @ Start'Web Tour w, elluminate, com Y MOV - OC_O_An_u_—.Sm
1:21 (g File Ready clip art.jar .
228 W*  Play Multimedia eureka,swl (] MP4 — MPEG-4 Video
236 28  Custom Marually added index poink " ) . )
o WMV — Windows Media Video
[+] Suppress duplicate entries
== Accessing Recordings

You need to supply Elluminate Publish! with either a .vcr file name, a
.jnlp file name or a URL of the recording you with to convert.

Extending Recordings using Elluminate Publish! If you are using the Session Administration System (SAS), access

) ] ) ) the recording URL in the one of the following ways:
To play Elluminate Live! recordings while away from your computer,

convert them to audio or video podcasts and listen to them on your = Get the URL from the session creator or a SAS administrator
iPod or other MP3 player. To play full (audio and video) Elluminate

Live! recordings while not connected to the Internet, create = Get the URL from the email that was sent to you after the
Elluminate Unplugged! standalone recordings and play them on your recorded session was completed or when you created the
desktop computer or laptop. session

@, Elluminate Publish! . . o
Flo Ek Cowasmn CED : = Log in to the SAS and retrieve the URL. See Retrieving

Recording Links in the SAS Quick Reference Guide for step

Recording: B . SRS 1 by step instructions
This recording was made from a session named "ELLUMIMATE LIVE! PARTICIPANT CRIENTATION Y€ mjﬂ—u\\<<<<<< elluminate OO_.S\MCUUO_A\QOOM\MQM\Q.QB_D_Mﬁ_\m.ﬁo_\ _w

Opions ””. Dv

[+] Create Mulkimedia Files .”
If you are using the Elluminate Live! Manager (ELM), save the .jnlp
file of the recording to you local computer. This is done by changing
a setting in Windows Explorer.

Tracks: [] Application Sharing  [] Whiteboard

Transcripts: [v] Chat (RTF)  [v] Captioning (RTF)  [] Captioning (SRT)

Format: |H.264 b [#] Autamatic Level Cantral _
Stz 10 @i ey mebfls {500 BT 0 Zecl= Up I = Windows Explorer > Folder Options > Tools > File Types.
& Syl e oSl 1024 50722 Find the JNLP file type and click the Advanced button.
[] create Audio File Select Confirm open after download. Launch the desired

recording and save the JNLP file. See the Elluminate
Publish! User Guide for more information.
[#] Create Unplugged Recarding

e e n g T AT e i e e A T T e T AT 5 P M e e T T e e e T

© 2010 Elluminate Inc. All Rights Reserved.
For more information visit www.elluminate.com
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4. To stop Presentation Mode, click the .—#! terminate button.

O&:§m=§+~\ &—._‘“N. Presentation Mode View
=

Presentation Mode

s

Quick Reference Guide for Moderators

As a Moderator, you can change the view of the Whiteboard or an
Application Sharing window so it fills the entire Elluminate Live! window.
This is called Presentation Mode. When you use Presentation Mode,
everyone in the session automatically will have the same full-window view —
until either they “opt out” or you end Presentation Mode and return the _q__m:ﬂ_
oosﬁm::om:o%m_sm..é. .|:|:|.

Displaying Whiteboard Content in Presentation Mode —— !@

-]

To return to the default view or to activate your audio without exiting the
Presentation Mode view, click the Controller Tab, which will appear in the
upper right hand portion of the window. It will expand to display two buttons.

1. Open the Present Content dialog box by clicking the Present

Content button.

2. Select Whiteboard. If you wish your own view of the Whiteboard to be in

. L
Presentation Mode, select Present to Self. Click the A button to exit Presentation Mode and to “Return to non-

presented layout.” The Participant can return to Presentation Mode by
clicking the return button.

& Present Content

Select the content to be presented: @ Elluminate Live! - ELLUMINATE TRAIN.

File Session Wiew Tools ‘Window Help

€, Participants

[ Present to Self

Present __ Cancel

Click the M button to activate your microphone.

3. Click on the Present button.



Moderator View

SINATE TRAINING ROOM 1

nidow  Hel

NTFBMQ 5 Eae @S EF o

' Whiteboard - Main Room (Scaled 115%:) - Currently Presented

Participants Tl 4 kel 1)1 | Public Screen 1
nmanda Reed (Moderat... A
Elizabeth 0 k| =
m-
A
oe
Om
[

If the Moderator does not select Present to Self and has their windows
locked, the Whiteboard window will be surrounded by a yellow border
containing text to indicate that it has been placed in Presentation Mode.
There will also be an indicator in the bottom right-hand side of the
Moderator’s screen to confirm the Whiteboard is being show to Participants
in Presentation Mode.

4 whiteboard - Main Room (Scaled 115%:) - Currently Presented

The Moderator can switch to the presentation view at anytime by clicking the
_.sl —*
¥ putton.

Displaying Application Sharing in Presentation Mode

You can put your Application Sharing window into Presentation
Mode either through the Present Content dialog box or through the
Host Applications dialog box. Application Sharing will appear in the
Present Content dialog box only if an Application Sharing session
has already been started.

Using the Present Content Dialog

1. Share your application through the Application Sharing
dialog box.

2. Open the Present Content dialog box by clicking the

=

Presentation Mode button =
3. Select Application Sharing.

4, .O__ox on the Present button.
@& Present Content

Select the content to be presented:

— 4p
# whiteboard

Using the Application Sharing Dialog
1. Open the Application Sharing dialog box.
2. Select the application or region you wish to share.

3. Select the Show in Presentation mode option.



& Host Applications

[] share entire desktop

Applications _ Region _

- nm Windows Explorer (explorer.exe) 'QRG_Y A
M.h Snagit Editor {snagiteditor.exe) "Snagit Ed

|| Java (javaw. exe) Elluminate Live! - ELLLI

=.ﬂ._ Ft OFF rd 1 'Ellt

- % Eluminate Live! (javaw.exe)

hd

< | ¥

Expand all

[#] Show in Presentation mode

Oplions. .. (0.4 _ _ Cancel

4. Click on the OK button.

5. To stop Presentation Mode but to continue Application Sharing click

g

the h button. To stop Application Sharing click the
button.

Displaying Application Sharing Session in Presentation Mode

Viewers of an application sharing session in Presentation Mode will see the
controller in the top right corner of the Presentation Mode window.

Click to show the ‘!
controller

To show the controller, click on the ﬂ slider. The controller has buttons to let
the viewer Talk, opt out of Presentation Mode, request remote control of the
shared application and scale the window.

B=1(ES

Hide controller
Return to the default view

Turn on microphone
Scale to fit

Request control of shared application

As 3 Find ~

If you requested (and were granted) control of the application sharing
session, a magenta halo will appear around the application.

@ Elluminate Live! - FLLUMINATE TRAINING ROOM 1

File Session View Tools ‘Window Help

EJO T =/ Elluminate Live! Invitation.bxt
Tao: Ananda Reed
Subject: Elluminate Liwe! Invitation

Amanda Reed:

You are invited to attend the following Elluminate Livel session:
Nome @
Elluminate Training Room 1

Mini-Controller

Participants can be moved in and out of Presentation Mode from the Mini-
Controller by click the Presentation Mode button.

-

© 2010 Elluminate Inc. All Rights Reserved.
For more information visit www.elluminate.com
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Using Chat
Quick Reference Guide for Moderators

Text-based communication is available in Elluminate Live! using the
Chat tool. Use the Chat window to send a text messages to
everyone, to selected participants, or to a single participant in the
session. Depending on your session configuration, the moderator
may be able to monitor all messages sent between participants,

including private messages. The ® jcon indicates that the
moderator can see the private chat messages.

Understanding the Chat messages

Show | all v D

Moderator: Good morning and welcome back,
e will review your assignments first today.

Black text =
public message Deborah: Okay thanks, I'll get it ready for
Sripnlication Sharing. Do you want me to File
Transfer it to you?

Blue text = private
message sent to
you or received

Moderator to Elizabeth: I would like for <oc|_rl.ﬂ
o go first, Okay?

Elizabeth: Can [ go first?

Moderator to Elizabeth: Great we are in
synch.., yes &

Red text =
participant to
participant
private message

Elizabeth to Debarah: I'm going to go first. You
Prshould follow my presentation. Don't you think?

Bold black text =
message sent as
an announcement

Moderator: Ready for _u_.mmmzwmm_u:m.wll.ﬂﬂ

1In today's class, you will need the assigned hook.

send [t lal Ranms | ol &

e Black = public message that everyone in the session sees
e Blue = private message send by you or received by you

e Red = private participant to participant chat as seen by
moderator

e Bold = message sent as an announcement by the moderator
Chat Permission

e |If a participant has the Chat permission - - he or she will
be able to send a text message to everyone, to selected
participants, or to one participant in the session.

e Participants can always send a text message to the
moderator even if they do not have the Chat permission. The
message will appear in the discussion region as a private
message (in blue) to all moderators.

e The moderator can grant and remove the Chat permission
by clicking on the icon or space in the Chat permission
column of the participant window next to the participant
name.

Sending Chat Messages

You can send chat message to everyone in This Room, to All
Rooms (Breakout Rooms) to Moderators only, to a specific
participant, or to Selected Participants.

To This Room, All Rooms, Moderators, or a Single Participant

1. Click in the textbox area and type your message.

2. Click the Send to: drop-down menu and select This Room,
All Rooms, Moderators, or the participant to whom you
would like to send your message.



This iz a sample chat mmessage

Send __H_ This Room | e &

Moderakors
Selected Participants

Debarah
Elizabeth

3. Click Send, or press Enter.
4. The message appears in the conversation area.

To Selected Participants
To select specific participants to receive your message:

1. Hold down the Shift or Ctrl key and click on the names of the
participants in the Participants window. The participants’
names are highlighted when selected.

2. Click in the textbox area and type your message.

3. Click the Send to: drop-down menu and select the option
Selected Participants.

4. Click Send or press Enter.

24 Participanks

Patticiparits ¥ v # e DA

Sharri - & o Wy
\ v
g
..@.ﬂ. % Participants v E'
H_ £ X _
' Chat
Shio ________ _f <_ D
1
Joined on Imﬂm. 2010 at 4:10 PM ~
Moderator to Ken, Shannon:
Message fo selected participants
W

_ Send Selected Participants <_ 4y &

Filtering Direct Messages

During the session, you may wish to view only certain text
messages. Use the Show drop-down menu and select an option.
Now only those messages matching your filter will appear in the
discussion region. You may change your selection at any time.

© 2010 Elluminate Inc. All Rights Reserved.
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& Chat

New Message Indicator

When you are filtering messages, you will be notified when there is a
new message. The Show drop-down menu will be highlighted in red
if there is a new message you have not seen. To view the new
message, revert to All in the filter.

& Chat
show | I | O
Joined on June 10, 2009 at 10:11 AM -~

Me to Deborah, Mike: test of email 1o deb and mike

Elizabeth: Hi John

Resizing Chat Messages

You can resize the text messages in the conversation area and in
the message text field by right-clicking in either field. This will give
you access to the menu options or you may access them from Tools
> Chat and then select Conversation Area or Message Text Field.

Send Message as Announcement

You may send a message as an Announcement if you want to
ensure your message will be clearly visible to all.

w

1. Click on the Announcement button.

2. From the Send to option menu, select to whom you want to
send the message.

3. Type your message. Then click Send.

4. The message will appear to the recipient in both their
conversation area and in a pop-up message dialog.

Announcement

\J v Message from Amanda Reed at 1:18 PM:

This is a sample announcement message

Adding External Links to your Message

You can include links in your Chat messages. Recipients of your
messages will be able to click on links to access an Internet site or
send an email.

Link Type | Syntax | Example

HTTP http:// http://www.elluminate.com
web site

Secure

HTTP https:// https://addons.mozilla.org/
web site

FTP site ftp:// ftp://ftp.linuxfocus.org/

Email

mailto: mailto:docs@elluminate.com
message

Saving Chat Messages to a File

You can save the Chat discussion region to a text file to review later.

1. From the File menu select Save and then choose Chat
Conversation.

2. Choose a file name and location. Then click Save.
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Breakout Rooms
Quick Reference Guide for Moderators

Moderators can create Breakout Rooms in Elluminate Livel. A
Breakout Room has the same features as the main room and can be
used to facilitate small group activities or private meetings. Each
Breakout Room has its own audio, whiteboard, application sharing,
video, etc. Communication or activity in breakout rooms is not
captured in the recording. Moderators can create any number of
breakout rooms at any time during a session. Moderators can then
move participants and content into and between breakout rooms and
the main room.

Creating On-the-Fly Breakout Rooms

You can select one or more participants and send them to an on-the-
fly breakout room which is created automatically.

1. In the Participants window, click on the name(s) of the
participant(s) you wish to move to a breakout room. Hold
down your Shift or Ctrl key to select multiple participants.

2. Right mouse click (Mac users hold down your control key
and mouse then click) and select Send to Breakout Room
and then select New Private Breakout Room from the
menu.

@& Participants

Participants
Amanda {Moderator...

whiteboard

Ken (Prafile)
Pedra M
Shannon

Give Moderator Privilege

Remowve Participank

Zreate Breakout Room, ..

Diskribute Participants. ..

Send ko B Main Room

M ke

i m@m
BT

B L WL T R PR S S e Lt e TR LSt

Participants

3. The Participants window will be updated to include the
name(s) of the breakout room(s).

@ Participants

Participants o
Amanda {Moderator...

ken {Profile)

Pedro M

Shannon

Private Room (1) ¥+ v

%

When the last participant is moved out of the breakout room, it
automatically closes and any content is lost. To retain the whiteboard
content, you must either save the whiteboard screens to a file or
copy the screens into the main room prior to moving the last
participant out of the breakout room.




Creating Formal Breakout Rooms

You can create formal breakout rooms where you can load or even
pre-load content onto the whiteboard screens.

1. In the Participants window, right click and select Create
Breakout Room...

2. Enter a name for the breakout room in the dialog box that
appears.

Mew Breakout Room

Enter new breakout room narne:

_._.mm_.: 1 _

_ oK __ Cancel _

3. The Participants window will be updated to display the name
of the breakout room.

4. Repeat these steps to create additional breakout rooms.

When the last participant is moved out of the room, the room and the
whiteboard content remain. You can save or copy the content before
you close the room.

Moving Participants into Formal Breakout Rooms

1. In the Participants window, click on the name(s) of the
participant(s) you wish to move to a breakout room. Hold
down your Shift or Ctrl key to select multiple participants.

& Participants

Participants +# v 2 g [~ R
Amanda {(Moderator...]| | [+ |D[@][" | 7PN
Rrin. 1 Vi 8 7

|- Farid £ 8
| L Shannan £ 8
Rr. 2 & v 4 2
|- 2aime # 8 C
L ken (Profile) £ 9 C
Rrn. 3 & v # 2 i y,
L pedro M £ 9 C
w
o] L ¥ £ vy
* @ &mw Participants V;ﬂ E‘_

2. With the name(s) selected, drag the participant to the
desired room. The room will have a green highlight (as
shown above) when the cursor reaches the room. Release
the mouse and the participant(s) will be moved to that room.

Randomizing the Number of Rooms or Number of Participants
Per Room

You can quickly create and populate breakout rooms by right mouse
clicking in the Participants window and selecting Distribute
Participants.



Distribute Users

Distribute, Participants, from, b ain Room

" Inta last breakout room, they were in

% |nto _M qroLps

" Into, group of _L people

Options

I Include moderatars in the distribution

Create roams with baze name: _33.

Cancel _

Select the number of rooms or the number of people per room and
click OK. Participants will automatically move to the rooms.

Closing a Breakout Room

In the Participants window, right click on the breakout room (Mac
users hold down your control key and mouse click) and select Close
Breakout Room from the context menu. All participants will be
moved back to the main room. Remember to save or print the
whiteboard slides as all content is deleted when the room is closed.

Moderator Controls in Breakout Rooms

Moving between breakout rooms: Move into any breakout
room by selecting your nhame in the Participants window and
drag yourself to the desired room or right click on your name
and choose Send to Breakout Room.

Following moderator: When a breakout room is created,
Follow Moderator on the Whiteboard is de-selected thereby
giving each participant in the room the ability to work
independently on their own whiteboard. To select Follow
Moderator, join the breakout room and then check Follow

Moderator. This will synchronize the whiteboard for the
room.

Managing Participants: Even if there is no moderator in
the breakout room, participants can still collaborate.
Participants have the same set of permissions they had in
the main room. When participants raise their hands or send
you a private text message while in a breakout room, you will
be notified even if you are not in the same room.

Viewing content: As participants collaborate in breakout
rooms, you can view their progress without actually joining
their room using Explore Screens.

1. Select Tools > Whiteboard > Explore Screens

2. View the thumbnails or double click to see the full
whiteboard screen. For example, in the screen shot
above if you double click on Rm.1-1 in Room 1, you
would be able to see the full size whiteboard.
Participants will not know you are viewing their
whiteboard.

@ Explore Screens

mu...F = | Main Room

= “ | Rm. 2

Rm. 2 -1

T o T T T i e e



Best Practices

Managing Content e Use breakout rooms for brainstorming activities, tutoring, or
Whiteboards can be moved into and out of the Breakout Rooms small group activities and collaboration.
using

e To capture information created in the breakout rooms in a
recording, move the content and participants into the main
room and have participants summarize their discussion.

e Tools > Whiteboard > Copy Screen to Breakout Rooms...
e Tools > Whiteboard > Copy Breakout Rooms to Main Room..

REEY vindow tielp e Before sending participants into breakout rooms, provide
Preferences. .. Ctr+Comma 5 & iMi S FW_ rw? = o specific instructions and inform them how much time they
Application Sharing » = have to work on the activity.

Audio ’ e Remind participants to raise their hands or send private text
Breakout Rooms 4 messages if they have questions while in breakout rooms.
Chat 3
Clased-Captioning . e Rename a breakout room by right clicking on the breakout
Graphing Caleulator b room name in the Participants window and selecting
Interaction » Rename Breakout Room...
Moderator 3
Palling ]
Profile 3
Recorder ]
Session Plan ]
Telephany 3
Timer ]
Videa 3
Web Tour ]

iteboard » 5o ko Previous Screen Alt+Page Up

Go ko Next Screen Alt+Page Down

Ohiject Alignment. ..

Restore Offscreen Objects
Ohiject Properties., ..

Current Screen Properties. .,
Explore Screens. .. Ctri+-5hift+5 © 2010 Elluminate Inc. All Rights Reserved.
Explore Ohjects. .., Crrl+Shift+T For more information visit www.elluminate.com

Clip Art Collections. ..

Copy Screen ko Breakout Fooms..,

Zopy Breakout Rooms ko Main Foom, ..
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Polling
Quick Reference Guide for Moderators

Elluminate Live! provides a Polling feature. This feature allows you to
poll your participants at any time using one of five different types of
polls: Yes/No, Multiple-Choice (A-C, A-D or A-E), and Class Pace.
You can use Polling to obtain quick responses to verbal or written
guestions.

Type of Poll Response Buttons

Yes/No V4
&K

Multiple Choice

=

Multiple Choice

Multiple Choice

B 0P
URowm OW
mo

Class Pace (Slow Down/Speed
Up)

L

By default the Yes/No poll is available when you first join a session,
and the corresponding response buttons are displayed in the
Participants window. Also by default, the polling responses are
shown to the participants. You can show or hide the polling

e

responses at any time by clicking on the button.

To Poll Participants

1. From the Tools menu, select Polling, and select the type of
poll you wish to use. The default is Yes/No.

Window  Help

Preferences, ..

Ctrl+Comma ;U_ & .__“. k f.w

Application Sharing ]
Audio b
Breakout Rooms ]
Chat ]
Closed-Captioning 3
araphing Calculakor ]
Interaction 4
Moder ator ]

» Maone
Profile » YesiMo Cpkions
Recorder » A..C Multiple Choices
Session Plan » A..D Multiple Choices
Telephony » A, .E Multiple Choices
Tirner p v  Pae
Widen ko Make Responses Yisible
Web Tour ] Lock Responses
Whiteboard b Publish Statistics to Whiteboard

Show Skatiskics. ..
4 Slower kel
P> Faster Chrl+2

2. Determine if you wish to show or hide the polling responses
from the participants. On the toolbar, the state of the polling
column is readily visible:

& Hide responses from the participants

= Show responses to the participants

3. Ask your question and inform the participants to click on one
of the response buttons.



4. If you chose to hide the responses, you may choose to
reveal them by clicking on the Show button.

Viewing Polling Results
At any time that you are polling your participants you can view a

summary of the results. From the Tools menu, Select Polling, and
then select Show Statistics...

Poll Statistics
A I1INNNN | 1/5 (20%)
8 NNNNNRENNEEN] | 2/5 (40%)
¢ IINNNNNNENEN | 25 (409
D | |
E | |
Mone | |
[ Publish to Whiteboard | E

The summary results are only visible to a moderator. To share the
Polling Statistics with the participants, click Publish to Whiteboard.

Clearing Results
To clear responses in the polling column either:

e Click the top of the polling column to clear all responses at
once.

e Click on each response in the polling column one at a time.

@& Participants

Participants wE of 8 = I
Amanda (Moder... CHa L NP PN
Ken (Moderator) B4 L IV
Pedro M B4 = L Iy
Shannon C4a o
Shatri AP 2 L Iy

W
i 3 E

#.m. = %n Participants AB @ El__

u @ 5 DE _H

Locking Responses

“m_
To lock polling responses, click . on the toolbar. Participants will
not be able to change their responses to the poll.

Publishing Responses to the Whiteboard

nmm

=
(=]
To publish a copy of the polling statistics to the whiteboard click *®
on the toolbar. You can now mark up the statistics and save them.

Deactivating Polling

To de-activate the polling feature, select Polling from the Tools menu
and choose None.

Best Practices
e Use polling to break up the session and engage participants.

e Use the whiteboard to present your polling question along
with the responses.



Hide the polling results from your participants until they have
responded to ensure honest feedback. Reveal the results
only after everyone has responded.

Use the Class Pace poll so that participants can give you
feedback on the pace of the session.

If the polling results were shown to the participants they will
also be shown in the recording. Hidden results are not
recorded.

© 2010 Elluminate Inc. All Rights Reserved..
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Web Tour
Quick Reference Guide

Web Tour allows moderators to take participants to a series of websites via
an embedded browser window within the Elluminate Live! interface. Web
Tour allows participants to interact independently with content in the window
and allows moderators to redirect participants to any link.

Web Tour is a great way of taking users through a website (a synchronized
Web surf) and then allowing them to interact on their own. For example, you
can use Web Tour to take attendees to a website and then have them
individually research a topic or complete a survey.

Using Web Tour

To use the Web Tour feature, users should have either Internet Explorer,
Safari or Firefox as their default Web browser and have Java Web Start
Version 1.4 or higher. If you do not have these defaults the website will
open up outside of the Elluminate Live! interface and in the participant’s
default web browser — a Web Push.

1. Click on the “Start a web tour” button on your main toolbar -m or
from the Tools menu, select Web Tour and then “Start a Web Tour...”

2. Enter the URL that you wish to tour and click OK.

@ Enter the URL bo ga bo:

ak _ nmznm__

3. A Web Tour window will open for each participant in the session.
As the moderator navigates to different pages or to other websites,
the participants will follow. If there are multiple moderators in the
session, the “Tour Guide” checkbox allows one moderator to be the
guide. Participants also have the ability to self-navigate in the
window, but will be re-directed every time the tour guide makes a
change.

@ Web Tour - eLearning & Collaboration Solutions | Ellumin... m_

_rW [#] Taur guide

.S

rﬁ G __.__“:u"_________,____,,_E.m___.__._.___._mnm.n_u_._.____

P g VU = = A

Within the Web Tour window, you can:
e  Move within the Web site by clicking on the various links.

e  Move within the website by using the page arrows.

e Move to another web site by entering the URL in the URL text box.
.r..r.
: L . .
e Click the button to publish the URL to the Chat window.

e To close the Web Tour window, click on @ or click the Web
Tour window's Close button.



Using Web Push
Web Push is designed to open a website on each participant’s computer in a
browser window which is not embedded into Elluminate. This will give each

participant the opportunity to bookmark or save the website address.

1. From the Tools menu, select Web Tour and then “Go to URL”

Start a Web Tour,.,

Whiteboard

Enter LURL

3 rter the 0 go Eod
9 Enter the LRL k k
/.II'

L\ _EEE.m___.__._.___._m__“m.n_u_._._

_ Ok _ _ Cancel

3.  The website will open in the participant’s browser on top of
Elluminate. Participants will then be able to self-navigate
throughout the website. They will also be able to bookmark or save
the website.

Best Practices

The Web Tour feature is not available on Solaris and Linux
systems. If you start a Web Tour, your Linux or Solaris users will
receive a Web Push page to each page in your tour (i.e., the pages
will be displayed in their default browser rather than in a Web Tour
window).

For websites that require users to log in, ensure that everyone has
a username/password. Alternatively, you can use Application
Sharing to allow participants to see your view of the website.

When using Web Push, ask participants to use the emoticons or
polling checkmark to indicate they have saved the pushed website
and are ready to continue.

List the website URLSs that you plan to use during your session in a
text document. Copy and paste the appropriate URL from this
document.
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