Using Synchronous Space to interact with your students

Using Synchronous Space to interact with students

[ Getting Started ]

This tutorial will show you how to use Elluminate, a synchronous communication tool used
by the Education Online program. Elluminate allows anyone in the class to talk using a
microphone or mic headset that’s connected to their computer. This tutorial will explain
how to lead your synchronous sessions.

As instructor, basically you can do everything you want.

1. You will interact in real time with your students on a specific day each week.

2. Elluminate allows anyone in the class to talk using a microphone that is connected to
their computer.

3. You can present PowerPoint materials, websites, and use whiteboard, too.

4. You can divide groups for group activities.

5. Your students can participate by chatting, raising their hands, and speaking
microphones to express their opinions.

[ Technical Requirements ]

You will need to have an external microphone and speakers to fully participate in the
synchronous sessions. We recommend a headset with a built-in microphone. We also
recommend that you have the latest version of Firefox or Internet Explorer on your
computer.

For more information on technical requirements, please see the Elluminate Live Participant
Manual:http://www.elluminate.com/support/docs/8.0/Elluminate Live V8 Participant_Gui

de.pdf

Get Required Software

Before you access your live session, you will need to install additional programs necessary
to run Elluminate. This process needs to be completed at the start of the semester
before vour first Elluminate session.

To install necessary programs:

1. Go to http://www.elluminate.com [&li L=l
and click the Support link. V&~ € womm et e L
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2-1. In most cases, the screen will show a
green checked box indicating that you
already have necessary software to run
Elluminate on your computer.

2-2. If you see a red box with an “x” in
it, please follow the instructions to
download the Java application. Since
this is a very large file, it may take an
extended period of time to download,
even via broadband connection.
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[ Accessing Elluminate ]

/= Course: Online Course Tularial - Windews Internet Explorer

To test Elluminate after installing the
necessary software:
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WG | [ Course: Onlios Course Tuborisl

1. Select the Launch Elluminate option
from the Synchronous Space block
within your course.

Tum aditing on

People Weekly outline Upcoming Events

o R EQ101: Online Course Tutorial SR

Synchroncus Space Intructor: Katherine Internet

i T e icome ta online course tutonall This course is built to
o ) students and faculies ta leam how to use
Moodle. Please refer to the syllabus for the details and if

you have any questions, hare i my email addrass.

Administration =
-mail: educationonhine Sed w. ed Lalendar,

8 Tum editing on E-mail: educat d wauc.edu -
: - December 2007 -
¥ settings
& Assign roles Sun Mon Tue Wed Thy Fri Sat
&5 Oroups :
1 Backup 2 3 4 3 & 7 &

s [l 2 i1 13 14 e
SN EURETEE

3 2 021 26 2 oW o

La1 Questions

B, Scales

-J Files
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[ Attend your first synchronous session ]

1. Login to Elluminate (as discussed earlier)

2. Look at the meeting schedule by clicking Display Schedule and finding your class on

the list.

3. Click Join. Again, please be patient. It may take several minutes to load your very first
Elluminate session. If you are using a dial-up connection, you should login to
Elluminate at least 40 minutes before your first online session. Future logins should not

take as long.

[ Changing Layout ]

1. We recommend that you maximize
your screen and choose an
effective window layout that suits
your needs.

2. To change the window layout,
go to View > Window Layouts and
select the layout that best suits your

File Session [ Tools  wWindow  Help

H j B Switch bo Mini-Controller

Y« 0] Default Layout
‘Wide Layout
Tall Layout »
B Marrow Minimal Layout
Flak Minimal Layout
HT Left: Dacked Minimal Layout
|:E Right Docked Minimal Layaut
[ whiteboard onky

Layouts

& Participar Jorl

v Layout Locked

Participants

needs and preferences. We recommend using the Default layout until you become
comfortable with the Elluminate environment.

[ Audio checking ]

1. Click Tools in the top menu and select
Audio.

2. Click Audio Setup wizard. This will
begin a process of testing your
microphone and speakers.

File Session Wiew R

== B

window  Help
Preferences... CtrfH-Comma

Audio Setup Wizard, «
Tt Chat ] Adjust Microphone Lewvel »
Participants Profile ] Adjust Speaker Level ]
whiteboard ] Select Input Device. ..

Select Output Device. ..
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Using Synchronous Space to interact with your students
3. Follow the directions that appear on the screen.

Audio Setup Wizard E‘ Audio Setup Wizard &

Select Audio Output Devics
Speaker Setup
Select the device (2.q. speakers) on which to play audio that you
veceive From others, [F itis an unplugged USE device, plugit in,
wait & Fews seconds for the system to recognize it, then click the
Refresh button ko add the device ta the selection Ik, A prerecorded audio message will beain to play when

wau press Play, While it is playing, adiust the speaker
wolume slider to a comfortable listening level, When
done, press the Stap buttan to stop playing the message.
‘when playing has finished, vau will be asked whether

the quality was satisfactory, If not, you wil be given

the oppartunity to try again,

Speaker

]
i

O (=

[ Adjusting Audio & Speaker ]

You can also use the controls in this box turn on your microphone to talk to the entire
class.

Using the Audio Features Stk tnliod AR
- X0 %28 )
It’s very important to understand the oo e
Audio portion of the window. In this T —
box, you can adjust your speaker A
volume using the slide bar. You can also . om
use the controls in this box to turn on [AJSE me [81[
your microphone to talk to the entire v g
class. T
To test your microphone, click the al
microphone button, which will glow N >
yellow to indicate that you are being =
broadcast live to the entire class. e
+_-l" : In session far # sinubtes

1. You have to check the
microphone indicator that shows how loud the input is you're your talking.

Microphone off Microphone on

';l_, .':'.leil:I I\l__ ||:'|L|di|:|

Microphone Speaker Microphone Speaker

Ctr+F2 Chrl+F2 j j
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2. If the indicator bar is in the red; this is an indication that we need to turn down the
microphone.

3. If it’s turned up too loud, your words will become distorted when transmitted to the
rest of the class.

As you continue talking, you’ll see the microphone indicator bar display how loud the input
is. The indicator bar moves from Green (normal), to Yellow (optimal), to Red (too loud); If
your indicator is moving into the Red area, this is an indication that we need to turn down
the microphone. You can use the slider to adjust that. It's very important that the
microphone not be turned up too loud. If it’s turned up too loud, your words will become
distorted when transmitted to the rest of the class.

Elluminate allows simultaneous audio for up to six people at a time. You can manage this
and may set the controls for only one person at a time to speak, or may vary the number
depending on the activity.

[ Monitoring participant’s activities ]

If you join your class, you can check your students who already join your class through
left-upper participant’s windows.

When a student or instructor is using a feature a yellow halo appears behind the
permission icon next to student’s name.

1. Students can raise their hand
2. Speaking using the microphone
3. Chatting chat
4. Or using whiteboard.
Palling Responzes column Permizsions column — Participants column
Faize Hand and l_

Ematicons column
B Participants

i ¥y, &) 4 O &k Participants Tl Sort button
Particinant W & 4 O &k Yivian {(Moderator, .. A
AR U @ O i Ethel
W & 4 O ik Loy
b &) 4 O ik Ricky 3
{h & E& 4 Ay button
T+ ¢ £ Participants
Raize Hand buttan L Emoticon buttons
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[ How to students’ participation: Raising their hands ]

As students raise their hands, numbers are assigned to them in the Raised Hands

column, based on the order in which they raised their hands. You can sort alphabetically
by name in the student’s column or by number in the Raised hands column.

'§ Participants

I ag ) @) o O @k Participants il
W & / O ik Amanda (Moder... A
1 B & 4 Ok Sally
2 W @/ O Ted
3 & & 4 Ok Ann
B & 4 Ok John
w

e 4 -
@* Raise Hand upon Enkering

- 17

Each time someone raises their hand, you may be notified in the following ways.

1. A number will appear in the Hands Raised column indicating who raised his or her
hand and where they are in the queue.

2. The bottom part of the Participants window will begin to flash. Click anywhere in
the blue region and the flashing signal will stop.

Raised Hands Participants
column column
'€ Plarticipants
[ Sort button
Iy b @) O M L) Sk EDParticipants Tl
(LR Rl = W e Yivian (Moderator,. [B e alesla= e =y Col Sorti i
b @ < O e Ethel Sort by Raised Hands olumn sorting options
I v |y’ Lue
I':"J '% s 2 i Ric:‘f Keep e on Top Participant Sorting options
) - ~ v Keep Moderators on Top P gop
& ¢ 4
e £ Participants
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[ How to chat with your students ]

1. Type your text in the chat field. U san IR =
O HED® 3 8 <
2. Click Send or type Enter. S <o et
All participants can see messages in | =EEOSEmm——"—.
the Direct Messaging window. o
To whisper to another person: i LS
1. Type the text message you would [ e——
like to send in the chat field. : —
2. Select the person(s) to whom you’d =
like to send the message by E=E L]
clicking their name(s) in the '; i i
Participants box. (Hold down the lesiel S ]
~- N < S I session For 4 ke

control key to select multiple
participants.)

3. Using the drop down box beneath the message box, choose Selected.
4. Click Send or type Enter. Private messages appear in blue in your Direct Messaging

box. If you want to send any messages to the entire room, you’ll need to switch back
to This Room on the drop down menu.

Public chat @ Chat =

In the left-middle of your screen, the Direct Sfifc:'!,..,...,, - coe an e oo (,3:
Messaging box is basically a text chat window. searelL iRl o DI
To chat with another person, simply type your text e st s Ut L
in the chat field and click Send or type Enter. Moderator: Sure Il puUt it info the File
All students can see messages in the Direct ransrer v
Messaging window.

[ send |to This Room v | 9

Private chat

nn ~

You can whisper to somebody (specific person).
Basically the other people cannot see or hear.
1) Type the text message
2) Select the person(s) to whom you’d like to send
3) Using drop box, choose selected.
4) Private message appear in blue color

If you want to send any messages to the entire
room, you’ll need to switch back to all on the
drop down menu.

[(sed Jte[thisheem

%
4
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[ How to use Whiteboard ]

In your right window, that is the Whiteboard window. The Whiteboard is the space where
messages or PowerPoint slides can be posted by you or students.

Usually, the whiteboard is managed by you (the instructor), or the TA.
White board tools can be found on the side of the whiteboard. You can draw on the
screen, type, or upload files or images. To use the tools simply click on each button to
make it active.

@ Liluminate |ivel - VETLTOH =] ]
H O X Olw 3 -
Whiteboard tools can be found on the |[... T .
side of the whiteboard. When you are | gisssimmm. | ="
given the permission to use the 2
whiteboard, you can draw on the Rs
screen, type, or upload files or images. |(e¢¥ .. (e =
To use the tools simply click on each |suciu
button to make it active. You can |t ... "¢
practice using these tools later. fr o s
u% ——
- EHEEED & FF T T o S T

View Screen menu

Permissi

Screen Counter View Topic menu
Navigation buttons
check boxes
Title har —| _# ‘Whiteboard|- Main Rogm [Scaled 71%)

Navigation A B Bl |1131 [Sideln ~| [v] Follow Moderator [ Roam :::ngatlon
har =

g -

v

NR

Tools palette —| :L!J E"uminate LiVE!

——— Workspace

and
Firewalls

i (‘(:I’iuménaﬁ

EENEEEEEN _ -
‘ED.DDD..D B i g‘
|

Properties Editor palette

m
B
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Selection—— IE = | Eraser
Pen ——— # & | Highlighter
Text— | A 25|  TextEditor
Elipse———| O @ | Fjjed Ellipse
Rectangle O M | Filled Rectangle
Line N R | Laser Pointer
Import an Image ki L] . Clip Art
Screen Capture =1

[ How to show your PowerPoint ]

Also, if you would like to incorporate a PowerPoint presentation, you can do that.

1. Open PowerPoint and load the presentation you would like to show.
2. Select set up show from the slide show menu.
3. After that, select browsed by an individual, click OK.
4. If you would like to start your presentation, just click F5 and resize the window to suit.
@ Load File ]
Look in: | ) powWeErpoinks b | _I - || =
1 Support Presentakions EEJ AnimationBlank. ppk
I_'«",ED ) Suppork presentations from customers EEJ BackgroundrloForegr
My Recent 1 #P presentations EEJ BestPhotoCMNMZ004 . o Impork Opkions
Dacuments EH] 12_Full_Images. ppt EX] Blank Presentation.pp (=) Faster Impart
@ EEJ ampersandTitle, ppk EH] diyvesapr13.ppt
E5E] Empty Slide.ppt () Better Quality
Desktop EH] Anirnation. ppt EX] ForegroundroBackar
A Fa | >
—— _ :
Py Documents File name: | Animals. ppk | [ Open ]
'.'Hl =] Files of type: |P0werP0int Files {*.ppk) hd | el ]

[ How to make groups for group activities ]

Sometimes you can breakout rooms to work on group activities. The students in a
break room can only hear the audio in that room.

Callege af
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@ Participants

il dy b &) 4 O & Participants
I.,_, CE} ~# O i Amanda {(Moder... »~
# O i@k Ann

-L"l@ﬂ

W @/ O ik Mike

Whiteboard
Rermowe Participankt

Create Breakout Room, .,

Disktribuke Participanks., ..

Return Everyone to Main Foom

Main F.oom

Send ko Breakouk Room
Mew Private Breakout Room

There are several types of rooms that you can make.

1. First, you can make private team, Select one or more participants and send them to
private break room. A new room will automatically be created for the students to
collaborate in. When the last student is moved out of the room, the room will
automatically close.

2. Second, you can make formal team, if you create formal breakout rooms and load
content on the whiteboard screens. Then, when you move the students into the
room, they can collaborate on the content. When the participants are moved back
into the main room, the content and participants’ work still remains in the break
room.

3. Last, you can create random team by designating number of rooms or number of
participants per room. Automatically create and assign students to breakout rooms.

Distribute Users fgl

Distribute Participants fram Main Roar

() Inko last braakout room they were in

() Inko graup of people

Cpkions

[] Include maderatars in the distribution

Create rooms with base name:

Remind students to raise their hands or send you private message if they have
questions while in a break room. You will be notified and see all private text messages
even if you are not in the same room.

As the participants collaborate in a break room, you can view their progress without
actually joining their room by selecting the name of the breakout room in the Whiteboard
Screen drop-down menu.

. Education.Online 11
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[ How to send the entire class to a website you’ve selected ]

During live sessions, you can take participants to a web site using the Web Tour.

Enkter the URL ko go ko

= |

[ (04 ] [ Cancel ]

The Web tour feature allows you to review a website and have students interact
individually. For students whose default Web browser is internet Explorer, Safari, or
Firefox, a new window within the Elluminate interface appears over the whiteboard
displaying the Web page you have selected. If the students do not have one of the
required default browsers, the URL will launch using their default browser.

The Web Tour window will appear in front of (on top of) other open windows. To push
the students to a web site,

1. Click on the button in the toolbar or alternatively from the Tools menu, select Web
Tour and then start a Web Tour.

2. In the Enter URL dialog box, enter the URL that you wish to send your participants
to and then click OK.

MLy teriat

Show | Al v ©

Erem——— pull G Web Tour - Live el earning Solution & Collaboration Solution Soft.s
B < 5 [Pttpifjww eluminatz.comj | pubtshurL ] [#7our
EhttDI”WWW.E"UH’IiﬂatE.EDer o

| “|

. = A A a . . A
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[ How to watch your session again ]

Accessing Archived Elluminate Sessions

GO - (S rmsitses e comistairemaatties v B4 K £
A ) ) A Google [C~ Vs B - ff bcmekes Tiobided TP oed - - » D teg
Every Elluminate session is archived. So, |[«-
if your students are unable to attend a [= % ‘oo LB BT LT
session, or would just like to review one, (g}fmm
[ Presia [

you can let them know how to access the )
archive from the synchronous space

page. 7

Grougs: 10N Uier: JHOOOE [1007-0a-10 1

Recording Playback Wi Enrollment Management B nmm]
R | Enrall

1. Login to Elluminate website. A= J Rm—
2. Click Utilities in the top bar. n . M Ry
3. Click the Playback button.

& Interret 0w -

¢~ Ciluminate Internel - Windows Internat Depharer

o_._ v [T Mmoo obominat - dabosform AT 51 Bl
Coogle| G~ v oo g B f) somuse Biztooed TPowes e - # @ setngs =
& -
[ - R —— f3- B ode P BTk
4. Select the appropriate date range and @Mmﬁl
- - - - ¥ Uiy
click View Recorded Session List. Here e - B R o e o o )

you’ll see a list of sessions from which to
Choose Recerded Session Selection Criteria [ iew Pecorded tessson Lint «

Sclect The Recorded Session Category Floourses [#loeep 1ns [#]Mectings
Select The Recorded Session Type [41 Sessien Types] -
3 il

Select The Recorded Seision Access Type () oukic Ascass
O Restricted Access [sessons enrabed m/attended/imeted)

From Daie 2007 % Jan vil?\-
To Date 2007 | May vl]lv
Time Zane Contral {Horth America/U5] 0500 ¥ Otrerve BST [7]
w

& ¥

@ Inacrat oo -
/= Elluminate Internal - Windews Internet Explorer r__rEIE
G [ et channste comisteirtmallukiesarcontibiabodlst ¥ B | 1 | # LR
Google C- “enogl B - | somuiee Bhobeded ohed - - LA T
[
| G Emnatn e B- B i e GTek s

5. To play a session back, simply click @wm
Play. Elluminate Live! will now be

y minats  Protile e s st

i'.l.l ot | Group: FON User: JGOOOE (20070818 1
launched. The archive will begin to play
back the SeSSion. JRecorded Session List
Racordings for the previcus 140 Days:
6. Use the playback controls (similar to | ““"’5’
2007-01-18 04:17 PM 7 NONE 10426

controls on a DVD player) at the bottom TR
of the screen to progress through the Nt

2007+01-29 09:54 AM

session. T

2007-01-29 11157 &M

MONE 3335637  Flay
NONE 10485  Play
NONE 10528 Play
NONE 26531

r NONE 56402 ’
NONE 12402  Flay

2007-04-16 11:42 AM  HRE 2007

-

(o @ ntorrt Hoorw -
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[ How to solve technical issues ]

Most technical problems can be fixed before your first class session. The most common
problems are caused by firewall issues. We recommend that you start with the Elluminate
staff if you have an issue or concern, since they’re experts with the program. But if you
continue to have problems, contact the online staff at least several days before your first
synchronous session. That way we have time to get your problems worked out before
class starts.

You may want to print out the PDF version of this tutorial for future reference. Contact the
Online staff if you have any questions.

Resource

http://www.elluminate.com/support/docs/8.0/moderator.jsp
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