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Using this Guide

Who should read this guide

This guide is written for those who are attending Elluminate Live! sessions — Participants.

As an Elluminate Live! Participant you need not be a computer expert, however, we do assume you
possess some basic computer literacy (i.e., working knowledge of your operating system, ability to
navigate between and within applications, understanding of basic text and graphics editing, etc.).

/" Users who make use of the accessibility features in Elluminate Live! should
refer to the Accessibility Guide for Participants.

How to use this guide

Read the first three chapters of this guide prior to attending an Elluminate Live! session.

1. Read Conventions used in this guide in this chapter to familiarize yourself with the various
presentation, formatting and typographical conventions used in this guide.

2. Follow the instructions in Chapter 1, “Getting Started” to ensure you have the proper
hardware and software to run Elluminate Live! and to set up your Elluminate Live/
environment.

3. Read Chapter 2, “The Elluminate Live! Room” to familiarize yourself with the Elluminate

Live! user interface.

Refer to the remaining chapters in any order to become familiar with the available tools and
features of Elluminate Live!

7/ For a discussion of the accessibility features in Elluminate Live/, including
Closed-Captioning, see the Accessibility Guide for Participants.
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Conventions used in this guide

Conventions used in this guide

Operating System Differences

This guide is written for Elluminate Live! users on all supported operating systems: Windows,
Mac OS X, Linux and Solaris.

Keystrokes and Mouse Clicks

The same keystrokes and mouse clicks are used on Windows, Linux and Solaris platforms. Those
used on Mac OS X are different. This guide gives instructions for users of all supported operating
systems. The Windows/Linux/Solaris keystrokes or mouse clicks are given first, followed by those
for Mac OS X (in parentheses):

Mouse Click Example

Select the object and then right-click (“Click on Mac) anywhere on the Whiteboard to
display the context menu.

Keystroke Example
Select the object(s) in the Whiteboard or in the Explore Objects window and then press
Ctrl+X ( 3 X on Mac) to cut the object(s).

Screen Captures

Most screen captures shown in this guide were taken in a Windows environment. If you are
running Elluminate Live! on a Mac OS X, Solaris or Linux platform, the appearance of windows,
dialog boxes, etc. will differ slightly from those shown in this guide.

Menu Pathnames

This guide uses a shortcut to describe selections from menus and submenus. For example, rather
than saying, “From the File menu, select Save. Then from the Save menu select Chat
Conversation”, the following convention (separating submenu elements with >) is used:

Select File > Save > Chat Conversation...

Variables

There are a few menus in Elluminate Live! that are populated with data specific to the session.
Because we do not know in advance what those words or names will be, in this guide they are
represented by variables enclosed in angle brackets. For example, the variable <Attendee Name>
is used in the discussion of Chat to represent the names of Participants and Moderators (attendees)
listed in the Show and Send To option menus.
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Notes

Six types of notes are used in this guide to highlight information:

/" Notes of this format are used to highlight important information or to
present asides relevant to the topic at hand.

@ This is a tip. Tips provide helpful information on how to most effectively
use a particular function in Elluminate Live!

% This is a caution. Cautions alert you to potentially confusing terminology or
difficulties that may occur when using Elluminate Live!.

V This is a warning. Warnings alert you to potentially serious problems.

soLaris f) Notes of this format are used to highlight Solaris and Linux-specific
information.

‘l Notes of this format are used to highlight Mac-specific information.

Terminology
The following terms are used in this guide when referencing Elluminate Live! users:

= Moderator — Moderators have access to all Elluminate Live! features, including the ability
to grant Moderator status to Participants. The person conducting a session, such as a
teacher, is a Moderator.

= Participant — Participants have restricted access to Elluminate Live! features. Students are
typically Participants, although Moderators can grant Participants Moderator status.

» Attendee — Anyone attending the session (both Moderators and Participants).

= Invitee — Anyone invited to the session (both Moderators and Participants).
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Typographical Conventions

Convention

Description

1. Number

Used to indicate a step in a task.

v" Checkmark

Used for listing the different options available to you
to complete a task or function. Pick one only.

Bold Used to give emphasis to a word.

Italics Used to represent options or parameters. Also used in
cross references to sections in this guide or other
guides.

Underline Used for links, such as links to websites.

Monospace Used to indicate pathnames, filenames and folders.

<brackets> Used to indicate variables.

Getting Help

Help is available from the following web pages:

*  Elluminate technical support at Elluminate’s Support Portal:
http://support.elluminate.com/

= Training materials:
http://www.elluminate.com/training/
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Chapter 1: Getting Started

This chapter covers what you should do prior to moderating a session:

Ensure your computer meets the minimum system requirements recommended for running
an Elluminate Live! session on your computer.

Join an Elluminate Live! session. You may join a session either through an email link sent
to you by your organization or via a link on a web page. The method by which you join a
session will vary depending on your organization.

Launch into a private Elluminate Live! session where you can familiarize yourself with the
Whiteboard tools or create or review presentations and/or quizzes prior to joining your
scheduled session.

Once you have successfully launched into an Elluminate Live! session, set your
preferences and connection speed, run the Audio Setup Wizard and configure your proxy
settings.

Minimum Client System Requirements

Before you can get started in an Elluminate Live! session, you should ensure that your computer is
able to support the needs of the collaboration environment.

@ For all users, we strongly recommend that you use a headset (or at least
headphones or an echo cancelling microphone) rather than speakers when using
simultaneous talkers. This will eliminate potential echoing and feedback and
improve your audio experience.

Your computer should meet or exceed the following minimum requirements:

Windows

Windows XP (32 bit), Windows Vista (32 or 64 bit) or Windows 7 (32 or 64 bit)
Pentium I1I 1 GHz processor

256 MB RAM

Mac OS X

Mac OS X 10.5 (32 or 64 bit) or Mac OS X 10.6 (32 or 64 bit)
G4, G5 or Intel processor
256 MB RAM
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UltraSPARC Solaris
= Solaris 10 (SPARC only) (64 bit)
= UltraSPARC IIc 500 MHz processor
= 256 MB RAM
Linux
= openSUSE 11 (64 bit) or Ubuntu 9.10 (64 bit)
= Pentium III 1 GHz processor
= 256 MB RAM
In addition to the above requirements, all clients require the following:

= Java version 1.5 or higher

_/ For a 32 bit OS use a 32 bit JVM and for a 64 bit OS use a 64 bit JVM.

= 20 MB free disk space
= 28.8 KBps Internet connection

= Windows, Linux or Solaris: soundcard with speakers and microphone or headset (or
telephone for Telephony users)

= Macs: internal, USB, or external iSight microphone (or telephone for Telephony users)

Joining an Elluminate Live! Session

How you join an Elluminate Live! session varies depending on the organization hosting the
Elluminate Live! session. Follow the instructions provided by the organization hosting your
Elluminate Live! session.

Your System Administrator should provide you with the following information:
» How to access your Elluminate Live! sessions.
*  Your username and password (if applicable).
=  How to access your recordings.
* How and where to obtain the links to install the required software.

=  Who to contact for help and where to access the user guides and other resource material.
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Setting Your Connection Speed

The first time you join a session, the Select connection speed dialog box appears prompting you to
select the connection speed that you will be using. After you exit the session, the connection speed
is automatically saved with the preferences.
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Another way to set your connection speed is through the Preferences dialog. You may do this
outside of a session or anytime within a session.

Configure your connection speed in the Preferences dialog.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Connection under Session. The
Connection preferences panel appears.

@& Preferences

= 1 Profile L
LMy Profile Connection Speed: | Cable/DSL
E'" Recorder Prompk For speed: 25.6 Kbps Dfalup El
‘e Reminder 33.6 Kbps Dialup
- = Session 56 kbps Dialup
 — 150N
""" L1 = munl
| pee s ireless (300 Kbps)
“Leaving
[—:||_J Session Plan LAM
w-Display Sekti
“,Isl:lfw e :ngs =
[ Restore Defaults w ] I [0]4 ] [ Apply ] [ Cancel ]

3. From the list of Connection Speed options, select the modem or line speed that your
computer is using to connect to the Elluminate Live! Server. In most cases, this means

your Internet connection speed.

%\' Setting the incorrect connection speed (either higher or lower) may result in

poor performance.

Select

If your connection is ...

28.8K Dialup

28.8K modem

Doc Revision 1.0
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Select If your connection is ...

33.6K Dialup 33.6K modem

56K Dialup 56K modem

ISDN High-speed dedicated telephone connection

Wireless Wireless connection

Cable/DSL High-speed cable connection or Digital Subscriber Line
LAN Local Area Network

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change your Connection Speed, Elluminate Live! will remember this setting each time
you join another session on the same computer.

/" You can restore your Session Connection Speed to the default. For details
on restoring default preferences, see Restoring Default Settings on page 8.

Prompting for the Connection Speed

Because your connection speed settings are saved for the next time you log in, you may find the
appearance of the Select connection speed dialog box to be unnecessary. We have provided an
option where you can decide whether you would like this dialog box to appear, never appear, or
appear only when the location changes (that is, your IP Address changes).

Configure your connection speed prompt in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v" Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)
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2. In the left pane of the Preferences dialog, select Connection under Session. The
Connection preferences panel appears.

@ Preferences E|
= 1 Profile A
L Py Profile Connection Speed: |Cable,|'DSL A |
E'" Recorder Prompt for speed: | Mever -
----- Reminder lways
EI-l: = Session Mever
_onneckion when Location Changes
E'----Lne.ﬁ\v'ing
=[] Session Plan
g----?llsplfav Setlings 7
[ Restare Defaults w ] I QK ] [ Apply ] [ Cancel

3. From the list of Prompt for speed options, select your desired option.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change your connection speed prompt, Elluminate Live! will remember this setting each
time you join another session on the same computer.

7" You can restore your Session connection speed prompt to the default. For
details on restoring default preferences, see Restoring Default Settings on page 8.

Setting Your Preferences

Although it is not necessary, you may want to set some of your application preferences before you
begin your session. You can do so through the Preferences dialog. Preferences are not tied to
individual sessions (they are used globally for all your sessions) and can be set even when you are
not connected to a live session. They are saved in a preferences file in the standard location for
your specific operating system.

You can open the Preferences dialog in two ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)
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Setting Your Preferences

The Preferences dialog is organized into two main areas: the Preferences list on the left and the
Preferences panels on the right. The Preferences list contains a list of modules and their associated
panels organized into a tree structure (in alphabetical order). The panel that is selected in the
Preferences list will be displayed in the Preferences panels area.

Preferences

Preferencespanels

-4 Activity

..Event Filtering

{—jg Application Sharing
iltered Keys

Remote Control

imulated Keys

=-Wiewing Options

L4 Audio

Modules

icrophone Settings
i.-Speaker Settings
B+ § General
é----AudibIE Motifications
;----Hot Keys
é----Proxy Settings

..-\fisual Motifications
=63 In-Session Invite
E‘----Inuiiﬁtic:n Options
= 1 Profile

My Profile

-8 Recorder
“-Reminder

[=]-=f= = Session
é----Connection
i----Leaving

=| ] Session Plan
é----DispIay Settings
i----l-'iewing Options
- & Video

;----Device Disconnection
%----Frame Rate

o Window Settings
- Web Tour
i----Popup Blocker
= # Whiteboard
E‘----Clpentili‘ﬁce.c:rg

When Hosting Starts:
() Switch to mini-controller
(@ Remain in main window
Change layout to: Left Docked Minimal Layo
Move main window:
@ To |Top Left
To previous location
To alternate display
Other Options:
Raise shared applications to front

Highlight shared region E
[] Emphasize cursor E

Show a notification
Image Quality: :Normal

[ Restore Defaults

Restore Defaults
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/" Ifyouselect a module (rather than one of the panels beneath it), the topmost
panel associated with that module will be displayed in the Preferences panels area.

Navigating Within the Preferences List

You can move between modules and panels in the Preferences list using the arrow keys or by
simply clicking on a desired module or panel.

You also can collapse and expand the list of panels beneath a module by clicking on the disclosure

buttons.
Click to - Activity - Activity
expand g Application Sharing Click to & g Application Shari
: collapse =% Application Sharing

-4 Audio --Filtered Keys
& General E»---Hu:usting Options
u_@ In-Session Invite ;----Remute Control
Profile E»---Simulated Keys
Recorder §~----'I.-'ie'.-x'ing Options
---l: = Session -2 Audio
|_J Session Plan F- § General
---1. Video [+ g In-Session Invite
l._'jl Web Tour #- & Profile
[ Whiteboard [+-E8 Recorder

Setting Preferences
Instructions for setting preferences are dispersed throughout this guide:

= For instructions on setting preferences for Application Sharing, Audio, Video,
Whiteboard, In-Session Invitations and Session Plans, refer to the chapters dedicated to
those modules.

= For instructions on setting preferences for General > Hot Keys, refer to Configuring Hot
Keys on page 33.

* For instructions on setting preferences for Profile > My Profile, refer to Editing Your User
Profile on page 56.

» For instructions on setting preferences for General > Proxy Settings and for Session/
Connection, refer to the applicable subsections in this chapter.
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Setting Your Proxy Configuration

Restoring Default Settings

If you are unsure about the preferences you set and want to start L SRR
over, you can revert back to the default (factory) settings. The
restoration can be done at an application level, module level or
panel level by selecting an option from the Restore Defaults

Restore Defaults

Restore Panel "Connection”
Restore Module "Session”
menu. Restore All Modules

= To restore defaults for the entire Elluminate Live!
application, select Restore All Modules.

= To restore defaults for all panels within a specific module, select the module in the
Preferences list and then select Restore Module <Module Name> from the Restore
Defaults menu.

= To restore defaults for a single panel only, select the panel in the Preferences list and then
select Restore Panel <Panel Name> from the Restore Defaults menu.

Moving and Resizing the Preferences Dialog

You can move the Preferences dialog by dragging its title bar. You also can resize it. If the
Preferences panel is too large to fit in the right side of the Preferences dialog, scroll bars will
appear so you can move within the panel.

The next time you open the Preferences dialog, it will be located in the same place and be of the
same size as when you last opened it. The panel you last worked in will be displayed.

Setting Your Proxy Configuration

If you are connecting through an Internet firewall, which is set up to block both outbound and
inbound connections and web browsing that is done through an HTTP or HTTPS proxy server,
you may have to change the Proxy Settings preference in Elluminate Live!

Generally speaking, the default Proxy Settingsl are sufficient. However, sometimes Java (the
software used to launch Elluminate Live!/) is unable to automatically detect the proxy settings and
will be unable to connect to the proxy server. In this case, you may be able to start Elluminate
Live! but not be able to join a session.

1. Method: Proxy Settings From Launcher
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If you see a Connection failed error message (similar to the one below) it is a good indication that
you have encountered a proxy configuration error.

Connection failed &l

Connection Failed.
Prozey call ko http classroom] . elluminate, com: 5001 via Joe:399 Failed.
Unknown host: Joe
Prosey call ko http dassroom) . elluminate.com; S0 via Joe: 999 Failed,
Unknown host: Joe
Procey call ko http dassrooml . elluminate. com;443 via Joe:299 Failed,
Unknown host: Joe

Try again?

[ ok |[ Cancel ]

If this happens, you may have to change your Proxy Settings to enable Elluminate Live! to
communicate with your proxy server.

J Ask your System Administrator to provide you with the necessary proxy
server information.

Configure your Proxy Settings in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Proxy Settings under General. The Proxy
Settings preferences panel appears.

@& Preferences El

=& General -
--Audible Matifications

Method: |Pru:uxy Settings From Launcher (direct) |

| |
Jeoeo |

-1 g In-5ession Invite =
. Irnvitation Options

= 0 Profile

My Prafile

\C.-BE pecnrder he

| Restore Defaulks w | O, H Apply H Cancel
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Setting Your Proxy Configuration

Select the desired Method option from the Method drop-down list. The choices are the
following:

Proxy Settings From Launcher (Direct, Http, Https, etc. ! ) — Specifies that Elluminate
Live! is to use the connection settings from Java Web Start.? If manual proxy settings
are not provided to Java Web Start, it will attempt to detect these settings on its own
and then pass the results to Elluminate Live! This is the default proxy setting and
should be changed only if you are unable to establish a reliable connection.

Direct Connection — Specifies that no proxy server is to be used. Elluminate Live! will
connect directly to the appropriate server.

Use SOCKS V4/V5 Proxy Server — Specifies that a version 4 SOCKS proxy server is
to be used.

HTTPS Proxy Server — Specifies that a secure HTTPS proxy server is to be used.
HTTP Proxy Server — Specifies that an HTTP proxy server is to be used.

HTTP Proxy Server (Half-Duplex) — Specifies that an HTTP proxy server is to be used
in reduced bandwidth half duplex mode. Use this option only if you have an HTTP
proxy server and you are unable to establish a reliable connection with the previous
setting.

HTTP Direct — Specifies that Elluminate Live! is to connect directly to the server with
the HTTP protocol. While this is similar to a direct connection, the use of the HTTP
protocol may reduce performance and should be used only if a normal direct
connection is not possible.

HTTP Direct (Half-Duplex) — Specifies that Elluminate Live! is to connect directly to
the server with the HTTP protocol in a reduced bandwidth half duplex mode. Use this
option only if you require an HTTP direct connection and are unable to establish a
reliable connection with the previous setting.

Enter your proxy server IP address in the Server field and enter your proxy serverport
number in the Port field. (You may have to ask your System Administrator to provide you
with this information.)

Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change the Proxy Settings, Elluminate Live! will remember these settings each time you
join another session on the same computer.

For more information on proxy configuration, visit the Knowledge Base located at
http://support.elluminate.com.

1. The parentheses will contain whichever type of proxy setting is detected from the launcher.
2. Part of the Java Runtime Environment.
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7" You can restore your Proxy Settings to the default. For details on restoring
default preferences, see Restoring Default Settings on page 8.

Setting Notification Preferences

Audible Notifications

Audible notifications are system messages sent by Elluminate Live! to notify users when certain
important events occur within the session. These notifications are presented as sounds.

In the Preference dialog, you can listen to what each notification sounds like as well as enable or
disable the notifications. There are two built-in sets of notifications: Basic and All.

/' Basic notifications correspond to what was available in Elluminate Live!
9.7. This is the set that is enabled by default. Other audible notifications are new
in Elluminate Live! 10.0 and improve universal access. Some of the new audible
notifications are also helpful to Moderators as they provide additional awareness
of important events that occur in a session (e.g., someone joining the session).

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)
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Setting Notification Preferences

2.

In the left pane of the Preferences dialog, select Audible Notifications under General. The
Audible Notifications preferences panel appears.

& Preferences

=-42 Audio =
Micraphone Settings Audible notifications are sounds played when certain events
“-Speaker Settings ocer

=~ § General Mame Enabled Preview

. Activity Event Occurred Fl il S

Hot Keys Chat Message Received Fl ad) )
Proxy Settings Hand Faised Alarm ad)
“Visual Notifications My Hand Lowered Ol i
= g3 [n-Session Invite My Hand Raised O )
L Invitation Options Participant Joined L ]

= Profile Partidpant Left O] i
“..My Profile Recording in Progress i

= Recorder Start Recording i
{..Reminder Stop Recording )

[_].‘: = Session Timer Alarm i
i.-Connection Microphone Off O )
“-Leaving Microphone On ] )

=[] Session Plan —

. Display Settings “
Viewing Options
52 vien
E ;----De'«'ice Disconnection w
[ Restore Defaults » | l [ Apply ] [ e ]

To hear the sound used for a notification, click on its Preview (speaker) icon.

Enable and disable the notifications for the various events in the following ways.

v" To create a custom set of notifications, click on the Enabled checkbox associated with
the desired individual events.

v" Click on the Basic button to select the Hand Raised Alarm, Recording in Progress,
Start Recording, Stop Recording and Timer Alarm events. This is the default.

v" Click on the All button to select all events.

5. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.
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When you change the Audible Notifications, Elluminate Live! will remember these settings each
time you join another session on this computer.

7 You can restore your Audible Notifications to the default. For details on
restoring default preferences, see Restoring Default Settings on page 8.

Configuring Your Audio

Prior to moderating a session you should ensure that your Audio is configured correctly. You can
do so using the Audio Setup Wizard. See Using the Audio Setup Wizard on page 88.

Launching an Offline Elluminate Live! Session

To familiarize yourself with the Whiteboard tools or to configure your Audio, you can use an
offline Elluminate Live! session. An offline Elluminate Live! session can be accessed at any time.
You also can create or review presentations and/or quizzes.

7/ The Participants, Chat, Audio, and Application Sharing windows do not
function in an offline Elluminate Live! session.

/" To load a Whiteboard presentation into an offline Elluminate Live! session,
you must be in your Private Work Area.

Anytime that you are in a session, click the == Online button in the lower left corner of the
Status Bar. You will now be in an offline Elluminate Live! session. All text messages and
Whiteboard screens that were visible in the session remain so you can review, print or save them.

If you are not already connected to a session,
1. Launch into an Elluminate Live! session.

2. Ifyou are presented with a login dialog, click on Cancel to remain offline and
unconnected to the session.

3. Assoon as you connect to the session, click the == Online button in the lower left corner
of the Status Bar. (If your server configuration is such that you receive a dialog box
prompting you to login, click Cancel in the Select User Name dialog box.) The private
session is now available for you to use.
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Chapter 2: The Elluminate Live! Room

The Elluminate Live! window consists of seven main areas:

The Menu bar at the top contains the File, Session, View, Tools, Windows and Help
menus.

The Main toolbar contains buttons for some of the more common commands that you
may use during your session. You can use the toolbar buttons or select the options from the
pull-down menus found on the Menu bar.

The Participants panel provides a list of all Participants and Moderators in the session
and their current activities. Activities range from speaking (Audio), sending Chat
messages, entering text for Closed-Captioning and using the Whiteboard drawing tools,
Graphing Calculator, Application Sharing, Video webcam and File Loading feature.

In the Participants List you also can view polling responses and the activity indicators for
each session attendee. Below the Participants List are buttons you can use to raise and
lower your hand, react through emoticons, enter polling responses and step away from the
session.

The Chat panel is where you can send and receive text messages. You can direct your
messages to one Participant, selected Participants, Moderators, everyone in this room or
everyone in all rooms. Messages can be filtered, time-stamped, printed and saved to track
session communication.

The Audio panel lets you participate in conversations during the session. Your computer
must have a sound card, microphone and speakers (or a headset) to use microphone/
speaker (VolP) mode or a telephone to use telephone (telephony) mode.

The Whiteboard panel is the main presentation window. Moderators use this region to
load presentations. Everyone can use the tools on the Whiteboard to draw or write. All the
objects and images on the Whiteboard are dynamic and can be modified. Everyone can
print the Whiteboard screens or save them to a file to review later.

The Status bar contains session status indicators, buttons for recording sessions and using
Telephony, and text indicating how long the session has been open, what application you
are sharing, etc. Depending on what window layout you are in, the text message may be a
scrolling message to the right of the buttons. The indicators are dynamic in nature and may
change to buttons depending on how the session is currently configured.
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The Toolbar

Whiteboard ——
Title bar e Etluminate Livel - el ve TRGS
Menu bar _File Session View Tools Window Help
Tool bar Ll I
1 Participants # wWhiteboard - Main Room {Scaled 98%)
Participants W v B = I M - w w |PublicSceen2
P chair (Moderator) £ 2 L1V
Partlmpantsl oy (ME) Promy _
pane s
|| A
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2 2 .
‘:‘J’@t Participants v O .
> x R
Chat Ll
3 L
_ _ = Q uminate
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Chat pane| Joined on June 2, 2010 at 1:41 PM - M é
to :This Room - [ >
f Audio

| COTTITTTTITTITITIII IS e

. I

Audio panel h.) 4
H Teleconference available

Status bar | = fes

This chapter describes the different parts of the Elluminate Live! main window (the menus,
toolbar, minicontroller and status bar), using mnemonics and accelerator keys to choose
commands, managing your windows and exiting the session. The Participants, Chat and Audio
panels and the Whiteboard are described in detail in their respective chapters.

The Toolbar

The Elluminate Live! toolbar contains buttons for some of the more common commands that you
can use during your session.

Print Whiteboard or Start Application Yisit Eluminate
Participants List Sharing Start Video Website

| J J J
W= 0-8 e 8 S

1 I 1

Save Chat, Select Window Transfer oOpen Hotes
Whiteboard or Layout File Window
Participants List
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Using the Toolbar Buttons

You can use the toolbar buttons or select the options from the pull-down menus found on the menu
bar. The following tables describe what each button does.

Button

Description

Saves the Chat conversation, Participants List or selected Whiteboard screens
to a file.

Menu equivalent: File > Save

Prints the selected Whiteboard screens or Participants List.

Menu equivalent: File > Print

Displays the current window layout. Use the pull-down menu to choose a new
layout.

Menu equivalent: View > Layouts

Opens the Application Sharing dialog, which allows users to share
application(s).

Menu equivalent: Tools > Application Sharing > Host Applications...

Opens the File Transfer window. The File Transfer window appears, which
allows you to Open a File or URL, view the list of shared files, save, and delete
the shared files.

Menu equivalent: Window > File Transfer

Opens the Video window. This button appears only when the Video has been
enabled.

Menu equivalent: Window > Video

Hides the Video window, closes the Video window and stops transmitting and/
or receiving video. This button appears only when the Video window is open.

Menu equivalent: Window > Video

Toggles between hiding and showing the Timer. Does not affect the time and
hides/shows it only from/to the current user.
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Status Bar

Button Description

— Opens the Notes window so you can take personal notes.

Menu equivalent: Window > Notes

(f‘ Opens your web browser and takes you to the Elluminate website.

Status Bar

The status bar is found at the bottom of the window. Located here are session status indicators,
buttons, and text indicating how long the session has been open, what application you are sharing,
etc. Depending on what window layout you are in, the text message may be a scrolling message to
the right of the buttons. The indicators are dynamic in nature and may change to buttons depending
on how the room is currently configured.

Indicator or Description
Button
. Indicates that you are connected to a session. Click on the button, to leave the

session. This command changes to a Connect button when you are disconnected
from a session.

Menu equivalent: Session > Leave Session

o = Indicates that you are disconnected from a session. Click on the button, to join
the Elluminate Live! session. The button changes to a Disconnect button when
you are already connected to the session.

Menu equivalent: Session > Join Session

il When this indicator is green it indicates that you are connected to the
Elluminate Live! session. If the color is yellow, this indicates that you have an
unstable connection and if the indicator turns red, then you have been
disconnected from the Elluminate Live! session.

g2 £ This indicates whether or not the communication with the Elluminate Live!
server is encrypted. When an open lock appears, the communication is not
encrypted.
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Indicator or Description
Button
B When this indicator appears in red, it indicates that your session is being

recorded. If the session is not being recorded or the recording has been paused,
the indicator will appear dim (grey in color).

Note: the following status icons and buttons will be present only if you are a Telephony
customer and the session creator has enabled Telephony for your particular session.

15 This status icon indicates that the teleconference is not connected.
'E" This status icon indicates that the teleconference is connected.
The Menus

Virtually every computer program includes a set of options, which you can find, and access via
menus. Like other programs, the Elluminate Live!/ main window offers a series of pull-down
menus that are found on the menu bar.

To choose an option,
1. Click on the menu name on the menu bar. The menu will open.
2. Drag the mouse down the menu to the option you desire. The option will be highlighted.
3. Click on the option to select it. The command will be executed.

This guide uses a shortcut to describe selections from menus and submenus. For example, rather
than saying, “From the File menu, select Save. Then from the Save menu select Chat
Conversation”, the following convention (separating submenu elements with >) is used:

Select File > Save > Chat Conversation...

File Menu

The File menu contains file-related commands for the Whiteboard, Multimedia files, files to be
transferred, Quizzes, Chat conversations and Session Plans, as well as the Exit command for
closing Elluminate Live!

Option Description

New Creates a Whiteboard screen group or Whiteboard screen.
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Option Description

Open Loads a Whiteboard or a file for file transfer from either a file or URL.

Save Saves a Chat conversation, Participants List or Whiteboard to a file.

Page Setup... | Opens the Page Setup dialog box for configuring the page and printer for
printing Whiteboard screens.

Print Opens the Select Screens dialog box that enables you to select the Whiteboard
screens you wish to print or the Print dialog to print the Participants List.

Exit Closes the Elluminate Live! application on Windows, Linux and Solaris only.

". On a Mac, the exit function is performed by selecting
Elluminate Live! > Quit Elluminate Live!

Session Menu

The Session menu contains options for connecting, leaving, joining, and stepping away from a
session; raising or lowering your hand; showing emotion; and inviting new Participants to the

session.

Option

Description

Join Session...

Enables you to join the session and updates the Participants List
indicating that you have joined the session.

Leave Session

Enables you to exit the session and updates the Participants List
indicating that you have left the session.

Raise Hand

Enables you to raise your hand to ask get the speaker’s attention and ask
a question.

To raise your hand, select the Raise Hand option. In the Participants
List, a number appears next to your name indicating your place in line
to ask a question.

To lower your hand, de-select the Raise Hand option. In the Participants
List, the number next to your name will be removed.

Page 20




Elluminate Live!
version 10.0

@Zumimah, Livel

Option

Description

Show Emotion

Provides you with a list of emotion options that you send to everyone in
the session, indicating Laughter, Applause, Confusion and Disapproval.

Selecting one of these options will result in the appropriate icon
flashing for approximately 3 seconds in the Participants List next to
your name.

Away

When you select this option, the Participants panel shows you as
“Away”. You are still connected to the session, but the Away message
indicates that you are temporarily unavailable.

De-select this option to inform the others that you are back and
available to participate in the session. The Participants panel will
remove the “Away” text from your name.

View Menu

The View menu contains options for switching to the Mini-Controller, changing the window
layout, locking the windows so they cannot be moved and viewing content in Presentation Mode.

Option

Description

Switch to Mini-Controller | The Mini-Controller toolbar gives you the ability to manage the

Elluminate Live!/ main window with a minimum on-screen
presence.

Layouts

Displays a list of the different layouts that you can choose from to
display the various windows in the Elluminate Live!/ room.

The Docked Layout views are only available on the Windows
platform.

Layout Locked

When the Layout Locked option is selected, the windows are
locked in their current layout and cannot be moved, resized, or
minimized.

When the Layout Locked option is not selected, you will be able to
change the window layout and each individual window can be
moved, resized, or minimized.
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Option

Description

Show Presentation

While Presentation Mode is active, this toggles between viewing
content in Presentation Mode and in the normal window layout
(i.e., it lets you opt in and out of Presentation Mode view).

Tools Menu

The Tools menu provides access to the various features available in Elluminate Live!

Option

Description

Preferences

Provides a central location for setting Elluminate Live! preferences
for Application Sharing, Audio, General (Hot Keys and Proxy
Settings), In-Session Invite, Profile, Recorder, Session Connection,
Session Plan, Video and Whiteboard.

‘,'. There is no Preferences menu item under the
Tools menu on the Mac. The Preferences menu item
can be found under the Elluminate Live! menu.

Application Sharing

Displays a list of options that you can perform when hosting an
Application Sharing session. Not all the menu items are enabled
until you start Host Applications.

Options include those to share your application or desktop (Host
Applications..., Share Entire Desktop, Share Application, Pause
Application Sharing), to give and take away control of shared
applications (Give Control of Shared Applications, Take Away
Control of Shared Applications, Release Control of Shared
Applications), to request control of someone else’s desktop or
shared application (Request Desktop Control, Request Control of
Shared Applications), and various other options (Scale to Fit, Send
Key and Show Preview Window).
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Option

Description

Audio

Displays a list of options for managing Audio.

The Audio Setup Wizard option opens the Audio Setup Wizard
dialog so you can test, verify, and configure your speaker and
microphone volume settings

The Adjust Microphone Level option allows you to adjust the level
of your microphone either Up or Down.

The Adjust Speaker Level option allows you to adjust the level of
your speakers either Up or Down.

The Select Input Device option lets you select your audio input
device (all platforms) and the Select Output Device option lets you
select your audio output device (all platforms except Mac OS X).

The Use Telephone for Audio option switches you from using the
microphone and speakers for audio (VoIP) to using a teleconference
for audio. This option is available only to ASP customers for whom
telephony is enabled.

Chat

Displays three options for entering Chat messages and managing
their appearance:

The Enter Message option immediately moves your cursor to the
Message Text Field in the Chat panel where you can start typing in
your message.

The Conversation Area and Message Text Field options allow you
to change the size of the text displayed in the Chat Panel and
Message Text Field of the Chat Panel, respectively. These options
are Make Text Bigger, Make Text Smaller, Default Size, and Text
Size. The default text size is 12 point.

Polling

The Polling sub-menu contains options for entering a polling
response. The polling responses listed in the sub-menu will vary
depending on the type of poll being conducted.
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Option Description

Profile The options listed in the Profile sub-menu vary depending on
whether a Moderator or Participant is highlighted or not in the
Participants List.

If another Moderator or Participant is highlighted in the Participants
List, then the options in the Profile sub-menu will be based on that
person’s configuration. If the person has a user profile, the View
Profile option is available so you can view their profile. If the
person has entered home and work email addresses in their profile,
then you will have the options Send E-Mail @ Work and Send E-
Mail @ Home.

Whiteboard Displays a number of options that can be performed on the
Whiteboard.

Options include object-related options (Object Alignment...,
Restore Offscreen Objects, Object Properties, Explore Objects,
Select All Objects From Participant), screen-related options
(Current Screen Properties, Explore Screens) and other options
(Clip Art Collections, Show Thumbnails, Scale to Window and Show
Screen Count.).

Window Menu

The Window menu contains options to open the Closed-Captioning, File Transfer, Graphing
Calculator, Notes and Video windows.

To close a window, do one of the following:
v click on the window’s Close button,
v’ press Ctrl+W ( 8 W on Mac) or
v press Alt+F4 (Windows, Linux and Solaris only).

Option Description
Closed- Selecting the Closed-Captioning option opens the view-only Closed-
Captioning Captioning window. To close the Closed-Captioning window, you may also

press Ctrl+F8 ( 38 F8 on Mac).

File Transfer Selecting the File Transfer option opens the File Transfer window.
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Option Description

Graphing Selecting the Graphing Calculator option launches the Graphing Calculator
Calculator window.

Notes Selecting the Notes option opens the Notes window, in which you can take

personal notes about the session.

To close the Notes window, you may also press Ctrl+E ( 3 E on Mac).

Video The Video option appears in the list when you have enabled video camera
support.

Selecting the Video option opens the Video window.

Help Menu

The final menu, the Help menu, offers access to the Elluminate Live! Technical Support web page
as well as to diagnostics tools that the Support personnel may ask you to use to help troubleshoot
an issue and general information about the Elluminate Live!/ software.

Option

Description

Moderator Help

Opens the http://www.elluminate.com/training
page in your primary browser. From here you can access this

guide, the Accessibility Guide, quick reference guides and training
recordings.

Participant Help

Opens the http://www.elluminate.com/training

page in your primary browser. From here you can access this
guide, the Accessibility Guide, quick reference guides and training
recordings.

Web Support and Tools...

Opens the http://www.elluminate.com/support page in your
primary browser. From here you can get help with your setup and

access the Support Portal,where you can read Knowledge Base
articles, find contact information or submit a help Ticket.

Keyboard Shortcuts

Opens a list of keyboard shortcuts (accelerator keys) that can be
used in Elluminate Live!

Diagnostics...

Opens the Diagnostic dialog box. This is used primarily for
troubleshooting purposes. You may be asked by Elluminate
Technical Support to add diagnostic flags and run your program to
try and troubleshoot a problem you may have.
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Using Mnemonic and Accelerator Keys

Option Description

On Windows, Linux and Solaris, opens a window displaying the
version number of Elluminate Live! (under the About tab) and
version information of the various components (under the

Information tab).

About Elluminate Live!

". On a Mac, the About Elluminate Live! item is
located under the Elluminate Live! menu.

Using Mnemonic and Accelerator Keys

Instead of using your mouse to select a menu option, you can use your keyboard. Using mnemonic
or accelerator keys saves time because you do not have to complete multiple steps (e.g., clicking
on a menu and then clicking on an option), nor do you have to take your hand off the keyboard to

1ssue the command.

/' Mnemonic and accelerator keys are enabled only when you have input

focus on the Elluminate Live!/ window.

7' Mnemonic and accelerator keys are not configurable.

Mnemonics

A mnemonic is an underlined letter or number that appears in a menu title or menu option that,
when pressed in conjunction with the Alt key, activates a command or navigates to an element in

the user interface.

". Keyboard mnemonics are not supported on the Mac.

/" On Windows, depending upon your configuration, you may have to toggle
the Alt key before the options in the menus will display the underlined character

or number.
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To choose an option without using the mouse, follow these steps:

1. Press the Alt key, note which letter or number (mnemonic) is underlined in the desired
menu name and enter it on your keyboard. The menu options for that main menu will
appear. For example, if you press Alt+F, the File menu will appear.

2. Again, note the mnemonic for the desired option in the menu and enter it, with or without
the Alt key.

If you choose an option that has a > after it, such as “File > Open > ”, another menu is
displayed. Repeat step 2 to choose the desired option from this sub-menu.

Accelerator Keys

You can quickly accomplish tasks you perform frequently by using accelerator keys (also referred
to as shortcut keys), which are one or more keys you press in combination within Elluminate Live!
to perform a function. For example, instead of clicking the ‘J;" Raise Hand button in the
Participants window or selecting Raise Hand from the Session menu, you can press Ctrl+R ( 3 R
on Mac OS X) to raise your hand.

/" The Accelerator Keys were defined with an extended (full) keyboard layout
in mind. If your keyboard does not have a key used in an Accelerator Key, you
will need to use the menu item or toolbar button to perform the desired function.

Accelerator keys are listed next to their respective commands in the menu structure, as depicted

below:
e Yiew  Tools  Window  Help m View Tools Windc
jOIn >e5510M.. [
Leave Session keaue Session
Raise Hand ¥R |
Raise Hand Chrl4+R Show Emotion >
Showe Emotion Away {+38A

Chrl+5Shifk+

Irvite Mew Participants. ..

The following table lists the accelerator keys present in Elluminate Live! to quickly perform a
number of common functions. Keys are grouped into sections based on the Elluminate Live!
component being used.

/" To access the list of Accelerator Keys while in a session, select Keyboard
Shortcuts from the Help menu.
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Function Windows, etc. keys Mac keys
Application, Window and File Functions

Quit Elluminate Live! Alt+F4 #Q
Hide Elluminate Live! N/A $H
Hide other applications N/A CF# H
Close window (main Elluminate Live! Alt+F4 or Ctrl+W FW
window, Video, Notes, File Transfer,

Activity, Closed-Captioning, Calculator)

Cycle keyboard focus between the four main | F6 F6
Elluminate Live! modules in the main

window: Participants panel, Whiteboard,

Chat panel and Audio panel.

Move keyboard focus between open Alt+F6 E:
windows (Video, Notes, File Transfer,

Activity, Closed-Captioning, Calculator).

Enable tabbing in toolbars of secondary Alt+F8 ~CF8
windows (Closed Captioning, Notes,

Activity Window, File Transfer)

Open Preferences dialog box Ctrl+Comma a8,
Create new Whiteboard screen or Ctrl+N FN
Whiteboard screen group

Open file for transfer or Whiteboard Ctrl+O # 0
presentation

Save Participants List, Chat conversation or | Ctrl+S #S
Whiteboard

Print Participants List or Whiteboard Ctrl+P FP
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Function

Windows, etc. keys

Mac keys

Activity Window Functions

Open Activity Window Ctrl+/ F/
Close Activity Window Alt+F4 or Ctrl+W FW
Audio Functions

Adjust microphone level down Ctrl+Shift+Down T3 |
Adjust microphone level up Ctrl+Shift+Up T3 1
Adjust speaker level down Ctrl+Down E: )
Adjust speaker level up Ctrl+Up F1
Whiteboard Functions

Select all objects in Whiteboard Ctrl+A #A
Open Explore Screens window Ctrl+Shift+S 73S
Open Explore Objects window Ctrl+Shift+T TH#ET
Copy selected object(s) or text in Ctrl+C #C
Whiteboard

Cut selected object(s) or text in Whiteboard | Ctrl+X # X
Paste copied or cut object(s) or text in Ctrl+V HFV
Whiteboard

Group selected objects Ctrl+G #*G
Group selected objects in your private room | Ctrl+B # B

and send to background
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Function

Windows, etc. keys

Mac keys

Ungroup selected objects

Ctrl+U

HBU

Delete selected object(s) or text in
Whiteboard

Delete or Backspace

Delete or Backspace

Go to next screen Alt + Page Down ~\C Page Down
Go to previous screen Alt + Page Up ~\ Page Up
Move to first screen at this topic level Home Home

Move to last screen at this topic level End End

Chat Functions

Move cursor to the Message Text Field of | Ctrl+M E: Y|

the Chat window

Participant List Functions

Raise or lower your hand Ctrl+R FR

Show laughter Ctrl+Alt+1 RN

Show applause Ctrl+Alt+2 IF 2

Show confusion Ctrl+Alt+3 ¥ 3

Show disapproval Ctrl+Alt+4 4

Show that you have stepped away or come | Ctrl+Shift+A 73 A

back

Presentation Mode Functions

Opt out of or back into Presentation Mode | Ctrl+Shift+P T3P
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Function Windows, etc. keys Mac keys
Video Functions

Open Video window Ctrl+Shift+V THEV
Close Video window Alt+F4 or Ctrl+W FW
Notes Functions

Open Notes window Ctrl+E #E
Close Notes window Alt+F4 or Ctrl+W HFW
Closed-Captioning Functions

Open Closed-Captioning window Ctrl+F8 ¥F F8
Close Closed-Captioning window Alt+F4 or Ctrl+W HBW
Polling Functions

Yes - polling response Ctrl+1 &1
No - polling response Ctrl+2 2

A - polling response Ctrl+1 #1

B - polling response Ctrl+2 *2

C - polling response Ctrl+3 33

D - polling response Ctrl+4 ¥*4

E - polling response Ctrl+5 *5
Slower pace Ctrl+1 #1
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Using Hot Keys

Function

Windows, etc. keys

Mac keys

Faster pace

Ctrl+2

32

Using Hot Keys

Hot keys differ from accelerator keys in that you can modify the definition of these keys plus you
do not need to have input focus on the Elluminate Live! window to use them (they are available
system wide). By default, six hot keys have been defined for the commonly used features in

Elluminate Live!

You can use the default hot keys (listed below) or you can define your own under Tools >
Preferences > General > Hot Keys (for Windows, Linux and Solaris) or under Elluminate Live!
menu > Preferences > General > Hot Keys (for Mac).

Function Windows, etc. Key Mac Key
Press/release Talk button Ctrl+F2 ~F2
Show/hide Mini-Controller Ctrl+F9 ~F9
Start/stop video transmission Ctrl+F3 ~F3
Take back control of Application Sharing Ctrl+Space ~ Space
Terminate Application Sharing Ctrl+End ~ End

soLaris ﬂ Num Lock and Caps Lock must be turned off for Hot Keys to work
in an Elluminate Live! session running on Solaris or Linux.

‘l If your function keys do not work on your Mac laptop or aluminum Apple
keyboard, hold down the ‘Fn’ key as part of the keystroke, or select the Use all
F1, F2, etc. keys as standard function keys option in the Keyboard pane of the

System Preferences.
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/" The default Hot Key assignments were defined with an extended (full)
keyboard layout in mind. If your keyboard does not have a key used in a default
Hot Key definition, you will need to redefine the Hot Key.

Configuring Hot Keys

Exercise caution when changing the default definitions of hot keys. Ensure you do not change a
hot key definition to that of a hot key used by another application. You also should avoid key
combinations that conflict with standard keyboard shortcut operations.

/' On Windows, Linux and Solaris, the hot key is restricted to one character.
You may include one or more modifier keys (Shift, Control or the Alt on
Windows).

". Mac OS X users must include at least one modifier key ( 7 ,”, \Zor 3 ) in
the keystroke.

Configure your hot keys in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select General > Hot Keys. The Hot Keys
preferences panel appears.
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-6 Activity
P Event Filtering Keystrokes available from all applications:

E—]g Application Sharing
- Filtered Keys
+Hosting Options

Description Hot Key
Application share snapshot to whiteboard Ctrl+Print Screen
: Press/release "Talk™ button Cirl+F2
Remote Control Showhide mini-controller Ctrl+F9
Simulated Keys Start/stop video transmission Ctrl+F3
Viewing Options Take back control of application sharing Cirl+5pace
[—]iD Audio Terminate application sharing Cirl+End
Microphone Settings
Speaker Settings
- § General
Audible Motifications
|

Proxy Settings

Modify...

OK ][ Apply H Cancel

S If you see an 3¢ under the Valid column, this indicates that the hot key is
not available. It is likely being used by another open application. Either redefine
the hot key to something valid or close the other application.

From the Hot key preferences dialog, select the hot key you wish to revise and click on
Modify... The Edit Hot Key dialog box appears.

Assign the 1.<eystrokes. You may input the Edit Hot Key %)
keystrokes in one of two ways: =
. . Type the desired hat key:
v" Click on the down arrow to select a key \‘.p
from the key option list, and then select the = |F2| |
desired modifier keys by clicking on their _
check boxes. For example, the keystroke to [ Windows
the right is Ctrl+F2. [ shift
Control
v" Select the text box and enter the keystrokes. Oat

This will automatically select the modifier
keys you used in your keystrokes.

[ Ok ][ Cancel ]

/7 There are certain keys that cannot be entered as keystrokes (such as Tab,
which will cause your focus to move to the next field) and must be selected from
the menu.

Click on OK to save the hot key configuration and close the Edit Hot Key dialog, or
Cancel to close the Edit Hot Key dialog without saving your changes.



Elluminate Live!
version 10.0

@Zumimah, Livel

6. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure the Hot Keys, Elluminate Live! will remember these settings each time you
join another session.

/" You can restore your Hot Keys configuration to the default. For details on
restoring default preferences, see Restoring Default Settings on page 8.

whilidy

solLaris \& Num Lock and Caps Lock must be turned off for Hot Keys to work
in an Elluminate Live! session running on Solaris or Linux.

Window Layouts

Within the View pull-down menu, you may define how the Elluminate Live! session will be
displayed on your screen. You may display the session in the Main window or Mini-Controller
layout.

In the Main window layout, you may further define how the Participants, Audio and Chat panels
and the Whiteboard will be displayed. Also, in this layout you have the option to lock or unlock
these windows. When the windows are locked, they cannot be moved or re-sized.

Main Window Layout

When you first join your session, your windows will be locked into the Default Layout. This
means that you will not be able to individually resize or reposition the four main windows. When
you resize the main window, all the individual windows will be resized proportionally to fit the
Main window frame.

Tools  Window Help

Switch to Mini-Controller

Layouts Default Layout
v Layout Locked ‘ide Lawauk I
Tall Layout

rd M & chair (Moderator, ... Marrow Minimal Lavout
a N
& W 2 Lucy (Me, Profile) Flat Minirnal Layout
Left Docked Minimal Lawvout

Right Docked Minimal Layout

ﬁf 2 v Whiteboard Cnly
€» Participants 5 [ﬁ-” Om \ ‘_
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Window Layouts

Various window layouts are available for you to select from. Each provides a different
configuration of the four individual windows. The icon in front of the name shows how the
windows will be arranged in the main window.

/" The Tall layout is intended for use on tall monitors only and the Wide
layout is intended for use on wide monitors only.

To change the window layout, from the View menu, select Layouts, and then the appropriate
window layout option or alternatively click on the pull-down menu on the main toolbar (using the

* button).

/' With both Minimal Window Layouts (Narrow and Flat) and Docked
Window Layouts (left and right) the Whiteboard is hidden. If you need the
Whiteboard, select the Default Window Layout again and the Whiteboard will
appear.

7 It you switch to a different layout while in Presentation Mode, you will

automatically be opted out of Presentation Mode. Use the $ Return to
Presentation Mode button in the toolbar to opt back in to Presentation Mode —
provided you did not switch to a minimal or docked layout, which do not support
viewing in Presentation Mode.

/" The Docked Minimal Window Layouts are available only on Windows.

Locking, Unlocking, and Re-sizing the Windows

The default setting when you initially join a session is for the windows to be locked. This means
the windows cannot be resized and will appear in their default configuration in the Main window.

To resize the windows or arrange the windows to your own preferred configuration, de-select the
Layout Locked option from the View menu.

When the windows layout is not locked:

* To re-position or resize a window: Grab a window border and drag it. Hold your mouse
over any side or a corner and, when the cursor changes to a two-headed arrow, click and
drag the border of the window to contract or expand it. If the obscured window is partially
visible, you can also click on the window itself to bring it to the front of another window.

*  To minimize a window: Click the Minimize button on the title bar of a window to
collapse the window to a button on the interface.
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Maximize

Minimize

& Participants

Participants
hair {(Moderator, ... ~

T oM

= To restore a minimized window: Click the Maximize button on the title bar of a window
to expand the window to the full region. Click the button again to restore it to its previous
size. Alternatively, if any of the windows during your session disappear from view, select
the name of the window from the Window menu. The window will be restored to its last
expanded position in front of any other windows.

". Mac OS X users can minimize and maximize the main Elluminate Live/
window by selecting Minimize and Zoom (respectively) from the Window menu.

The Mini-Controller

The Mini-Controller view takes the form of a small toolbar, with the buttons displayed
horizontally. When you switch from the Main window to the Mini-Controller, the Main window is
minimized and the Mini-Controller appears in one of the four corners of your screen. (The default
is the bottom right corner.)

The buttons that are displayed in the Mini-Controller are based on the features that are enabled in
the Main window. The basic buttons will always appear in the Mini-Controller toolbar. Additional
buttons will be grouped, based on the feature that is enabled and will be appended to the basic

buttons. (In the example below, Video and Application Sharing are enabled but the Timer is not.)

CollapseExpand Show Video
Mini-Controller Talk Window

i —

FEEEYLEY]
| | | |

Restore Main Show Chat Application
Window Messages Sharing Buttons

You can switch manually to the Mini-Controller view, in one of two ways:

v’ Use the hot key — the default hot key is Ctrl+F9 ("F9 on Mac). (Substitute your own hot
key here if you modified the default hot key definition.)

v" Select View > Switch to Mini-Controller.
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Closing the Elluminate Live! Application

_/ For details on using the Mini-Controller with Audio, Chat, Video and
Application Sharing, see the respective chapters on those features.

Collapsing and Expanding the Mini-Controller

Collapse: To collapse the Mini-Controller toolbar, click on the || Collapse button. Only the
Expand button will be displayed.

Expand: To expand (restore) the Mini-Controller toolbar, click on the || Expand button.

Hiding and Restoring the Mini-Controller

Hide: To hide the Mini-Controller, right- click (*Click on Mac) on the |E| Fy—
Collapse or Expand button and select Hide from the context menu.

Place ¥ ———
H'T ¥ @ B

Restore: To restore the Mini-Controller, use the hot key — the default hot
key is Ctrl+F9 (*F9 on Mac). (Substitute your own hot key here if you modified the default hot
key definition.)

Moving the Mini-Controller

To move the Mini-Controller, right- click (*Click on Mac) on the Top Left
Collapse or || Expand button and select the desired option from the Top Right Restare
Place submenu. Bokkam Left Hide

Restoring the Main Window

To switch from the Mini-Controller view back to the Main window view, do one of the following:

v" Click on the i'!_'l Restore Main Window button in the Mini-
Controller.

Place |
v' Right-click ("Click on Mac) on the |F{ Collapse or Expand h = e 9 B

button and select Restore from the context menu.

Hide

Closing the Elluminate Live! Application

To close the Elluminate Live! application, do one of the following:

v From the File menu choose Exit (Windows, Linux and Solaris) or from the Elluminate
Live! menu select Quit Elluminate Live! (Mac OS X).

v' Enter ¥ Q on Mac.
v' Enter ALT+F4 (Windows, Linux and Solaris only).
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v" Click the main window’s Close button.

/' When you leave a session, you may be directed to a web page defined by
the session creator. (Your default web browser will launch automatically.)

The Confirmation Dialog
By default, you will be prompted to confirm whether or not you want to leave the session. Click on

OK to leave the session or Cancel to stay in the session.

Confirmation PS_(|

\:5/ Do yiou really want to leave the class?

[ Don't ask me this again

[ ok |[ Cancel ]

To turn this confirmation off for future sessions, select the option Don 't remind me again and click
on OK. You can turn the reminder back on for future session, using the Preferences dialog:

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 36 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Session > Leaving. The Session Leaving
preferences panel appears.

@& Preferences §|

=B Recarder -
\Reminder If you wish to always be asked for confirmation before
5 o e Session leaving a session, select the Following option,

;Lannection Always ask before leaving a session

=[] Session Plan
-Display Settings
E'----"u'inam.ling Options

[ Restore Defaults w ]

3. Select the option Always ask before leaving a session.
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Closing the Elluminate Live! Application

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change preferences, Elluminate Live! will remember the settings each time you launch
future sessions on the same computer.
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Chapter 3: The Participants Panel

The Participants panel provides you with an overview of what is happening within the session.

The Moderator assigns permissions to you to use the different features of Elluminate Live! The
icons next to your name show you which permissions you have been given. The Participants panel
also provides you with a visual indication of who is currently using a feature (the icon is displayed
in a yellow background) and if anyone has stepped away from the session or is using the Audio
Setup Wizard.

At any time during a session, the Moderator can move you and other Participants into a breakout
room. The Participants panel will display the name of the breakout room and the names of
everyone in the room.

Within the Participants panel, you can do the following:
= See who is attending the session.
= Enter polling responses.
=  View polling responses (if the Moderator has set the polling response to public view).
= Use the emotion indicators.
= Raise your hand.
= Step away from the session.

The Participants panel has the following components:

Raize Hand and Ematicons column— — Palling Responses column

Paricipants calumn —‘ Permizzions calumn

e Participants

Partidpants ¥ v P o S - Sort button
Vivian (Moderator) f 2 - s
Participarts | Charlie f‘ 3 4 r 4
list Ethel 1 L a>B/
Lucy (Me] f = - r 4
Ricky 2 £ 8 L NP

F
B
i
i

TS zets ¥ r Awvary button
] @ }\‘5’

Raise Hand button L Emeticon buttons L Polling Responss
buttons

When you join your Elluminate Live! session, you will see your name appear in the Participants
List in blue.! All the Moderators in the session are displayed in alphabetical order at the top of the
list followed by all the Participants, who are also listed in alphabetical order.
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What Permissions Do | Have?

This chapter describes how you can use the Participants panel to sort the Participants List; view
what is going on in the session; interact with Moderators and Participants; and view a user’s
profile.

What Permissions Do | Have?

Depending on your session configuration, when you first join the session, you may only be able to
raise your hand and send text messages to the Moderator. The Moderator may grant you additional
permissions to use the other features.

The following table shows the permission icons and describes the permissions.

Permission Description
Icon

= A Participant has been granted permission to use the Audio feature —i.¢., talk in
the session.

A Participant has been granted permission to send Chat messages to anyone in the
session.

If the permission is not granted, the Participant can still send Chat messages, but
only to Moderators.

y, A Participant has been granted permission to use the drawing tools on the
Whiteboard.

When this permission is granted, the Participant will see and be able to use the
drawing tools in the Whiteboard.

= A Participant has been granted permission to host an Application Sharing session
or to control another user’s desktop.

44 A Participant has been granted permission to use the features in the Shared
Graphing Calculator (enter formulae, use the zoom feature, etc.).

This column is visible in the Participants List only when a Moderator has the
Graphing Calculator window open.

= A Participant has been granted permission to load files into the File Transfer
window.

This column is visible only when a Moderator has the File Transfer window open.

1. It will typically be in blue but may be in a different color, depending on your system’s look and
feel, particularly if you are using high contrast.
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Permission Description
Icon
2 A Participant has been granted permission to transmit a video broadcast.
This column is visible only when a Moderator has enabled the video camera
support feature.
EE A Participant has been granted permission to enter text into the Closed-

Captioning window. (Participants can always read text in the Closed-Captioning
window.)

This column is visible only when a Moderator has explicitly specified that it be
s0.

Moderator Privilege

The Moderator may grant you Moderator privileges. This will give you access to all the
functionality and features of Elluminate Live! The Moderator may take away this privilege at any

time.

Knowing When Someone has Joined or Left a Session

There are four possible ways to tell if someone new has joined or left a session:

= The person’s name will appear in the Participants List when they join the session and will
be removed when they leave the session.

* An Audible Notification may be played when someone joins or leaves a session.

= A Visual Notification may be displayed when someone joins a session.

= A message may be displayed in the Activity Window.

@You can turn Audible and Visual Notifications off. For details, see Setting
Notification Preferences on page 11.

Doc Revision 1.0

Page 43



Hand Raising

Hand Raising

Moderators and Participants can raise their hands at any time during the session. The Participants
List will indicate to the Moderator who has raised their hand and in what order.

Raise and Lower Your Hand
There are three ways to raise your hand:
v" Participants panel
Click the . J:'r button.
v" Session menu
Select Session > Raise Hand
v Accelerator Keys
Enter Ctrl+R ( 3 R on Mac).
Likewise, there are three ways to lower your hand:
v' Participants panel
Click the " button.
v’ Session menu
Select Session > Raise Hand. The Raise Hand option will be unselected.
v Accelerator Keys
Enter Ctrl+R ( 38 R on Mac).

Stepping Away

The Step Away feature allows you to indicate to the others in the session that you are temporarily
unavailable. You are still connected to the session and can see and hear everything that is going on.

There are three ways to show that you have stepped away:

v Click on the l]+ button in the Participants panel.
v From the Session menu, select Away.

v Press Ctrl+Shift+A ( 73 A on Mac).

In the Participants List, your name will be displayed in blue! italics and the text “Away” will
appear in parentheses to indicate to everyone that you are away from your computer.

1. It will typically be in blue but may be in a different color, depending on your system’s look and
feel, particularly if you are using high contrast.
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Rejoining the Session

There are three ways to show that you have stepped back into the session:
v Click on the ‘]«- button in the Participants panel.
v From the Session menu, de-select Away.

v Press Ctrl+Shift+A ( 73 A on Mac).

Using the Emotion Indicators

Session attendees can select emotion indicators to provide feedback. When an indicator is selected,
everyone in the room will see the icon flash next to the person’s name for a short duration. The
following emotion icons are available:

Icon Emotion Windows, Linux & Solaris |Mac Accelerator Keys
Accelerator Keys
i} Laughter Ctrl+Alt+1 R |
j:%f Applause Ctrl+Alt+2 ¥ 2
& Confusion Ctrl+Alt+3 o3 3
£, Disapproval Ctrl+Alt+4 ¥ 4

There are three ways to indicate one of the emotions:
v' Participants panel
Click the appropriate button.
v’ Session menu
Select Session > Show Emotion and then select the appropriate emotion option.
v Accelerator Keys

Enter the appropriate accelerator key (listed in the table above) to display the appropriate
emotion icon.

Doc Revision 1.0 Page 45



Activity Lights and Indicators

Activity Lights and Indicators

Activity Halo

When a Participant or Moderator is using a feature, a yellow halo appears behind the permission
icon next to their name.

In the example at the right

= Ricky is hosting and controlling an . Participants

Application Sharing session and is using

the microphone (Audio); Particpants A BRI oF USdL g
Vivian (Moderator) £ 8 B A

»  Vivian is entering text in the Chat panel;  |charlie {Me) L 2B/

. . . Ethel (Away) L2 >W/

= Charlie is drawing on the Whiteboard, Lucy (Profile) P s oW g
and Ricky £ e oW /i~

=  Ethel has various permissions, but is
currently not using any features.

Activity Indicators

In addition to the yellow halo, for Application Sharing and Audio there is additional information
about who is using the feature and in what capacity.

/" For details about the various activity indicators, refer to the chapters on
Application Sharing and Audio.

Status Indicators

Status indicators appear in the Audio, Application Sharing and Video permission columns in the
Participants List when data is being sent and received. For Audio, Video and Application Sharing,
the indicators signify a delay in the sending and/or receipt of data.

/" For details about the various status indicators, refer to the chapters on
Application Sharing, Audio and Video.
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Step Away Indicator

When anyone in the session has stepped away,

| ., Participanks
their name will be displayed in blue” italics and
the text “Away” will appear in parentheses after Participants A BACE o TC Al g
their name. In the example to the right, Ethel has | Vian (Mederator) faasw /g
Charlie £ 2 o/
stepped away. Ethel (Away) P s 0@y
Lucy (Me, Profile) f ] o s
Ricky £ 238 /v
Audio Setup Wizard Indicator
When someone in the session is using the -
. . . . ., Participants
Audio Setup Wizard, their name will be
displayed in blue? italics and the text Participants ‘| | Q1| W o/~
“AudioSetup” will appear in parentheses after Lucy (Me) £ & W/
their name. In the example to the right, Charlie  Vivian (Mederator) £ 2 ®/
. . . . Charfie (AudivSetug) £ 8 oy
is using the Audio Setup Wizard. Ricky - s

Reordering the Participants List Columns

Columns in the Participants List can be reordered by dragging and dropping the column headers to
a new location. The following is the default column order:

. Participants

Participants &+ v
Vivian (Moderator...
Charlie

Lucy
Ricky

T
‘tll-"tll-"tl-"tll*‘a
CEEECL
v NN %N

P |

To move a column, grab the icon in its column header and drag it to the desired location.

., Participants

Participants &
Vivian (Moderator...
Charlie

Lucy
Ricky

‘bl-"‘bl-“wly\b
o
sl e
“EEE L
NN N
> 4

1. It will typically be in blue but may be in a different color, depending on your system’s look and
feel, particularly if you are using high contrast.
2. It will typically be in blue but may be in a different color, depending on your system’s look and
feel, particularly if you are using high contrast.
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The new column order will remain persistent from one session to the next (until you specify
otherwise) .

o4 Participants

Participants
Vivian (Moderator...
Charlie

Lucy
Ricky

e e e
el e e
CEER L
v NN

[» 4

To return the columns to the default order, select Restore Default Column Order from the Sort
option menu:

Sort option menu

L Participants & Whiteboard - Main F.oom (Scaled
. &+
Participants £ WA | M A = Mo ﬁblic ac
Vivian (Moderator... £ 2 B /| sortby Audio Mode
Charie o 2 W/ v Sort by Participants
Lucy f = s s Sort by Raised Hands
Ricky o 2> Wy Y
Keep Me on Top
TR 3 4 — v Keep Moderators on Top
"** ‘:" ﬁ‘ Participants “f @
e 2 ® v Keep Teleconference on Top
keep Teleconference on Bottom
Chat Keep Teleconference on Top When Muted
Show | Al b Restore Deﬁ:ultk‘.olumn Order

Sorting the Participants List

The Participant List can be sorted based on four options. These options are available in the Sort
option menu, which can be opened by clicking on the Sort button.

7 It your organization offers teleconferencing services with Elluminate Live!,
four additional sorting options are available. For details on sorting with the
Telephony options, refer to on page 109.

7/ The sorting options you choose will sort the Participant List in all rooms
you enter (the main room and breakout rooms) for the duration of your current
login session. If you exit a session and re-enter it later, your sorting options will be
lost and the defaults restored.
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The Sort option menu is divided into two sections: the top section contains the Column Sorting
options and the bottom section contains the Participant Sorting options.

Participants Raised Hands
column column
4, Participants Sort button
Participants W vl @ o -
Vivian (Moder... £ 8 B /[y sort by Participants
Charlie £ 2 - P Sort by Raised Hands Column Sorting options
Lucy _*?D 2 - r 4
Ricky £ 8 ¥ /| vrKespMeonTop Participant Sorting options
Keep Moderators on Top

s 4 “
3] & ¥ ¢ v
@ & FEiLE s % @ Restore Default Column Order

Column Sorting Options are mutually exclusive — you must pick one only. You cannot choose to
pick neither or both:

= Sort by Participant: sorts alphabetically by name in the Participant column (default)

= Sort by Raised Hands: sorts numerically by number in the Raised Hands column' — that is,
in the order in which Participants raised their hands

Participant Sorting Options are independent — you can pick both at once. You also can pick only
one or neither of these options:

»  Keep Me on Top: keeps you at the top of the list
= Keep Moderators on Top: keeps all Moderators at the top of the list (default)

The following table lists all the possible combinations of sorting options:

Participant Sorting Option Column Sorting Option(s)

Sort by Participants Keep Me on Top

Sort by Participants Keep Moderators on Top

Sort by Participants Keep Me on Top and Keep Moderators on Top
Sort by Participants (none)

Sort by Raised Hand Keep Me on Top

Sort by Raised Hand Keep Moderators on Top

1. As Participants raise their hands, numbers are assigned to them in the Raised Hands column,
based on the order in which they raised their hands.
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Participant Sorting Option

Column Sorting Option(s)

Sort by Raised Hand Keep Me on Top and Keep Moderators on Top
Sort by Raised Hand (none)
Sorting Rules
Rule 1: The Participant Sorting options (Keep Me on Top and Keep Moderators on Top) always

take precedence over the Column Sorting options (Sort by Participant and Sort by

Raised Hands).
When Keep Moderators .

i o4 Participants
on Top is selected,
Moderators will be Particdpants ¥ P 2P/~
listed at the top and Ricky (Moderator,.. 2 ; 2 : /| Sortby Participants
. Ethel (Moderator, ... 3 i~ & rd Sort by Raised Hand
sorte'd' accordlng to the Vivian (Moderator... Paowmy v Sort by Raised Hands
Participant sorting Lucy (Me, Profie) 1 £ 2 08 /| KeepMeonTop
option you selected (in Charlie 4 £ W /| keep Moderators on Top
this example, Sort by 4of5
Hands Raised Restore Default Column Order

Raised Hands). The
Moderator Vivian
doesn’t have a raised

X<
=

hand so is listed after Ricky and Ethel who do have raised hands.

The Moderators are followed by the Participants, who are also sorted according to the Participant
sorting option you selected (in this example, Sort by Raised Hands).

Rule 2:

However, when Keep
Moderators on Top and
Keep Me on Top are
selected, your name will
appear at the top
(whether you are a
Moderator or not),
followed by Moderators
sorted according to the
Participant sorting

option you selected (in this example, Sort by Raised Hands).

o4 Participants
Participants W v g
Lucy (Me, Profie) 1 £ 8
Ricky (Moderator,... 2 £ =8
Ethel {(Moderator, ... 3 £ 2
Vivian {(Moderator... £ 2
Charlie 4 £ 8
T £ 4of§
= % Hands Raised

jos

Keep Me on Top always takes precedence over Keep Moderators on Top.

4

Sort by Participants
v Sort by Raised Hands

v Keep Me on Top
v Keep Moderators on Top

L EERE L
AR R RN

w Restore Default Column Order

xS

The Moderators are followed by the Participants, who are also sorted according to the Participant
sorting option you selected (in this example, Sort by Raised Hands).
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When Sort by Raised Hands is selected and all the raised hands are cleared, the list is

sorted alphabetically by Participant name, even though Sort by Participants is not

selected.

When Sort by Raised
Hand is selected and
neither of the Participant
sorting options is
selected (Keep me on
Top and Keep
Moderators on Top), the
Participants List will be
sorted based only on the
order in which hands
were raised in the
session.

When a Moderator
clears all the raised
hands, everyone in the
list will be sorted
alphabetically, even
though you have Sort by
Raised Hands selected.

Rule 4:

o4 Participants

Participants s K aF | o/ v|
Lucy (Me, Profile) 1 ;'P 2 - rs Sort by Participants
Ricky (Moderator, . 2 £ 8 w/ v Sort by Raised Hands
Ethel (Moderator, ... 3 £ 8 N
Charlie 4 48 ' f’ Keep Me on Top
Vivian (Moderator... £ 2 Keep Moderators on Top
T 3 4of5
‘y = % Hands Raised v W Restore Default Column Order
@5 K
o4 Participants
Participants ¥ v P 8 - v|
Charlie £ 2 o Saort by Participants
Ethel (Moderator, — £ 2 B /| 5ot by Raised Hands
Lucy (Me, Profile) £ 8 o
Ricky (Moderator,... £ 8 n Keep Me on Top
Vivian (Moderator... £ 2 w/ Keep Moderators on Top
5 'l
Participants v w Restore Default Column Order
K L

Sorting is dynamically updated following specific events: a hand is raised or lowered or

a Moderator or Participant joins or leaves the session.

When Keep Me on Top
is selected, you (in this
example, Vivian) are
listed at the top and
everyone else in the
session is listed below
you and sorted
according to the
Participant sorting
option you selected (in
this example, Sort by
Participants).

Doc Revision 1.0

o4 Participants

Participants ¥ %P e -/ '|
Vivian (Moderator... £ W 7 sort by Participants
Charlie 4 £ Sort by Raised Hands
Ethel (Moderator, ... 3 £ 8 N
Lucy 1 f 2 C v Keep Me on Top
Ricky (Moderator,... 2 £ a2 w/ Keep Moderators on Top
G B 4cofg ¢
*‘i = E& Hznds Raised v W Restore Default Column Order
@5 K [ J
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When Ethel leaves the
session and Linus joins the
session, the Participant
names are automatically

4 Participants

Participants

: Charlie
resorted alphabetically. e
Although in this example I:;Lv (Moderator
raised hands are . :
insignificant to the sort 3 ‘ﬁc
(:]

order, note that Charlie’s
Raised Hand number
decreased by 1 since Ethel left.

Vivian (Moderator...

¥ il P8 = I
£ 8 B /v sort by Participants
3 £ 2 W/ Sort by Raised Hands
L 2By
1 £ 8 W /| v Keep Me on Top
= £ 2 w/ Keep Moderators on Top
JofS i
Hands Raised v w Restore Default Column Orde
K

Responding to the Polling Questions

You may be asked to respond to a question using the polling feature. The Moderator can select
from five different polls and ask you to respond using the response buttons located in the toolbar.

By default, the Yes/No poll is available with the corresponding response buttons displayed below
the Participants List. The types of polls available are Yes/No, Multiple-Choice (Responses A — C,
A —D, A -E) and Class Pace. When the Moderator selects a different type of poll, the response

buttons will change.

You may respond to the polling questions by clicking on the available response buttons below the

Participants List or by using the shortcut keys.

The following table lists the types of poll and the respective buttons and shortcut keys.

Type of Poll Response Windows, Linux & Mac Shortcuts
Buttons Solaris Shortcuts
Yes/No W Yes: Ctrl+1 Yes: 36 1
K No: Ctrl+2 No: $8 2
Multiple Choice with g B A: Ctrk+1 A %1
three answer choices B: Cirl+2 B: %82
C: Ctrl+3 C:33
Multiple Choice with AB A: Ctrl+1 A: ¥ 1
four answer choices CD B: Cirl+2 B %22
C: Ctrl+3 C: 33
D: Ctrl+4 D: 34
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Type of Poll Response Windows, Linux & Mac Shortcuts
Buttons Solaris Shortcuts
Multiple Choice with AB A: Ctrl+1 A: 31
five answer choices CDE B: Ctrl+2 B 582
C: Cul+3 C:33
D: Ctrl+4 D: ¥4
E: Ctrl+5 E:¥5
Class Pace (Slow Down/ |4 Slow Down: Ctrl+1 Slow Down: 36 1
Speed Up) g Speed Up: Ctrl+2 Speed Up: & 2

By default, polling responses are visible to both Moderators and Participants in the polling column
of the Participants List; however, a Moderator can hide them. The header of the polling column
will change depending on the type of poll selected.

4, Participants

=
1]

Participants E
Vivian (Moderator)
Charlie
Ethel
Lucy (Me)

Ricky

OEwE
I-"tll-"tll-"bI-"tll-"tI e
e e o o e
L EEEE L
AR
> A

<

Printing the Participants List

You can print the current Participants List to review at a later time. The ELIVE 10.0 SESSIOMN
printed list will have the session name as its header. The names in the list

will be sorted as they are currently sorted in the session and will be appended Ethel iModerator)

Linus (Moderatar)

by the session attendees’ roles. Vivian (Moderator)
. . . . Charlie (Participant)
1. Open the Print dialog by doing one of the following: Lucy (Participart

. . .. . Ricky (Fadicipant
v From the File menu, select Print > Participants List...

v Click on the ¥ Print button in the Toolbar and select Participants List...

v" Enter Ctrl+P (3P on Mac). The Print dialog appears. Select Participants List and click
on Print.

2. In the Print dialog, specify your preferences and click OK.
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Saving the Participants List to a File

You can save the current Participants List to a text file to review at a later
time. The saved file will have the session name as its header. The names in
the list will be sorted as they are currently sorted in the session and will be
appended by the session attendees’ roles.

1. Open the Save Participants List dialog by doing one of the
following:

v From the File menu, select Save > Participants List...

ELIWE 10.0 SESSION

Ethel {Moderator)
Linus (Maoderatar)
Wivian (Moderatar)
Charlie (Participant)
Lucy (Participant)
Ricky (Paricipant)

v Click on the H Save button in the main Toolbar and select Participants List...

v" Enter Ctrl+S (38S on Mac). The Save dialog appears. Select Participants List and click

on Save.

2. Enter a file name and select the location to which you want to save the file.

3. Click Save. The suffix .txt is added to the filename.

/" All Participants List files will be saved as text (.txt) files. There are no other

file types supported.

You can use Notepad, WordPad, Text Edit (OS X) or any word processing application to read the

text file.

Using the Context Menu

Right-click (*Click on Mac) on a person’s name in the Participants List to display a menu of
commands that may be performed for that person. The options are grouped according to the

feature being used.

7 The options displayed will depend on which person you select in the

Participants List: a Participant, a Moderator or yourself.
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o4 Participants

Participants o v # 2 E #| v
Vivian (Moderator) £ 8 LIPS
Charlie £ 8 -y
Ehel | i s .
Lucy (Me)

Ricky 2| whiteboard b
i r 2

< & Hand; Request Desktop Control
@ K™

Audio Options

The Audio options Wait for All Listeners to Catch Up and Wait for Selected Listeners to Catch Up
are present in the context menu only if you have your Talk button pressed. For details on these
options, see Muting Your Microphone to Let Listeners Catch Up on page 98.

Whiteboard Options

The Whiteboard option Select All Objects From Participant is described in Selecting All Objects
Created by Participants on page 137.

Request Desktop Control Option

For details on this option, see Request Control of Someone Else's Desktop on page 193.
User Profile Options

The User Profile options are described in User Profiles below.

User Profiles

The User Profile feature allows users to publish information about themselves and to view
information provided by others.

View a User’s Profile

A user’s profile appears as a pop-up in the Participants List.
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To view a user’s profile, hover your mouse over a name in the Participants List. The content
displayed in the user’s profile will vary depending on how complete the user has filled in his or her
profile.

L Participants # Whiteboard - Main Room {Scaled §1%)
Partidpants P2 ./ Full Name: Lisa Gherardini
Vivian (Moderator... £ 2 n s .
! :P = Title: Mona
Charlie TP 2 = ' Company: Musee du Louvre
Ethel 8 rd Phore (Home): 0140 20 53 17
--Q-QEH E-Mail (Home): lisag @louvre.org
Lucy rull 4 Address (Home): F-75058 Paris Cedex 01
T . s Paris
& Participants v France
@ £ 4

If a user does not have a profile, the pop-up will simply display the name that is already listed in
the Participants column of the Participants List.

o Participants

Participants

To hide the pop-up, move your cursor off the Participants List or click on the pop-up.

Editing Your User Profile

Create or edit your Profile in the Preferences dialog.

/" All fields in the My Profile preferences dialog are optional.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v" Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

v" Select your name in the Participants List, right-click (*Click on Mac) and select Edit
Profile... from the context menu.
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2. In the left pane of the Preferences dialog, select Profile > My Profile.! The My Profile
preferences panel appears.

£ Activity - &
-Event Filtering i m T
EI--E Application Sharing
-Filtered Keys
?----Hosting Options
?----Remote Control

First Mame |Lisa

Last Mame |Gherardini

Full Mame |Lisa Gherardini

-Simulated Keys
“-Viewing Options - Title | Mona
El-f Audia Company |Musee du Louvre

-~Microphone Settings
i----Speakﬁr Settings
- § General

?----Audible Motifications
E»----Hot Keys

i»----Proxy Settings m
‘...yisual Motifications

[ﬂm In-Session Invite

. L.Invitation Options

m

EJ-i: b= Session i

[ Imnpart... H Export... ]

o) (o ) (G|

3. Enter your information in the desired fields under the Identity tab. To insert a photo, click
the Change button and browse to select your photo. To remove the photo, click on the
Clear button.

@ Only .gif and .jpg or .jpeg files can be used for your User Profile photo. If
your photo is larger than 96 x 96 pixels, it automatically will be scaled to fit the
available space.

1. Skip this step if you accessed the My Profile preferences dialog via the Participants List.
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4. Click on the Contact tab and enter information in the desired fields.

E~----'u"|em.lir1g Options
-4 Audio
§>----Microphone Settings
E\----S|:»eaker Settings
El-§ General

‘.Audible Notifications

== = Session

m

-IL:Ier1iJ't'_4I Contact | Addresses T

Phone

Home |0140 20 53 17
Work

Mabile

Email

Home

m

Work | lisag@louvre.org

Web

URL |http: ffwww louvre, fr

Restore Defaults w
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5. Click on the Addresses tab and enter information in the desired fields.

€ Preferences —3 I
£ Activity o i
-Event Filtering Identity Addresses
=15 Application Sharing
--Filtered Keys Address (Home)
-Hosting Options Street F-75058 Paris Cedex Dl|
R te C
Emo ontrol City Paris
~-Gimulated Keys
“-Viewing Options A State/Province
E"f Audio Postal Code
~~Microphone Setti
ITOpnone SEHNGs Country France
~-Gpeaker Settings
El-§ General e
+-audible Notifications Address (Work)
-Hot Keys Strest
~Proxy sSettings |4 )
HE. . . City
w-Visual Notifications
Elgy In-Session Invite State/Province
: w-Invitation Options Postal Code
5 @ Profile
= i Country
£l b= Session i [ Impart... ] [ Export... ] il
Restore Defaults w l Ck ] [ Apply l ’ Cancel ]

6. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you edit your Profile information, Elluminate Live! will remember this information each
time you join another session from this computer.

/" You can restore your Profile settings to the default (all the fields will be
blank). For details on restoring default preferences, see Restoring Default Settings

on page 8.

Importing a vCard file

1. Instead of creating a new user profile for an Elluminate Live! session from scratch, you
may import your existing vCard (*.vcf file).

2. Open the My Profile preferences dialog box. (See steps 1 and 2 under Editing Your User
Profile on page 56 for instructions.)

3. Click on the Import button. The Open dialog box will open.
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4.

Navigate to the directory containing your vCard, select the *.vcf file you wish to import
and then click on Open.

Click on OK to save your new profile and close the Preferences dialog, Apply to save
your new profile and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

Exporting a vCard file

You may export your Elluminate Live! profile as a *.vcf file and import it into other applications
(such as Outlook).

1.

Open the My Profile preferences dialog box. (See steps 1 and 2 under Editing Your User
Profile on page 56 for instructions.)

Click on the Export button. The Save dialog box will open.

Navigate to the file location in which you want to save the *.vcf file and then click on
Save.

Click on OK to complete the export and close the Preferences dialog, Apply to complete
the export and leave the Preferences dialog open or Cancel to close the Preference dialog
without completing the export.

Sending eMail via a User’s Profile

Send EMail at Work

If the name highlighted in the Participants List (not your own) has a profile with a work address,
the option Send EMail at Work will appear in the Participants List context menu. Select this option

to open

Send E

a mailto: link to send them mail at that address.

-Mail at Home

If the name highlighted in the Participants List (not your own) has a profile with a home address,
the option Send EMail at Home will appear in the Participants List context menu. Select this
option to open a mailto: link to send them mail at that address.
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Chapter 4: Video Broadcast

The Video feature of Elluminate Live! enables you to transmit and receive video broadcasts with
others in a session. This is video you send live via a video camera (e.g., web cam) — not to be
confused with a pre-recorded video (movie) that Moderators can play using the Multimedia
feature.

7 The Video feature displays up to six simultaneous camera transmissions.
For details, see Viewing Video with Multiple Simultaneous Cameras on page 67.

The Video window has the following components:

—— Video pane
Show/Hide
Secondary Video
Controls button

Send Snapshot to
Whiteboard button

Enlarge Video Pane
Size button

Reduce Video Pane Preview Video

Size button button
; 7 Tranemit Video
[ Preview ] | Transmit ———— o
Video Control panel —
Coarse Grays Device. .. 4 Advanced... .—]—— Open Advanced
: 1 [ ] [ Properties Dialog
| button
Maximum Quality Open Device
option menu Dialog button

Lid,
50Laris Solaris users cannot transmit video — only view others’ video
transmissions.

solaris é Sometimes, on a Linux or Solaris machine, the Video window may
get pushed behind the Elluminate Live! main window. If this happens, click on the

X, Hide Video Window button and then click the S Show Video Window
button in the toolbar to re-open the Video window.
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Previewing and Transmitting Video

Opening, Expanding and Resizing the Video Window

Opening

To open the Video window, do one of the following:

v" Click on the ‘& Show Video Window button in the Toolbar or the Mini-Controller.

v" From the Window menu, select Video.
v Enter Ctrl+Shift+V ( 738 V on Mac).!

Resizing
The Video pane can be set to three different sizes: small .

(160 x 120 pixels), medium (320 x 240 pixels) and large

(640 x 480 pixels). The default size is medium.
Reduce Video J I_Enlarge Video

If the pane is at its small size, click the Enlarge Video pane size button Pane Size button
Pane Size button once to get the medium pane and

again to get the large pane. When the pane is at its medium size, there will be two buttons — one to
reduce it to the small size and one to enlarge it to the large size.

/ Ifthe pane is set to small, the Reduce Video Pane Size button will be
inaccessible (grayed out) and, if the pane is set to large, the Enlarge Video Pane
Size button will be inaccessible.

Video g‘

[] Follow me

Video X

[JFallowme

Video X

|| !
X
 e@eE Y,

Preview || Transmit S e

[ Device... | [ Advanced... | [Fnecolor | [ pevire.. ][ advanced.. ]

1. This accelerator key will not work if you have the Multimedia library open and in focus.
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Expanding the Video Control Panel

The Video Control panel can be expanded to reveal 2
further controls. To do so, click on the ¥ Show Video Contrete
Secondary Video Controls button.

When you are done with the extra controls, you can hide
them by clicking on the # Hide Secondary Video
Controls button.

= . Hide Secondary
Yideo Controls
|

Previewing and Transmitting Video

Before you transmit a video to everyone in the session, you may .
want to preview it first to check the quality of the image. If it is not
satisfactory, you may need to change the resolution of your image
(see Step 2 below) or change the settings of your video input
device (see Selecting and Configuring your Video Device on
page 72).

1. Click on the Preview button to start your camera and
display the images the camera is capturing in your Video

pane. No one but you will see these video images. o

2. From the Maximum Quality option menu, select the
image quality you want to transmit. The options are
Coarse Grays, Coarse Color, Medium Grays, Medium
Color, Fine Grays and Fine Color. (For details, see 4 Note
on Image Quality Settings on page 65.)

[ Preview |[ Transmit ]

3. Do one of the following to start transmitting video to
others in the session:

v" Click on the Transmit button.

v" Press the start/stop video transmission hot key Ctrl+F3 (“F3 on Mac). (Substitute your
own hot key here if you modified the default hot key definition.)

Viewing Video

To view the video being transmitted by others, your Video window must be open. (See Opening,
Expanding and Resizing the Video Window on page 62.) By default, your Video window will open
each time a video transmission begins. (If it doesn’t, select the option Open automatically when
video starts in the Preferences dialog. See Changing the Video Window Settings on page 75.)
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7’ The quality at which you receive video is determined by both the quality
setting of the transmitter of the video and your own quality setting. (For details,
see A Note on Image Quality Settings on page 65.)

@ If you are having difficulty with your camera (e.g., it freezes), try changing
the frame rate. For details, see Setting the Frame Rate Preferences on page 74.

When you are receiving video, the title bar in your Video window
displays the name of the person transmitting the video. If desired,
you can display a box showing the frame rate! of the transmission in
the upper-left corner of the Video pane. To display the frame rate
box or change your frame rate, see Setting the Frame Rate
Preferences on page 74.

If the frame rate box changes from gray to amber or red, this means
your computer is too busy to display all the frames sent to it by the o
server, with red indicating a more serious disruption than amber.
You can correct this situation by reducing the size of your video
window, reducing your frame rate (in the Preferences dialog) or
reducing your video quality (from the Maximum Quality option
menu in the Video Control panel) — or a combination of all three.

[ Presvie ]| Transmit

| Fine Color |

_/ When a connection is established to a video source, that connection is
maintained until a different source is connected, the Video window is hidden, or
the session is terminated. While a connection exists to a video source, that source
is not available for use by other applications.

Viewing Video in the Mini-Controller

If Video support is enabled in the Main window and you switch to the Mini-Controller layout, the
8. button will appear in the Mini-Controller toolbar.

P e @ (8

To open the extended Video panel, click on the &g button. From the extended Video panel, you
can do all the operations that you are able to do in the Video window — except for selecting a
different video device.

=

1. See subsection below for a discussion of frame rates.
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7 For more information on using the Mini-Controller, refer to 7/e Mini-
Controller on page 37.

If you were transmitting video in the Main window and switched
to the Mini-Controller view, the extended Video panel will
appear above the Mini- Controller automatically.

/" If you switch to the Mini-Controller while
running Video with simultaneous cameras, you -
will see both the main view pane and the o () md

thumbnails. (For details on simultaneous

cameras, see Viewing Video with Multiple

Simultaneous Cameras on page 67. ¢ i‘. » £

To close the extended Video panel in the Mini-Controller, click on the £ button. If video is being
transmitted when the extended panel is closed, transmission will be terminated.

A Note on Image Quality Settings

The image quality options are listed in order of lowest quality to highest quality. The lower the
quality, the less bandwidth is required to transmit the video. The default setting is Coarse Grays.

The quality viewers of a video transmission see will be the highest quality that does not exceed
either their own quality setting or the quality setting of the transmitter; the viewer can never
receive video at a higher quality than what is being transmitted. For example, if the viewer’s
quality setting is set to Fine Grays and the video is being transmitted in Coarse Color, the viewer
will see the video in Coarse Color — not in Fine Grays.

Understanding Frame Rates

The frame rate is the number of frames per second being transmitted or received. The default rate
is 10 frames per second. The higher the frame rate, the higher the bandwidth being used. To reduce
the load on your Internet connection, you can choose to receive video at a frame rate lower than
what is being transmitted. However, you need to be careful not to put it too low or you may find
that the quality of the video is compromised (making it jerky or blurry).

Raising the frame rate will improve the quality of the video only up to a point. Ideally, the frame
rate should be set at the lowest possible value that will maintain good video transmission for the
type of video being transmitted. For video with little movement, such as when you are having a
conversation using your web cam (“talking heads”), a frame rate of 7 should be sufficient. Setting
the frame rate higher than 7 would not improve your video quality, but would only increase the
bandwidth load on your connection.
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Generally speaking, the greater the movement in a video, the higher the frame rate required to
prevent jerkiness or blurriness of the image. (For example, a TV show would need a frame rate of
10 to 15 and a theatrical movie would need a frame rate of about 25 to 30.) The best frame rate is
the one that best matches the transmission.

If the video is being transmitted at a rate higher than your connection can receive it, the Elluminate
Live! server will start dropping frames in order to keep you up-to-date. For example, if your frame
rate is 7 frames per second and the transmitter is sending the video at 10 frames per second, the
server will send you only 7 out of every ten frames. This way you will not lag behind. The quality
of the image you receive may or may not be compromised.

To change your frame rate, see Setting the Frame Rate Preferences on page 74.

Activity Lights and Indicators

You can monitor the state of Video transmissions through various lights and indicators displayed
in the Video permission column of the Participants List.

Activity Indicator

A yellow halo around someone’s Video icon indicates that he or she is transmitting video: &

Status Indicators

Status indicators appear on the Video icons of Video users in the Video permission column (in the
Participants List) if there are delays! in the transmission or receipt of Video. The degree of delay is
indicted by color, where

= amber represents the least delay,
= amber-and-red represents a moderate delay, and
= red represents the greatest delay.

A red indicator also will be present on the Video icon of viewers who are not receiving any video
at all because their Video windows are closed.

/" Video transmitters see status indicators for themselves and video viewers.
Video viewers see status indicators for video transmitters only — not for

themselves.?

1. When there are delays, the server begins to drop frames. You will experienced delays as a drop in
video quality.

2. There is one exception: if using multiple cameras, a person can be a viewer and transmitter at the
same time, so “viewers” may see status indicator for themselves — but only because they are also
“transmitters”.
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In the example to the right, € Participants
* Ricky is transmitting video, # v # » B 9 Particparts tl
* Lucy has her Video window closed, and ; ? : : zmz (Moderator— &
*  Charlie and Vivian are experiencing %: ? : : Ir-{ﬁfy (Me, Profile) 3

delays in receiving video.

o) & - A

Viewing Video with Multiple Simultaneous Cameras

By default, only one session attendee at a time can transmit video in an Elluminate Live! room.
Moderators, however, can override the default and configure Video to allow up to six cameras
simultaneously in each room.

Probably the best way to explain how simultaneous cameras works is to illustrate with an example.
Below, the Moderator Vivian is transmitting video.Vivian’s transmission is displayed in the main
view pane of everyone in the room (including her own).

Video X

BTNl video - Vivian X]

Video - Vivian

13.3 fps

13.3 fps

13.3fps

- EE - EE - FmE

l Preview ” Transmik ] [ Preview ” Transmit ] [ Preview H Transmik ]

Vivian's View Seymor's View Sparky's View

As additional people begin transmitting, a thumbnail will appear for each (up to five) at the bottom
of the video window.!

/" When someone is transmitting video while you are previewing your own
video, the received video will be displayed in a thumbnail and the video from your
camera will be displayed in your main view pane.

1. It may happen differently if the Moderator is forcing transmitters into the main view with the Fol-
low Me option. For details, see Follow me Option on page 69.
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When a second person (Seymor) also starts transmitting, he will appear in the thumbnail of all
others, except that of Vivian. Vivian’s own video will move to her first thumbnail. This facilitates
two-person conversations, where each person automatically sees the other in their main view pane
and themselves in their first thumbnail.

Video - Vivian (%) B video - Vivian 3

13.3fps

m&f;ﬁ}-- =

L |
o [ef] (i) ¢ o [ (=) ¢ o [ ()¢

[ Preview ]| Trans... | l Preview ” Transmit ] [ Preview ” Transmit ]

1

|

Vivian's View Seymor's View Sparky’s View

If a third person (Sparky) starts transmitting while the first two are still transmitting, he will appear
in everyone’s second thumbnail, including his own.

Yideo - Multiple Ca... g| Video - Multiple Ca... rz|

12,8 fps

| |

o (] (=) ¥ = [ (=] (] = [l ()¢

[ Preview H Transmit ] [ Preview ” Transmit ] [ Preview H Transmit ]

Vivian's View Seymor's View Sparky's View

All additional transmitters will appear in new thumbnails added after the last thumbnail — up to a
maximum of five thumbnails.
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Controlling the Main View

When multiple users are transmitting simultaneously, all session attendees can change their
display by moving the image displayed in a particular thumbnail to the main view pane. There are
two ways to do this:

v" Click on the thumbnail.

v’ If the Video window has the keyboard focus, you can use the Page Up and Page Down
keys to rotate the transmitter in the first or last thumbnail into the main view pane. When
there are more than two transmitters, multiple key presses may be needed to get the image
of the desired transmitter into the main view pane.

The image that was originally in the main view pane will move to the thumbnail in which the
moved image previously resided — they essentially swap places.

7/ When you move an image to the main view pane it may be a bit fuzzy for a
few seconds while the server changes the resolution of the image from low (which
is what is used for thumbnails) to a higher resolution (which is usually used in the
main view pane).

Follow me Option

When multiple simultaneous cameras are enabled, the Moderator can use the Follow Me option to
force everyone in the room to see the same thing in their main view panes as what the Moderator is
seeing in his or her main view pane.

Follow me does not force a user to always see what the controlling Moderator sees, but rather to
change when the Moderator changes. If users don’t like a Moderator’s change, they are free to
move other video images into their main view panes (see Controlling the Main View on page 69).
However, the controlling Moderator can re-enforce the Follow-me option at any time by changing
his view (i.e., clicking on a thumbnail) or clicking in his own main view — everyone in the room
again will be forced to share that Moderator’s view.
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Identifying Transmitters

When you are receiving video from one other user, the title bar
of the Video window will show the name of that user. When you
are receiving video from multiple other users, the title bar of the
Video window will say Multiple Cameras. To identify which
user is transmitting video to the main view pane or a thumbnail,
hover your mouse over the pane or thumbnail and a fly over will
display the transmitter’s name.

Video - Multiple Ca... [X]

13.5 fps .I

‘

/" Onsome platforms, the Video window must j 1

have keyboard focus in order for fly-overs to be ' i€
displayed. If you don’t see a fly-over, select your o [ (=)
Video window (so the title bar is highlighted) and try

again.

[ Preview ” Transmik ]

Stopping and Closing Video

Stopping Video Transmission

To stop transmitting video, but keep the Video window open, do one of the following:

v
v

v

Release the Transmit button by clicking on it. No images will be transmitted.

Press the start/stop video transmission hot key Ctrl+F3 (“F3 on Mac). (Substitute your
own hot key here if you modified the default hot key definition.)

Click on the Preview button. You will continue to see video images, but others in the
session will not.

Closing the Video Window

To close the Video window (whether or not a video is currently playing1 or stopped) and keep
video camera support enabled, do one of the following:

v

DN N NN

Click the & Hide Video Window button in the toolbar or the Mini-Controller.

Click on the Close button in the Video window.
Enter Ctrl+W ( $8 W on Mac). 2
Press Alt+F4 (Windows, Linux and Solaris only).?

Press Escape.3

1. If it is currently playing, transmission will be terminated when the Video window is closed.
2. This keystroke will close the Video window only if it is in focus (in front of all other windows).
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/" If another user caused your Video window to open because he/she started
transmitting video, when that user stops transmitting video, your video window

will remain open.1 You need to close it yourself, if desired.

Sending a Video Image to the Whiteboard

If you want to take a snapshot of an image . whitcouard - main Room (sceled 121%)

in your main Video pane, you can do so by W 4 B 202 [publicsaeen2
clicking on the 1 Send Snapshot to n- =
Whiteboard button. : o [ Follow me
The image you “snap” is placed in the g : ]
foreground of the current screen of the NN
Whiteboard. You can manipulate it like o
you would any other Whiteboard image.
LA A
32
/" Note that the frame rate E o
box or preview watermark will Device..._J| Advanced

not be captured in the image.

/" For Participants to use this feature, they must have Whiteboard permissions.

S If you want to take a snapshot of an image in a thumbnail (simultaneous
cameras), you must move the thumbnail image into the main view pane and then
take a snapshot. (For details on thumbnails, see Viewing Video with Multiple
Simultaneous Cameras on page 67.)

3. Pressing Escape will close the Video window only if it is in focus (in front of all other windows).
1. Unless you have selected the option Close automatically when video stops from Preferences >
Video > Window Settings.
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Selecting and Configuring your Video Device

If you only have one video input device

installed on your computer, that device

is automatically used by Elluminate Click on desired device to select it:

Live! to preview and transmit video. Logitech QuickCam Bxpress (WDMY ey
. Microsoft WM Image Capkure (WIR320 (WEW) (Version: 5.1.2600, 21300

However, if you have more than one

video input device on your computer,

you can select which device you want to

use with Elluminate Live! through the

Device dialog box.

1. Ifnecessary, expand the Video

Control panel (see Expanding
the Video Control Panel on
page 63).

2. Click on the Device button in the Video Control panel to open the Device dialog box.
3. Select the desired device and click on OK.

4. To configure your device (override the device’s default settings such as brightness,
contrast or hue), click on the Advanced button in the Video Control panel. A dialog box
specific to your device will open.

‘; The Advanced button is disabled for Mac OS X 10.5 users.

5. Adjust your device settings and close the device-specific dialog.

@ Watch how the display in the main video pane changes as you adjust your
settings. Note: you are not transmitting video to others in the session.When you
are finished adjusting your settings, the video display will cease.

Setting Video Preferences

Setting Device Disconnection Preference

Getting video from a video device (e.g., web camera) is a two-step operation: first you need to
establish a connection to the device (which happens automatically when needed) and then you
need to open that connection to start the flow of video (by clicking on the Transmit or Preview
button). When you stop transmitting or previewing, the connection is closed and, when you click
on the Transmit or Preview button again, the connection is reopened. The actual disconnection of
the device doesn’t occur until you close the Video window.
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Unfortunately, this process of connecting, opening, closing, reopening, etc. can cause an
occasional malfunction in some video devices — they have difficulty reopening the existing
connection. If you are having a problem with your video connection, select the Video preference
Disconnect device when it is not in use so the video device establishes a new connection for each
use, rather than reopen the old connection.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Video > Device Disconnection. The
Device Disconnection preferences panel appears.

@ Preferences

""" Reminder Getting video from & video device (e.g., a web camera) is a bwa step operation: First

- I Session
;----Connection
E‘----Leaving

=[] Session Plan
é----DispIav Settings
E‘----‘ql'iet-\ling Options

nneckion

i-Frame Rate
w¥indow Settings
[=-web Tour

: ‘.-Popup Blocker
E|/ ‘Whiteboard
E\----C)penC:!fFice.Drgl

Restore Defaulks w

vou need to establish a connection to the device {which happens automatically when
needed) and then vou need to open that connection to stark the Fow of video (by
clicking on the Transmit or Preview button), WWwhen wou stop kransmitting or previewing,
the connection is closed, and when vou click on the Transmit or Preview button again,
the connection is reopened, The actual disconnection of the device does nok occur
until you clase the video windaw,

Unfortunately, this process of connecting, opening, closing, reopening, etc, can cause
an occasional malfunction in same video devices - they have difficulty recpening the
existing connection, I wou are having a problem with vour video connection, select
the following option so the video device establishes a new connection for each use
(rather than reopen the old connection).

[[] Disconnect device when it is nat in use

Close

3. Select the option Disconnect device when it is not in use.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save

your preferences and leave the Preferences dialog open or Cancel to close the Preference

dialog without saving any of your changes.

When you configure Video Device Disconnection settings, Elluminate Live! will remember this
setting each time you join another session on the same computer.

7" You can restore your Video Device Disconnection settings to the default.
For details on restoring default preferences, see Restoring Default Settings on
page 8.
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Setting the Frame Rate Preferences

You can limit the amount of bandwidth used by Video by adjusting the frame rate. (For a
discussion of frame rates, see Understanding Frame Rates on page 65.) The default frame rate is
set to 10 frames per second.

7 Increasing your frame rate increases the bandwidth used by Video and the
load placed on your Internet connection. Even if your camera supports a high
frame rate, your connection speed may prevent you from sending or receiving
video at a high frame rate.

Change your Video Frame Rate settings in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Video > Frame Rate. The Frame Rate
preferences panel appears.

& Preferences rg|

ey T

T A
“-Reminder - . . N .

: . ‘¥ou can limit the amount of bandwidth used For video data by adjusting the Maximum

E"‘: I+ Session Frame Rate slider. You may not be able to achieve the selected maximum frame rate,
i Connection since the frame rate is alsa limited by vour videa quality setting and the speeds of your
i----Leaving computer, camera and netwark conneckion.

&[] session Plan ‘fou may choose to show, at the kop left of the video pane, the actual video frame rate

?----Displav Settings that you are sending or receiving. IF ¥ideo cannot get all of the CPU time that it wants,
. Miewing Options Fewer Frames will be shown than are being sent or received, In that case the
5@ video backaround of the frame rate will change from its normal aray o vellow (f a single

: frame is skipped) or red (if multiple consecutive Frames are skipped).
- Device Disconnection

- R Maximurmn Frame Rate:

eWindow Settings J
[=-*eb Tour
¢ Lpopup Blocker 0 5 10 15 20 25 a0
E|/ whiteboard Display ackual Frame rate in Yideo window

E~----O|:n3nf:JI‘Fice.c-r-; W

Restore Defaulks w

3. Adjust the Maximum Frame Rate slider to the desired value.

4. Select the option Display actual frame rate in Video window if you wish to show the frame
rate in the top left corner of the Video window.

5. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.
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When you configure Video Frame Rate settings, Elluminate Live! will remember these settings
each time you join another session on the same computer.

/" You can restore your Video Frame Rate settings to the default. For details
on restoring default preferences, see Restoring Default Settings on page 8.

Changing the Video Window Settings

The Video window always can be manually opened and closed as needed. However, you can
specify that you want the Video window to automatically open when another user starts
transmitting video (Open automatically when video starts). You also can specify that you want an
automatically-opened Video window to close automatically when the user stops transmitting video
(Close automatically when video stops).

/" Setting the options to automatically open and close the Video window does
not prevent you from manually opening and closing the window at any time.

/" Close automatically when video stops will not close a Video window that
you opened manually.

/' While automatic closure takes effect when the Video window opened
automatically, for your convenience, this behavior gets overridden if you start
previewing or transmitting. Automatic closure is also ignored when you are
working in the Device or Advanced dialog.

Video cannot be sent to you if your Video window is closed. If you are concerned about bandwidth
usage (such as if you are running on a slow-speed connection), you may want to keep your Video
window closed. In that case, do not select the option Open automatically when video starts.

Change your Video Window settings in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)
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2. In the left pane of the Preferences dialog, select Video > Window Settings. The Window
Settings preferences panel appears.

@ Preferences r‘s_(|
==

i el
- Reminder ) ) .

: ] The Yideo window can be manually opened and closed as needed, If desired, it can be

== I Session automatically opened when another user starts transmitting videa, Alsa, a Yideo
L.Connection window that was automatically opened can be automatically closed when video
E\----Leaving transmission skops.

=[] Session Plan IF you are running on a slow-speed connection, you may not want to be sent video

i*""DiSPhV Settings because of its high bandwidth usage, When video is being transmitted, it will not be
L-Viewing Options sent ko you if your video window is not open, IF wou do not wank to be sent videa, you
. should choose not ta have the video window opened autormatically.
[=1 & Yideo
+--Diewice Disconnection
Frame Rate Open aukomatically when video starts
Close automatically when video stops
[=-4eb Tour 0
: “.-Popup Blocker
= # Whiteboard
“-OpencFfice.org w

Restaore Defaulks w

3. Select the desired options by clicking on the check boxes:

»  Open automatically when video starts — Will automatically open your Video window
when another user starts transmitting video. (This option is selected by default.)

»  Close automatically when video stops — Will automatically close your Video window
when another user stops transmitting video. (This applies only to a Video window that
was automatically opened.)

/" You cannot select Close automatically when video stops unless you first
select Open automatically when video starts.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure Video Window settings, Elluminate Live! will remember these settings each
time you join another session on the same computer.

7" You can restore your Video Window settings to the default. For details on
restoring default preferences, see Restoring Default Settings on page 8.
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Chapter 5: The Chat Panel

The Chat panel enables Participants and Moderators to exchange text messages with each other in
a session. Participants can always send a Chat message to Moderators, even when you do not have

Chat permissions. (It will appear as a private message to all Moderators in the conversation area.)
The Chat panel has the following components:

Zhat

J Showy option menu

Show | Al » | (L —— Date/Time Stamp button

Joined on September 30, 2008 at 10:26 AM

Jaoin datetime stamp

Moderator: Good morning everyone, Are

you ready to get started? i
—————— Conversation area

Ricky: Lucy just stepped out to take a call.

She'll be back in a minute,

Lucy: I'm back! Let's get started w
Meszage text field
ta | This R.aom v . TEssionis
L Supervised icon
Send buttan Send To
option menu

Sending Chat Messages
Chat allows you to broadcast public messages to N rremr—

everyone or send private messages to selected
individuals. You can send messages to specific people e, . Moderators
by selecting an option from the Send To option menu. selected Participants

»  This Room: send a public message to everyone So Wﬁ, (Chiatlie
in the current room. (This is the default.) :

»  Moderators: send a private message to Moderators only.

= Selected Participants: send a private message to a single individual or a group of
individuals selected in the Participant’s list (in the Participants panel).

<Attendee Name>: send a private message to an individual Participant or Moderator.
(The name of each session attendee is listed at the bottom of the Send To option menu.)
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Sending Chat Messages

When Session is Supervised

The session creator can configure a session to be supervised, meaning that Moderators will be able
to see the activity of all Participants, including their private messages to each other and to
individual Moderators.

&'\" If you see the @ Session is Supervised icon in the Chat panel, be aware that
your private messages will be visible to Moderators.

: Sessionis
Send | to | This Room ~ — )
Supenised

Send to This Room

1.

Place your cursor in the message text field by doing one of the following:

v" Click anywhere in the message text field.

v Press Ctrl+M ( $ M on Mac).!
v From the Tools menu, select Chat > Enter Message.
Type your text in the message text field.

Click Send or press Enter to send your message. The message will appear (in black) in the
conversation area and, if session attendees have the Chat Message Received audible
notification turned on, they will hear a ding.

@ You can turn audible notifications off. For details, see Setting Notification
Preferences on page 11.

Send to Moderators or a Single Participant

1.

From the Send To option menu, select to whom you want to send the message. Individual
attendees are listed at the bottom of the menu in alphabetical order.

Place your cursor in the message text field by doing one of the following:
v" Click anywhere in the message text field.
v' Press Ctrl+M ( & M on Mac).

v From the Tools menu, select Chat > Enter Message.

1. If you are Application Sharing a Microsoft Word document, this shortcut will not work for Chat
— it will perform a Word formatting function.
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Type your text in the message text field.

Click Send or press Enter to send your message. The message will appear (in black) in the
conversation area and, if session attendees have the Chat Message Received audible
notification turned on, they will hear a ding.

@ You can turn audible notifications off. For details, see Setting Notification
Preferences on page 11.

Send to a Selected Group of Session Attendees

1. In the Participants List (in the § Particpants
Participants panel), hold down Shift or
Control ( T or 3 on Mac) and click on @ % LD /M@ Participants v
the names of those to whom you wish to -ﬂun=itha'r (Moderator, . 6§

yo
send your message. The Participants’ 4 B 2 Lucy (Me, Profile)
names are highlighted when selected. IHDIIIIM

2. From the Send To option menu, choose
Selected Participants.

3. Place your cursor in the message text field by doing one of the following:

v" Click anywhere in the message text field.
v" Press Ctrl+M ( & M on Mac).
v From the Tools menu, select Chat > Enter Message.

4. Type your text in the message text field.

5. Click Send or press Enter to send your message. The message will appear to only yourself
and those Participants whom you selected. Because this is a private message, it will appear
as blue in the conversation area.

Announcements

Moderators can send messages as Announcements. These messages will appear in both your
conversation area and in a visual notification window.

Q Message from chair at 5:23 PM:

Please note that there are S minutes left to
complete vour assignment

4112 P )

Disrniss
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@You can turn visual notifications off. For details, see Setting Notification
Preferences on page 11.

Adding External Links to your Message

You can include links in your Chat messages either by typing them in directly, copying and
pasting or dragging and dropping them from a browser or email message. 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 web site http:// http://www.elluminate.com
Secure HTTP web site https://  |https://addons.mozilla.org/
FTP site ftp:// ftp://ftp.uar.net/pub/e-books/
Email message mailto:  |mailto:docs@elluminate.com

Adding Emoticons to your Message

You can add emoticons to your Chat message using text strings. The following table lists the
emoticons and their respective text strings.

Emotion Enter the text strings Result
Laughter -) or :) or =
Confused :S (9
Surprised -0 or O or :-0 or ) o]
Wink =) or ) i
Sad =( or A
Angry @ M

/' Emoticons are not displayed graphically in Announcement messages. They
will, however, appear in the announcement as displayed in the message text field.
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/" Any more than 25 emoticons entered into a single chat message will be

ignored.

Activity Halo

You will know a session attendee is entering a
Chat message when a yellow halo appears behind
the Chat permission icon next to the session
attendee’s name. In the example to the right, Lucy
is entering Chat text.

Viewing Chat Messages

& Participants

& | vx| £ # B & Participants -
f 4 B & chair {Moderator, ... A
£ 4 B 8 Charlie
& A W8 Ly
f # B8 Ricky {Me, Profile) "

Messages in the conversation area are color coded to indicate the message type.

The messages in this example are shown from the
perspective of the Participant Ethel.

»  Blue header and blue text indicates the
message is a private message sent by you to
another Participant, or to you from another
Participant.

= Bold black header and bold black text
indicates the message is a public message
sent by a Moderator as an Announcement.

= Bold black header and black text indicates

Me to Lwcy: This is a3 private message fromme =
(Ethel} to Lucy.

Lucy: This is 3 private message from Lucy to me
(Ethel).

Moderator: This is a public announement
from the Moderator.

Moderator: This is a public message from the
Moderatar.

m

Moderator: This is a private message from the
Moderator to me (Ethel).

Lucy: This is a public message from the
Participant Lucy. S

the message is a public message that was sent by the Moderator.

=  Bold blue header and blue text indicates the message is a private message sent by the

Moderator to you.

= Black header and black text indicates the message is a public message that was sent by

you or another Participant.

Scrolling Chat Messages

If the scroller thumb is at the bottom of the scrollbar (the last Chat message is visible), the
conversation area will scroll as new messages are received.

If you have scrolled back to review earlier messages, the conversation area will not scroll until you

manually scroll to see the last message.
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Show Date/Time Stamp

To track when all the Chat messages were sent, click on the (i) Date/Time button in the Chat
panel. This will display a date and time stamp above each text message.

To hide the date and time stamps, click the (&) Date/Time button again.

Filtering Chat Messages

As the number of messages grows within a session, you may want to filter which messages you
see. You can do so by selecting an option from the Show option menu.

= All: view all messages (public and chat
private) sent by everyone. (This is the
o . ot 3§
»  Public: view only public messages (sent Public
. Modepyate T
to This Room). P o) Selected
»  Private: view only private messages f::fe'ecte'j
(those you sent or received). SeniRicky &
chair

= Any Selected: view all public messages
sent by the selected attendees. For example, if you selected Lucy and Ethel’s names from
the Participants List and selected Any Selected from the Show option menu, you would see
all public messages Lucy and Ethel sent — not just the ones they sent to each other.

»  <Attendee Name>: view all public messages sent by the selected individual (to you or
anyone else) and all the messages you sent to that individual. (The name of each session
attendee is listed at the bottom of the Show option menu.)

7/ Attendee names will appear in the Show option menu only after they send
their first message.

After you make your selection, only the relevant messages will appear in the conversation area.
You may change your selection at any time.

/' Announcement messages are always displayed — no matter how you have
filtered your messages.

New Message Indicator

When you are filtering messages (using the Show chat
option menu), you will not see new messages that
have been excluded by filtering. However, you
will be notified of new messages — the Show Ricky: Lucy just stepped out to take a cal.
option menu will be highlighted in red. To read

Show | Ricky |5
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the new message, select A/l from the Show option menu and the message will be displayed.

Changing the Text Size in the Conversation Area

To change the font size of the text in the conversation area, do one of the Make Text Bigger
following to open the option menu. Make Text Smaller
Defaulk Size

v" From the Tools menu, select Chat > Conversation Area. _
Texk Size ]

v Right click ("Click on Mac) anywhere in the conversation area of the
Chat window.

_/ Available text sizes are 8, 9, 10, 11, 12, 13, 14, 15, 16, 18, 20, 22, 24, 28, 32
and 36 points. These are listed in the Text Size sub-menu.

Select one of the options from the menu:

»  Make Text Bigger — increase the text size to the next larger size. For example, if the text
was set to 12, selecting Make Text Bigger will increase the size to 13.

*  Make Text Smaller —decrease the text size to the next smaller size. For example, if the text
was set to 36, selecting Make Text Smaller will decrease the size to 32.

= Default Size —set the text size back to the default setting of 12.1

»  Text Size — change the text size to that selected from the submenu.

Changing the Text Size in the Message Text Field

To change the font size of the text in the message text field, do one of the
following to open the option menu.

v From the Tools menu, select Chat > Message Text Field.

Make Text Bigger

Make Text Smaller

Defaul: Size

Texk Size 4

v Right click (*Click on Mac) anywhere in the message text field
of the Chat window.

_/ Available text sizes are 8, 9, 10, 11, 12, 13, 14,
15, 16, 18, 20, 22, 24, 28, 32 and 36 points. These are
listed in the Text Size sub-menu.

Select one of the options from the menu:

»  Make Text Bigger — increase the text size to the next larger size. For example, if the text
was set to 12, selecting Make Text Bigger will increase the size to 13.

1. This value may be different for non-English implementations of Elluminate Live!
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»  Make Text Smaller —decrease the text size to the next smaller size. For example, if the text
was set to 36, selecting Make Text Smaller will decrease the size to 32.

= Default Size —set the text size back to the default setting of 12. !

= Text Size — change the text size to that selected from the submenu.

/7 Text size will not be retained if you copy and paste formatted text from a
Chat message to an external text editing application.

Viewing Chat Messages from the Mini-Controller

If you are using the Mini-Controller view (see 7he Mini-Controller on :
page 37), Chat will notify you when there are new messages: the H i"] » Qz 5
/

background color of the button will change to red [, the button will

flash and the number next to the button will increment by one for every

unseen message.

To view the messages, click on the D Chat icon in the
Mini-Controller. This will reset the color indicator and
number, stop the flashing, and display a scrolling,
filtered list of text messages (conversation area of Chat
panel) in an extended panel above the Mini-Controller.
You can leave it open or click on the Chat icon again to
close the panel.

7" You cannot enter Chat messages
while in Mini-Controller view. You need to
restore the main Elluminate Live! window to
access the Chat panel.

Unseen message indicator

Shaw | &l v D

Lucy: I'm back, Sorry for the delay, -~
Moderator: Hello Lucy.

Moderator: Class, I'm curious to know
what you thought about the reading
assignment,

Lucy: T thought MoMillan's argurnent was
built: on a nurmber of false permises,

Moderator: Please elaborate,

[l JET

/" For more information on using the Mini-Controller, refer to 7he Mini-

Controller on page 37.

1. This value may be different for non-English implementations of Elluminate Live!
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Saving Chat Messages to a File

You can save a Chat conversation to a text file to review at a later time. If you made the date/time
stamps visible, these will be saved to the text file as well.

1. Open the Save Chat Conversation dialog by doing one of the following:

v" From the File menu, select Save > Chat Conversation. ..
v Click on the H Save button in the main Toolbar and select Chat Conversation...

v Enter Ctrl+S ( 3 S on Mac). The Save dialog appears. Select Chat Conversation and
click on Save.

2. Enter a file name and select the location to which you want to save the file.

3. Click Save. All Chat files are saved as text (.txt) files. There are no other file types
supported.

You can use Notepad, WordPad or any word processing application to read the text file.

/" You cannot load the file back into the Elluminate Live! Chat panel.
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Chapter 6: The Audio Panel

The Audio panel lets you participate in conversations during an Elluminate Live! session using a
microphone and speakers (or headset) via Voice over Internet Protocol (VolIP).

7 Alternatively, if your organization offers teleconferencing services with
Elluminate Live!, you can use the Telephony (telephone conferencing integration)
feature for your in-session communications. The Audio panel will have elements
in additional to those shown below. For details, see Chapter 7, “Telephone
Conferencing”.

The Audio panel has the following components:

Talk buttan Mic & Speaker Level sliders

f Audia
o
‘f {" | - Wic: & Speaker
Level indicators
Chrl+F2 )  CCIICOICIIOITT  Coormre

In the table below, a checkmark indicates which functions can be performed by Moderators and
which can be performed by Participants.Generally speaking, it is recommended that you configure
your Audio prior to joining a session. There are a number of Audio settings that you can configure
in Elluminate Live!

Basic Audio settings:

=  Set microphone and speaker levels (see Using Audio Setup Wizard)
Advanced Audio settings:

= Select input and output sources

=  Set microphone level controls

= Suppress transmission of silence

*  Mute speakers when talking

= Set the microphone and speaker sample rate

To verify that your Audio is set up correctly, we recommend that you use the Audio Setup Wizard.
This wizard will allow you to select input and output devices and test your microphone and
speakers and adjust the levels if necessary. (For details, see Using the Audio Setup Wizard on
page 88.)
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The remaining configuration items are advanced and, in most cases, you probably won’t need to
modify them (the default settings should be adequate). However, if you wish to modify them, you
can do so in the Preferences dialog. (For details, see Advanced Audio Configuration on page 99.)

Basic Audio Configuration

Using

the Audio Setup Wizard

To test and configure your Audio, from the Tools menu select Audio > Audio Setup Wizard. A
series of panels will guide you through selecting Audio input and output devices and setting your

speaker

On Win
1.

Page 88

and microphone volumes.

@ It is recommended that you run the Audio Setup Wizard before your session
begins. (You can join your session early to run the wizard or join the
Configuration Room from Elluminate’s website at www.elluminate.com/support.)
You can run the Audio Setup Wizard again at any time during the session.

7/ When anyone is using the Audio Setup Wizard during a session, the text
(AudioSetup) will be appended to their name in the Participants List.

dows, Linux or Solaris

Select your audio output device, following the instructions given in the dialog box. (For
further details on selecting an audio output device, see Selecting an Audio Output Device
on page 96.)

Play the recorded audio message provided and adjust your speaker (audio output device)
volume to a suitable level. (Follow the instructions given in the dialog box.)

Confirm whether or not your speaker was set to an appropriate level.
= Ifyou clicked on Yes, go to step 4.

* Ifyou clicked on No, you are prompted to try again or cancel. Click on Try Again to
go back to step 1.

Select an audio input device, following the instructions given in the dialog box. (For
further details on selecting an audio input device, see Selecting an Audio Input Device on
page 95.)
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5. Select your microphone type to get the best results when testing your microphone.

- Single Talker: Select this option if using a headset or a microphone just for yourself.

- Multiple Talkers: Select this option if using a single microphone to pick up multiple
talkers. This is the default.

/" Whichever microphone you select here will become the selected
microphone under Audio Microphone Settings preferences.

6. Press Record and adjust your microphone recording level as you speak into the
microphone (audio input device). (Follow the instructions given in the dialog box.) Press
Stop when you are done.

7. Press Play to listen to the recording you just made and, based on the loudness and clarity
of the recording, determine if your microphone was set to an appropriate level.

8. Confirm whether or not your microphone was set to an appropriate level.
= Ifyou clicked on Yes, go to step 8.

= Ifyou clicked on No, you are prompted to try again or cancel. Click on Try Again to
go back to step 4.

9. Read the message in the dialog box and click on OK to complete Audio setup and exit the
Audio Setup Wizard.

On Mac OS X

1. Mac users cannot change their audio output devices directly in Elluminate Live! —
Elluminate Live! uses the system default device. To change your output device, click on
the speaker icon in the Select Audio Output Device dialog of the Audio Setup Wizard and
make your changes in the System Preferences Sound Output panel. (For further details on
selecting an audio output device, see Selecting an Audio Output Device on page 96.)
When done, click on OK to advance to the next panel of the wizard.

2. Play the recorded audio message provided and adjust your speaker (audio output device)
volume to a suitable level. (Follow the instructions given in the dialog box.)

3. Confirm whether or not your speaker was set to an appropriate level.
= Ifyou clicked on Yes, go to step 3.

* Ifyou clicked on No, you are prompted to try again or cancel. Click on Try Again to
go back to step 1.

4. Select an audio input device from the list or select the option Use System Default Device.
Follow the instructions given in the dialog box. (For further details on selecting an audio
input device, see Selecting an Audio Input Device on page 95.)

Doc Revision 1.0 Page 89



Using the Audio Panel

Select your microphone type to get the best results when testing your microphone.

- Single Talker: Select this option if using a headset or a microphone just for yourself.

- Multiple Talkers: Select this option if using a single microphone to pick up multiple
talkers. This is the default.

/" Whichever microphone you select here will become the selected
microphone under Audio Microphone Settings preferences.

Press Record and adjust your microphone recording level as you speak into the
microphone (audio input device). (Follow the instructions given in the dialog box.) Press
Stop when you are done.

Press Play to listen to the recording you just made and, based on the loudness and clarity
of the recording, determine if your microphone was set to an appropriate level.

Confirm whether or not your microphone was set to an appropriate level.
= Ifyou clicked on Yes, go to step 8.

= Ifyou clicked on No, you are prompted to try again or cancel. Click on Try Again to
go back to step 3.

Read the message in the dialog box and click on OK to complete Audio setup and exit the
Audio Setup Wizard.

Using the Audio Panel

The following sections describe what you can do while in the session to adjust the microphone and
speaker levels. Although you can configure any of the settings while in the session, we do
recommend setting microphone and speaker levels prior to moderating your session.

Activating and Releasing Your Microphone

To talk,

click on the §@ Talk button in the Audio panel or use the Audio hot key, which is

displayed on the Talk button (Ctrl+F2 in the example below). When you are done speaking, click
the f Talk button or use the Audio hot key again to release your microphone.

Notice that, when your Talk button is on, the Talk button icon

changes (the microphone is tipped up, “sound waves” are added

Microphone Microphone
is off: is on:

and the background color changes to yellow). You may also hear

an audible notification when you activate or release your % ,@
microphone. CtrhFz Chri+Fz

Page 90
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@ If the Talk button is inaccessible (grayed out) it may be because the
Moderator has disabled your microphone or removed your Audio permission, the
maximum number of simultaneous talkers has been reached or you are using the
Telephony feature for audio communications.

Adjusting Your Microphone and Speaker Levels

The microphone level indicator (microphone icon) shows the volume levels when you are
speaking and the speaker level indicator (speaker icon) shows the volume levels when someone
else is speaking.

The microphone level slider should be positioned so that the microphone level indicator shows
green and yellow and almost edging into red when you are speaking your loudest.

Microephone volume too high

f Audio

Chrl+F2 afl __—

Microphone velume ideal

f Audio
Chrl+F2 afl __—

@ When all talkers have their microphones set properly, listeners won’t need
to keep adjusting their speakers to accommodate the changes in volume.

There are three ways to adjust your microphone level:

v" Audio window: Move the microphone level slider in the Audio window to the right to
increase the volume and to the left to decrease the volume. If you see red in the indicator,
move the slider to the left, as your voice will sound distorted when you are speaking

v Tools menu: From the Tools menu, select Audio > Adjust Microphone Level and select
either Up to increase the volume or Down to decrease the volume.

v Accelerator Keys: Press Ctrl+Shift+Up Arrow ( {738 1 on Mac) to increase the volume or
Ctrl+Shift+Down Arrow ( 738 | on Mac) to decrease the volume.
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The speaker level slider should be positioned to a level that is comfortable to you.

® nudio - chair

. | OOOD OO

»

Tal afl ___:n—
There are three ways to adjust your speaker level:

v' Audio window: Move the speaker level slider in the Audio window right to increase the
volume and to the left to decrease the volume.

v" Tools menu: From the Tools menu, select Audio > Adjust Speaker Level and select either
Up to increase the volume or Down to decrease the volume.

v Accelerator Keys: Ctrl+Up Arrow ( ¢ 1 on Mac) to increase the speaker volume or

Ctrl+Down Arrow ( 3 | on Mac) to decrease the speaker volume.

Mini-Controller with Audio

Click on the ﬁ Talk button to enable the microphone. The Talk button will change state: 'f
(a yellow halo will surround the microphone icon).

If you have not clicked on the Talk button and someone else in the session is talking, the tool tip
over the Talk button will display who is talking.

........ -t Charlie talking

-

7 The Talk button is disabled if you are using Telephony for your audio.

For more information on the Mini-Controller, refer to 7he Mini-Controller on page 37.
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Activity Lights and Indicators

You can monitor the state of Audio transmissions through various lights and indicators displayed
in the Audio permission column of the Participants List.

Activity Indicators

The table below describes the icons that are used in the Participant List to indicate what a session
attendee is doing while using Audio or Telephony. (For details on Telephony, see Chapter 7,
“Telephone Conferencing”.)

Activity Description
Indicator
. A microphone icon in the Audio column indicates that the Participant or Moderator
has Audio permissions.
e A microphone icon with a yellow halo indicates that the Participant or Moderator is
currently talking using the microphone (has engaged the Talk button).
L A telephone icon with a yellow halo next to a Moderator or Participant indicates that

the Participant or Moderator is currently connected to a telephone conference and
that the Teleconference participant is not muted.

If the icon appears next to the Teleconference participant, then it means that the
Teleconference participant is connected and not muted.

An interdicted telephone icon next to a Moderator or Participant means the
Participant or Moderator has switched to Telephony for audio communications but
the session is currently not connected to a telephone conference or the
teleconference has been muted.

If the icon appears next to the Teleconference participant, it means that the
Teleconference participant is muted.
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Status Indicators

Status indicators appear on the Audio icons of Audio users in the Audio permission column (in the
Participants List) if there are delays in the receipt of Audio or if the talker or listener is not
responding to the Audio service.

_/ All Talkers see status indicators for all listeners, Moderator listeners see
status indicators for all listeners (including themselves) and Participant listeners
see status indicators for themselves only. There are no status indicators shown

next to Talkers. |

=  Amber or Amber-and-Red Indicators: Appear on the Audio icon of listeners to signify
their receipt of audio is delayed. An amber-and-red indictor signifies a greater delay than
an amber indicator alone.

= Red Indicator: Appears on the Audio icon of talkers or listeners when they are non-
responsive and may be offline from the session. This usually means some problem with
the network connection and often will be followed by the user getting disconnected from
the session.

In the example to the right, § Participants
= Ricky is talking, ¥ % 0 /B g Participarts 1l
= Lucy and Vivian are experiencing delays ; i : : ;:::I:z (Moderator,... A
in receiving the Audio signal, with Lucy .} /B 8 Ly
lagging further behind, and £ O # W & Ricky (Me, Profile) v

.. . i 3 4 r
*  Charlie is not having any problems yft| = ?‘ B v 1]
receiving Audio. )

Troubleshooting Audio Delays

In general, you can continue to talk, as Elluminate Live! will buffer the audio for those who have
fallen behind and ensure they are caught up to real-time. However, if you wish to wait, to allow
users to catch up, you can mute your microphone. (See Muting Your Microphone to Let Listeners
Catch Up on page 98 for instructions.)

1. There is one exception: if there are multiple simultaneous talkers, a person can be a talker and
listener at the same time, so “talkers” may see status indicator for themselves — but only because they
are also “listeners”.
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Advanced Features

Selecting an Audio Input Device

The first time you use Elluminate Live!, it will use the audio input device that is the system default
at the time your session is launched. You can select a different device using the Audio Wizard or
through the Select Audio Input Device dialog box.

The next time you join an Elluminate Live! session, the audio input device will be the one you used
in your previous session — provided it is available when you launch Elluminate Live!

@ A headset with microphone works best for most Elluminate Live! users as
both their input and output device.

Windows, Linux or Solaris
To change the input device, do so from within Elluminate Live! in one of two ways:

v" through the Select Audio Input Device dialog box (Tools > Audio > Select Audio Input
Device); or
v’ using the Audio Setup Wizard (see Using the Audio Setup Wizard on page 88).
Devices (such as a sound card) may have a number of different input ports from which to choose,

such as Line-In, Phone and Microphone. Generally, whichever port you select will be used in all
future Elluminate Live! sessions, until you explicitly select a different port.

@ If you join an Elluminate Live! session when no audio input device is
connected, you don’t have to run the Audio Setup Wizard or use the Select Audio
Input Device dialog. Just connect your device and, after the system recognizes the
new input device, click on the Talk button — Elluminate Live! will automatically
connect to the device. You may need to adjust your microphone level.

To change the audio source from within the Select Audio Input Device dialog, do the following:

1. From the Tools menu of Elluminate Live!/, select Audio > Select Input Device. The Select
Audio Input Device dialog box appears.

2. From the list, select the audio input line you would like to use.

3. Click on OK to save your change and close the dialog box, or Cancel to close the dialog
box without saving your change.

/" The available audio input line options will vary depending on your sound
card.
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Mac OS X

When you launch your first session, Elluminate Live! will use your system’s default audio input
device. Subsequent sessions will use the same input device you used in your last session. This
system default is set under System Preferences > Sound panel > Input tab. You can change the
system default any time during an Elluminate Live! session.

@ If you are talking, release the microphone, change the input device and then
re-engage the microphone.

You also can change the audio input device using the Audio Setup Wizard (see Using the Audio
Setup Wizard on page 88) or through the Select Audio Input Device dialog in Elluminate Live!
You can make a change at any time during a session, except while you are talking. (If you try to
select the input device from within Elluminate Live! when talking, you will get an error message.)

The default setting in the Select Audio Input Device dialog box is Use System Default Device. To
change the audio source from the system default device to another device, do the following:

1. From the Tools menu of Elluminate Live/, select Audio > Select Input Device. The Select
Audio Input Device dialog box appears.

2. From the list, select the audio input device you would like to use. This will deselect the
Use System Default Device option.

3. Click on OK to save your change and close the dialog box, or Cancel to close the dialog
box without saving your change.

/" Torevert back to using the system default audio input device, select the Use
System Default Device option in the Select Audio Input Device dialog. This will
deselect the device that was selected in the list of devices.

Selecting an Audio Output Device

The first time you use Elluminate Live!, it will use the audio output device that is the system
default at the time your session is launched.

If you are on a Windows, Linux or Solaris system, you can select a different device by running the
Audio Wizard or using the Select Audio Output Device dialog box. If you are on Mac OS X, you
can select a different device by changing the system default.

@ A headset with microphone works well for most Elluminate Live! users as
both their input device and output device.
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Windows, Linux and Solaris

To change the audio output device, do so from within Elluminate Live! in one of two ways:

v" through the Select Audio Output Device dialog box (Tools > Audio > Select Audio

Output Device); or

v using the Audio Setup Wizard (see Using the Audio Setup Wizard on page 88).

Whichever device you select will be used in all future Elluminate Live! sessions' until you
explicitly select a different device using either the Audio Wizard or the Select Audio Output
Device dialog.

J After using Elluminate Live! for the first time, changing your system
default output device will not affect which device Elluminate Live! will use.

@ If you join an Elluminate Live! session when no audio output device is
connected, you don’t have to the run the Audio Setup Wizard or use the Select
Audio Output Device dialog. Just connect your device and, after the system
recognizes the new output device, Elluminate Live! will automatically connect to
it. You may need to adjust your speaker level.

/" If you have been receiving audio before connecting your audio output
device, there will be a backlog of audio transmitted to you in “chipmunk” until the
backlog is cleared.

To change the audio source through the Select Audio Output Device dialog box, do the following:

1.

From the Tools menu of Elluminate Live!/, select Audio > Select Output Device. The
Select Audio Output Device dialog box appears.

From the list, select the audio output device you would like to use.

Click on OK to save your change and close the dialog box, or Cancel to close the dialog
box without saving your change.

/7 The available audio output line options will vary depending on your sound
card.

1. Provided it is available when you launch Elluminate Live/
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Mac OS X

Elluminate Live! uses the system’s current audio output device. If you change the system’s device
between sessions, Elluminate Live! will use that newly selected device the next time you join a
session.

If sound is not being transmitted by your audio output device, or you just want to change the audio
output device for your Elluminate Live! session, change the system default output device under
System Preferences > Sound panel > Output tab. You can do so while Elluminate Live! is running.

Muting Your Microphone to Let Listeners Catch Up
Muting your microphone is done through the Participants List.
1. Do one of the following to open the Audio context menu:

v" To wait for all listeners to catch up, right-click (“Click on Mac) anywhere in the
Participants List.

v' To wait for selected listeners to catch up, select the desired Participant name or names
and right-click (*Click on Mac) within the selection.

2. From the Audio context menu, select the desired function:
v' To wait for all listeners to catch up, select Wait for All Listeners To Catch Up.

v To wait for selected listeners to catch up, select Wait For Selected Listeners To Catch

Up.
€ Participants & whiteboard - Main Room {3caled 110%
& | v # .~ B & Participants - [ I R
. # ® g chair (Moderator, ...
& # B g Chale k| =
ol A B g Ly (Me, Profile) P
--ﬂun- Audio ‘ait For All Listeners To Catch Up

‘ait For Selected Listeners To Catch Up

m g? o Whitel:nfnard - . lb E ; l b VV' )j

e The Wait for All Listeners options appear in the Audio context menu only if
you have your Talk button activated.

Your Talk button will change to a Muted 2 fudio - chair
Microphone button. When the audio of the

. : . | COOONT OO
listeners has caught up, the microphone is e
reactivated (changes back to the Talk button) and < :I
a bell will sound as an audible indicator of the Teleconference avalable £
change of state.
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Advanced Audio Configuration

In most cases, you probably won’t need to modify the advanced Audio configuration settings (the
default settings should be adequate). However, if you wish to modify them, you can do so in the
Preferences dialog.

When you configure the Audio preferences, Elluminate Live! will remember these
settings each time you join another session.

Below are the instructions for changing Audio microphone and speaker preferences. Some of these
preferences require further explanation so additional information is contained in the subsections
below.

Microphone Configuration
Set the microphone configuration preferences as follows.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! (Apple) menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 38 , (Mac OS X)
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2. In the left pane of the Preferences dialog, select Audio > Microphone Settings. The
Microphone Settings preferences panel appears.

@ Preferences

I_‘—Jg Application Sharing ~
?----Filtered Keys Amplify quiet sounds from microphone dynamically
+Hosting Options
\Pemote Contral Adjust volume automatically to limit distortion
g----SimuIated Keys (7 Microphone used by a single person
w-Miewing Options

=42 Audio {#) Microphone shared by multiple people

SVicrophone Settings

..Speaker Settings [] Transmit all sounds, even when it appears to be silence

= Q General Turn on this option if your microphene s at maximum and
i*----.'!'.l.ldih|E Motifications other people report that your speech cuts in and out.
--Hot Keys

p cett [[] Boost the microphone volume to compensate for weak signal
r-Proxy Settings

- Visual Notifications Microphone Sample Rate: (44100 Hz »

=g In-Session Invite
; If ywour system shares the microphone between multiple applications,

“-Invitation Options adjust the sample rate to match other applications.
= Profile 3
[ Restore Defaults + ] OK. ] [ Apply ] [ Cancel

3. Select the desired options:

»  Amplify quiet sounds from microphone dynamically — Select this option to enable
Audio to automatically increase the microphone signal level when the volume is too
low. By default, this option is enabled.

For further details, see Setting Level Controls on page 101.

»  Adjust volume automatically to limit distortion — Select this option to enable Audio to
automatically reduce the microphone signal level when the signal peaks are excessive
(volume is too high). By default, this option is enabled.

For further details, see Setting Level Controls on page 101.

To optimize the Adjust volume automatically to limit distortion control, select the type
of microphone you are using.

- Microphone used by a single person: Select this option if using a headset or a
microphone just for yourself.

- Microphone used by multiple people: Select this option if using a single
microphone to pick up multiple talkers. This is the default.
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/" The first time you open the Microphone Settings
preferences panel, it may appear that Microphone used by a
single person is the default. This will be the case if you earlier
selected Single Talker in the Audio Setup Wizard; the
Microphone Settings preferences panel inherits this setting from
the Audio Setup Wizard.

»  Transmit all sounds, even when it appears to be silence — Select this option if you
want audio transmission to continue in times of silence. By default, this option is
disabled.

For further details, see Suppressing Transmission of Silence on page 102.

»  Boost the microphone volume to compensate for weak signal (Windows XP only) —
Select this option if your microphone level is too low and cannot be brought up to a
reasonable level (peaking in the yellow) with the microphone level slider. By default,
this option is disabled.

For further details, see Muting Speakers When Talking on page 105.

»  Microphone Sample Rate — Select a sample rate from the option menu if your
microphone is being shared with other applications.

For further details, see Setting the Sample Rate on page 103.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

/" You can restore your Audio Microphone Settings to the default. For details
on restoring default preferences, see Restoring Default Settings on page 8.

Setting Level Controls

During a session, a microphone may receive a wide range of signal levels — from very soft to very
loud. For example, the signal gets louder or softer as you move to or away from the microphone.
When sharing a microphone between a number of people in a room, not only will the signal vary
with the distance of each talker from the microphone but also will vary with the volume of
individual talkers.

For optimal clarity, sound must stay within a certain volume range. Within that range, if audio
signals are too weak (e.g., you are too far from the microphone or are talking very softly), Amplify
quiet sounds from microphone dynamically will automatically amplify the volume coming from
the microphone (without moving the volume slider). It provides a gain (increase in volume) of up
to four times the signal level, which should be sufficient to handle most circumstances. If it is
insufficient, you should probably re-adjust your microphone level slider.
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If the sound surpasses the optimal range (on either end), the Adjust volume automatically to limit
distortion option kicks in and brings the volume within the optimal range by adjusting the
microphone volume slider. If your microphone level is too high, causing distortion on loud signals,
the Adjust volume automatically to limit distortion option will automatically slide the microphone
level slider to the left until the signal no longer distorts. If you have selected Microphone shared by
multiple people rather than Microphone used by a single person, it also can move the slider to the
right to try to pick up quiet voices.

You can set the level controls Adjust volume automatically to limit distortion and Amplify quiet
sounds from microphone dynamically in the Preferences dialog. For details, see Microphone
Configuration on page 99.

When Not to Use Adjust volume automatically to limit distortion

The only time you may want to turn Adjust volume automatically to limit distortion off is if you
have a microphone so sensitive that Adjust volume automatically to limit distortion is unable to
fully control the signal and manual volume adjustment is required.

When Not to Use Amplify quiet sounds from microphone dynamically

If the ambient room noise is quite loud, Amplify quiet sounds from microphone dynamically may
raise the volume of the noise to a level that becomes bothersome to others. If this occurs, turn
this option off.

Suppressing Transmission of Silence

When the Talk button is pressed, bandwidth is being used. Bandwidth usage increases with every
user that has the Talk button pressed. The more bandwidth that is used for Audio, the less
bandwidth will be available for the other features such as Application Sharing, playing of
Multimedia files, etc. Even if no one is talking while the Talk button is pressed, audio is still being
transmitted.

By default, Elluminate Live! will detect when no one is talking and will stop the transmission of
audio (suppress the silence), thereby reducing the amount of bandwidth used.

If your microphone does not generate a sufficiently strong signal, your speech may be erroneously
detected as silence. If this is the case, silence suppression will cause your speech to cut in and out.
When this occurs, you should increase your microphone volume. If the volume is at maximum,
then you should enable Transmit all sounds, even when it appears to be silence. For details, see
Microphone Configuration on page 99.

/" When enabled, Transmit all sounds, even when it appears to be silence does
not become activated until there are at least three simultaneous talkers.
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Boosting the Microphone Signal (Windows XP only)

Microphone boost is a hardware option on some Windows XP computers. If it is available on your
computer and Boost the microphone volume to compensate for weak signal is selected in the
Elluminate Live! Preferences dialog, the hardware will amplify the microphone signal (typically
making it about twice as loud) to compensate for microphones with weak signals. By default, this
option is turned on if your hardware supports microphone boost.

/' This option may not be available to all Window users as it depends on the
audio hardware you have; however, it may be accessible through the System’s
volume controls.

Sometimes the boost microphone feature distorts the microphone signal. If you find that your
audio setting is too loud, even though your microphone level slider is all the way to the left, de-
select Boost the microphone volume to compensate for weak signal. For details, see Microphone
Configuration on page 99.

Setting the Sample Rate

Some systems that allow the microphone or speakers to be shared by multiple applications require
all applications to use the same audio sample rate.

If you have such a system, and you wish Elluminate Live! to share the microphone or speakers
with another application (e.g., an email application that beeps when you get new mail), you will
need to set the Elluminate Live! preferred sample rate to the other application’s sample rate — if the
sample rates are different.

To set the sample rate for your microphone, see Microphone Configuration on page 99. To set the
sample rate for your speakers, see Speaker Configuration below.

Speaker Configuration
Set the speaker configuration preferences as follows.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! (Apple) menu, select Preferences (Macintosh)

v" Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)
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2.

In the left pane of the Preferences dialog, select Audio > Speaker Settings. The Speaker
Settings preferences panel appears.

@ Preferences [gl
-4 Audio ~
f,....Mig-.;.ph.gnE Settings [] Mute speakers when "Talk" is pressed to prevent feedback
'ipeaker Settings
=-§ General = Speaker Sample Rate: |44100Hz »
;----Audibb Motifications If ywour system shares the speakers between multiple applications,
;----Hut Keys adjust the sample rate to match other applications,
Es----Pery Settings
“..\isual Notifications 3
[ Restore Defaults + ] [ QK ] [ Apply ] [ Cancel ]

»  Mute speakers when “Talk” pressed to prevent feedback — Select this option to mute
the speakers when you have the Talk button pressed. By default, this option is
disabled.

For further details, see Muting Speakers When Talking on page 105.

= Speaker Sample Rate — Select a sample rate from the option menu if your speakers are
being shared with other applications.

For further details, see Setting the Sample Rate on page 103.

ﬁ For optimal performance, Mac users should set their
speaker sample rate to 8000 Hz.

Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure the Speaker Settings preferences, Elluminate Live! will remember this setting
each time you join another session.

7" You can restore the Audio Speaker Settings preferences to the default. For
details on restoring default preferences, see Restoring Default Settings on page 8.
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Muting Speakers When Talking

If you are using speakers rather than a headphones, you may wish to mute the speakers when you
have the Talk button pressed so the microphone will not pick up any audio feedback coming from
the speakers. To mute your speakers, enable the preference Mute speakers when “Talk” is pressed
to prevent feedback. For details, see Speaker Configuration above.

Just be aware that, when this option is enabled and the Moderator has configured the Elluminate
Live! session to allow Simultaneous Talkers, when you have your Talk button pressed, you will
not be able to hear others speak until you release your Talk button.

/" Some systems do not allow the microphone and the speakers to be active at
the same time. In this case, you won’t be able to disable Mute speakers when
“Talk” is pressed to prevent feedback.
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Chapter 7: Telephone Conferencing

The Telephony feature of Elluminate Live! enables you to conduct your audio communications
with other session attendees via telephone conferencing, while continuing to use your computer
for all other Elluminate Live! features. As a telephone conference user, you will be fully integrated
into the Elluminate Live! session: you can communicate with users not connected via

teleconference (the traditional microphone and speaker users) and your communications will be
1

captured in session recordings.

/' Telephone conferencing is not available in Elluminate vRoom™. For a list
of what features are available, visit the following webpage:
http://www.elluminate.com/Products/Product Comparison/?id=146

/" You can use the Telephony (telephone conferencing integration) feature for
your in-session communications only if your organization offers teleconferencing
services with Elluminate Live!

To incorporate a telephone conference into your Elluminate Live! session, an Elluminate Live!
Moderator needs to establish a bridge between the teleconference and the Elluminate Live! session
by configuring teleconference connection information and connecting the session to the
teleconference. Although this bridge is not a person (it is software), it shows up as a session
attendee in the Participants List (as depicted below).

§ Participants
o x| # .~ B 8 Participants -
L 4 B 8 chair (Moderator, ... A
-Mun-m Teleconference (Bridge)
1 # B 8 Charlie
f,’ 4 B8 Lucy (Me, Profile)
= # W & Ricky bl

Any session attendee (Moderator or Participant) can join a teleconference, provided a Moderator
has set one up for the session. You will know you can join a teleconference by the presence of the
words “Teleconference available” in the Audio window:

@ nudio - Teleconference

i

Teleconference available

1. The visual elements of the Telephony user interface will not be visible in the recording.
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Joining a Teleconference

Any session attendee (Moderators and Participants) can join a teleconference, provided a
Moderator has set one up for the session. To join a teleconference, follow the steps below:

1. Click on the ¢ Use Telephony button in your Audio panel. The Connect to
Teleconference dialog will open.

/" You cannot click on the Use Telephony button if you have the Audio Talk
button engaged — it will be disabled.

Connect to Teleconference El

Dial in to the telecanference using:

Telephone: B76-595-1212 FIMN: 1234

Whenyou have successfully connected, click an Ok
Ifyou are unable to connect, click on Cancel.

[ 'Y |[ Cancel ]

2. Using your telephone, dial the teleconference telephone number displayed in the Connect
to Teleconference dialog.

3. Enter the teleconference PIN when prompted to do so by the teleconference (if required).

4. When you’ve successfully connected to the teleconference, click on OK in the Connect to
Teleconference dialog.

/" Tolet people know they have successfully connected, the Moderator may
choose to enable the teleconference service announcement, which may be in the
form of a recorded message or an audio signature of some sort.
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Leaving a Teleconference

To leave a teleconference and once again use your Audio microphone and speakers, click on the
4@ Use Audio button in the Audio panel.

*-_p Audio - Teleconference

4@
8TE-955-1212 PIMN: 1234

(

Activity Indicators

You can monitor the state of Telephony transmissions through indicators displayed in the Audio
permission column of the Participants List. The table below lists the icons that are used in the
Participant list to indicate what activity a session attendee is doing while using Audio or
Telephony. (For details on Audio, see Chapter 6,The Audio Panel on page 87.)

Activity Description
Indicator

2 A microphone icon in the Audio column indicates that the Participant or Moderator
has Audio permissions.

ol A microphone icon with a yellow halo indicates that the Participant or Moderator is
currently talking using the microphone (has engaged the Talk button).

L A telephone icon with a yellow halo next to a Moderator or Participant indicates that
the Participant or Moderator is currently connected to a telephone conference and
that the Teleconference participant is not muted.

If the icon appears next to the Teleconference participant, then it means that the
Teleconference participant is connected and not muted.

& An interdicted telephone icon next to a Moderator or Participant means the
Participant or Moderator has switched to Telephony for audio communications but
the session is currently not connected to a telephone conference or the
teleconference has been muted.

If the icon appears next to the Teleconference participant, it means that the
Teleconference participant is muted.
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Sorting the Participants List

When Telephony is enabled on your Elluminate Live! server, four new options are available to sort
the Participants List: Sort by Audio Mode, Keep Teleconference on Top, Keep Teleconference on
Bottom and Keep Teleconference on Top When Muted. These and the four standard options are
available in the Sort option menu, which can be opened by clicking on the Sort button (noted in
the diagram below).

/' The sorting options you choose will sort the Participant List in all rooms
you enter (the main room and breakout rooms) for the duration of your current
login session. If you exit a session and re-enter it later, your sorting options will be
lost and the defaults restored.

The Sort option menu is divided into three sections: the top section contains the Column Sorting
options, the middle section contains the Participant Sorting options and the bottom section
contains the Teleconference Sorting options.

Raised Hands Audio Participants

column column column
&, |Participants Sort button

o | vae » B & Participants -
el # B g chair {Moderator, ... Sort by Audio Mode ]
i # B 8 Teleconference (Bridge) v Sort by Participants | Column Sorting
= # W & Charlie =ort by Raised Hand options
¢ /B 8 Ly art by Raised Hands N
S i ] . -
S W & picky Keep Me on Top | Participant Sorting
| = @‘ ) 5 o v Keep Chairs on Top options
J’ Farticipants - w —
v & K
v Keep Teleconference on Top
oo | Teleconference
Keep Teleconference on Boktkom Sorting options
Keep Teleconference on Top YWhen Muted

Restore Default Column Order

Column Sorting Options are mutually exclusive — you can only pick one. You cannot choose to
pick none, two or all three options:

= Sort by Audio Mode: sorts by icon type in the Audio column, with the microphone icon
listed first and the telephone icon listed second.

= Sort by Participant: sorts alphabetically by name in the Participant column. (default)

= Sort by Raised Hands: sorts numerically by number in the Raised Hands column' — that is,
in the order in which Participants raised their hands.

1. As Participants raise their hands, numbers are assigned to them in the Raised Hands column,
based on the order in which they raised their hands.
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Participant Sorting Options are independent — you can pick both at once. You also can pick only
one or neither of these options:

= Keep Me on Top: keeps you at the top of the list.
= Keep Moderators on Top: keeps all Moderators at the top of the list. (default)

Teleconference Sorting Options are mutually exclusive — you can pick either none or one only.
You cannot choose to pick two or all three options:

= Keep Teleconference on Top: keeps the teleconference “Participant” at the top of the list.

= Keep Teleconference on Bottom: keeps the teleconference “Participant” at the bottom of
the list.

= Keep Teleconference on Top When Muted: keeps the teleconference “Participant” at the
top of the list if it has been muted.

Sorting Rules

Rule 1: A hierarchy existing between the sorting options, where certain options take precedence
over other options.

The Participant Sorting option Keep Me on Top always supersedes the other Participant Sorting
option Keep Moderators on Top.

The Participant Sorting options (Keep Me on Top and Keep Moderators on Top) supersede the two
Teleconference Sorting options Keep Teleconference on Top and Keep Teleconference on Top
When Muted. (Keep Teleconference on Bottom is not affected by the Participant Sorting options.)

The Participant Sorting options and the Teleconference Sorting options supersede the Column
Sorting Options (Sort by Audio Mode, Sort by Participant and Sort by Raised Hands).

Rule 2: Sorting is dynamically updated following specific events: a hand is raised or lowered or a
Moderator or Participant joins or leaves the session.

Rule 3: When Sort by Raised Hands is selected and all the raised hands are cleared, the list is
sorted alphabetically by Participant name, even though Sort by Participants is not selected.
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Chapter 8: The Whiteboard

The Whiteboard is the main presentation area in Elluminate Live! As a Participant, you will likely
view slide presentations in the Whiteboard. The Moderator controls the interactive presentation, so
all you need to do is participate and learn. The Moderator may grant you permission to use the
Whiteboard drawing tools. If you are granted this permission, you will be able to draw or write on
the Whiteboard screen.

Whiteboard Components

The Whiteboard has the following components:

View Screen menu
Navigation buttons Permission check box
Title bar _|: # whiteboardf Main Room (Scaled §4%)

Navigation bar—[ ||< 4 » M

— -
Yy . :
g First Law of Thermodynamics
oe
omf
Toolspalette =~ | Conservation of Energy
. = Open, closed and isolated systems.
. . —— Workspace
& = For an isolated system, the total internal
energy of the system remains constant.
L n Usys1em = KEsystem + PEsystem

+where U = internal energy
+ state function.

BEREEEEEE G, g

I
Properties Editor palette

@ If you do not see the Whiteboard, you are in one of the Minimal Layout
views. To view the Whiteboard, from the View menu select Layouts > Default
Layout (or one of the other non-minimal layouts).
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Activity Indicator

A yellow halo around someone’s Whiteboard icon indicates that he or she is writing on the
Whiteboard or loading content into the Whiteboard: #

Entering Content into the Whiteboard

The Tools Palette

7 Notall the tools will be available to you in the Main Room (public work
area) of the Whiteboard — you must be in your own private work area (Work Area

<Your Name>) to access them.

The Tools palette contains drawing and text
tools you can use to create and manipulate
objects in the Workspace. It also has buttons to
insert images, load presentations and create a
new blank screen.

You will have access to the Whiteboard tools
only if you have been granted the Whiteboard
tools permission.

You will have the full compliment of tools (as
shown to the right) in your private screen area
and a subset of these tools in the main room.

/7 Ifatool or button is not
available, the icon is not visible. The
icon may be grayed out if it is not
relevant (e.g., the Group icon will be
grayed out if no objects are
selected).
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Simple Text

tonl £ — 7 Use the Simple Text tool for single lines of text.

(] Insert Image

Text E[’ti;';rl Ay — TJse the Text Editor tool if & button
you wart several lines of
text. The text box will scroll
as you enter more text. 2
=i Insert Clip Art
= button

Pen tool /# _.l—lel |O v

Highligltl't]l'a]rl p Use the highlighter to highlight text

Filled Ellipse
tool ¢

k Selection tool

Insert Screen
Capture button

My Documents

Ellipse tool O

Filled Rectangle E
tool B
Rectangle tool [ —.:j My Computer

Laser Pointer 76 ﬂ
Line tool —/ Recyde Bin

The Properties Editor

When you click on any of the text or drawing tools in the Tools palette, the Properties Editor
palette will appear at the bottom of the Whiteboard. From here you can format your text or graphic
by specifying various properties. The contents of the Properties Editor palette changes depending
on which tool is being used or which objects are selected. For example, if you are using the Filled
Ellipse or Filled Rectangle tool, the Properties Editor will present color buttons only.

EEEEEEEEN
[(ONCONEEEN

The Properties Editor for the Simple Text and Text Editor tools contains buttons to set color, font,
size and style properties.

EEEEEEEE _ .
ED.D.D..EHSEHF v||18 |V|B i U

7 It you select two different kinds of objects, the Properties Editor Palette will
display the attributes common to those objects.
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Inserting Graphics

Using the Pen Tool

Follow the steps below to draw a freehand line:

1.
2.

Click on the  Pen tool.

Select the color and line thickness from the Properties Editor at the bottom of the
Whiteboard. The default color is black and the line thickness is set at 2 pixels.

Position the cursor on the Whiteboard where you want the pen stroke to begin. The cursor
will be in the shape of the Pen tool ,#*.

Press and hold down the left mouse button as you drag the cursor to create the pen stroke.

Release the mouse button. The pen stroke appears on the Whiteboard configured with the
selected options.

Using the Line Tool

Follow the steps below to draw a straight line:

1.
2.

Click on the % Line tool.

Select the color and line thickness from the Properties Editor at the bottom of the
Whiteboard. The default color is black and the line thickness is set at 2 pixels.

Position the cursor on the Whiteboard where you want the line to begin. The cursor will be
in the shape of the Line tool *,_.

Press and hold down the left mouse button as you drag the cursor to where you want to
end the line.

Release the mouse button. A line of the selected width and color appears on the
Whiteboard.

@ Holding down the Shift key while drawing the line will result in a
horizontal, vertical or a line at a 45 degree angle depending on the direction that
you draw it.

Using the Ellipse and Rectangle Tools

Follow the steps below to draw an ellipse or rectangle:

1.
2.

Click on either of the Ellipse tools ({C} or @) or Rectangle tools ([ or |li)-

Select the color (and if applicable the line thickness) from the Properties Editor at the
bottom of the Whiteboard. The default color is black and the line thickness is set at 2
pixels.

Position the cursor on the Whiteboard where you want the shape to begin. The cursor will
be in the shape of the drawing tool.
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Press and hold down the left mouse button as you drag the cursor to create the shape.

When the shape is the size you want, release the mouse button. The shape appears
configured with the selected options.

@ Holding down the Shift key while drawing an ellipse will result in a circle.
Holding down the Shift key while drawing a rectangle will result in a square.

Using the Highlighter Tool

Follow the steps below to use the Highlighter:

1.
2.

Click on the g Highlighter tool.

Select the color and line thickness from the Properties Editor at the bottom of the
Whiteboard. The default color is yellow, the default line thickness is 10 pixels and the
default transparency is 40%.

Position the cursor on the Whiteboard where you want the highlighter stroke to begin. The
cursor will be in the shape of the Highlighter tool & .

Press and hold down the left mouse button as you drag the cursor to where you want to
end the highlighter stroke.

Release the mouse button. A line of the selected width and color appears on the
Whiteboard.

Using the Laser Pointer Tool

Follow the steps below to use the Laser Pointer:

1.
2.

Click on the Y Laser Pointer tool.

Select an image to use as your pointer from the Properties Editor at the bottom of the
Whiteboard. The default image is the sunburst; it and the light bulb are animated GIFs.

FPleobAvVRLIIPOY

Hold down your left mouse button and move the pointer on the Whiteboard — Participants
will be able to see the movement of the laser pointer. Release the mouse button to stamp
the laser pointer image on the Whiteboard.

To get the pointer to follow the mouse motion without having to hold down the mouse
button, double-click anywhere on the Whiteboard. To release this mode, click with the
mouse again or select a different tool.
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/7 Laser pointer images do not change the Whiteboard content. The image is
only visible as long as the laser pointer button is selected (dark grey). As soon as

you select another tool button, or navigate to another screen, the laser pointer
image will disappear.

Inserting Text

Using the Simple Text Tool

Follow the steps below to enter a single line of text:

1.
2.

Click on the & Simple Text tool.

Select the font name, color, size, bold, underline and/or italics from the Properties Editor
at the bottom of the Whiteboard. The default properties are Serif, 20 point, and black.

Click the Whiteboard to place an insertion point, and then type the text.

Press Enter when you are done typing the line of text.

/" The Simple Text Tool lets you type only one line of text at a time. You
cannot insert a line break and the text does not automatically wrap to the next line
when it reaches the edge of the Whiteboard screen, as does the Text Editor.

Using the Text Editor Tool

Follow the steps below to enter multiple lines of wrapping text:

1.
2.

Click on the 45 Text Editor tool.

Single-click on the Whiteboard to create a text box of the default size (250 x 70 pixels).
Alternatively, click and hold down the mouse button as you drag the cursor to create a text
box of the desired size. Either way, the Properties Editor will appear at the bottom of the
Whiteboard.

Select the font name, color, size, bold, underline and/or italics from the Properties Editor.
The default properties are Serif, 20 point, and black.

Type your text, pressing Enter when you want to create a new line of text within the text
box.

/7 Ifthe amount of text you type exceeds the space available in the text box, a
scroll bar will appear on the right side of the text box. If you don’t want the scroll
bar, resize the text box to display all the text.
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/" The maximum number of characters that can be entered in a Text Editor
object is 10,000.

Inserting External Links

You can insert links into Whiteboard text using either the Simple Text tool or the Text Editor tool.
Anyone viewing your Whiteboard screen will be able to click on your links to access an Internet
site or send an email.

/" To enter a link using the Simple Text tool, do not enter any text except that
contained in the link. If you do, the link will not work.

Link Type Syntax Example
HTTP web site http:// http://www.elluminate.com

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

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

Email message mailto: | mailto:docs@elluminate.com

/7 To launch a link, pass over the link with the k Selection tool. The pointer
will change to a hand. Single click on the link with the hand pointer. The
application that opens the link will be specific to your system.

Inserting Special Symbols and Characters (Windows only)
To type a special symbol or character on the Whiteboard, in the table below locate the numeric

code for the special symbols or character that you want to type and follow these steps:

1. Select the Simple Text tool or Text Editor and click on the Whiteboard where you want to
insert the symbol or character.

2. Make sure NUM LOCK is on.

3. Hold down the Alt key and then, using the numeric keypad, type the numeric character
code for the character that you want to type. For example, to place the copyright symbol
on the Whiteboard you would hold down the Alt key and enter the numeric character code

0169.
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/" Some special characters only can be typed using Bold text. If the character
you want does not appear when you enter the character code, select the character
you typed and choose Bold from the Properties Editor.

Table 9: 1252 Windows Latin 1 (ANSI)
20 |30 |40 [50 |60 70 80 |9 |A0 |BO [CO |DO |EO |FO
0 @ |P : p € ° A b a 3
032 | 048 | 064 | 080 | 096 |0112 | 0128 | 0144 | 0160 | 0176 |0192 | 0208 | 0224 |0240
1 |! 1 A Q |a q : i + A N a fi
033 | 049 | 065 [ 081 [097 |0113 [0129 | 0145 | 0161 | 0177 | 0193 | 0209 | 0225 | 0241
2 | 2 B R b r ‘ ‘ ¢ 2 A 0o a )
034 | 050 | 066 | 082 | 098 |0114 | 0130 | 0146 |0162 | 0178 |0194 | 0210 | 0226 |0242
3 |# |3 |C |[s |c s f “ £ 3 A o) 3 6
035 | 051 | 067 [ 083 | 099 |0115 | 0131 | 0147 | 0163 | 0179 |0195 | 0211 | 0227 |0243
4 |$ |4 |D |T |d t , ” o ’ A 0 a 0
036 | 052 | 068 | 084 | 0100 |0116 | 0132 | 0148 | 0164 | 0180 |0196 |0212 | 0228 |0244
5 |% |5 E U e u . ¥ U A 0 a )
037 | 053 | 069 | 085 | 0101 0117 | 0133 | 0149 | 0165 | 0181 |0197 | 0213 | 0229 |0245
6 & |6 |F |Vv |f v t - ! 1 £ o) ® o
038 | 054 | 070 | 086 | 0102 |0118 | 0134 | 0150 | 0166 | 0182 |0198 | 0214 | 0230 |0246
7 7 G W g w I — § . C x c +
039 | 055 | 071 | 087 | 0103 0119 | 0135 | 0151 | 0167 | 0183 |0199 | 0215 | 0231 |0247
8 |( 8 |H |[X |h X g - " . E %] é )
040 | 056 | 072 | 088 | 0104 0120 | 0136 | 0152 | 0168 | 0184 |0200 | 0216 | 0232 |0248
9 |) 9 | Y i y %o ™ © 1 E U é u
041 | 057 | 073 | 089 | 0105 |0121 | 0137 | 0153 | 0169 | 0185 |0201 | 0217 | 0233 |0249
A |* : J Z i z S § a 0 E V] é G
042 | 058 | 074 | 090 | 0106 |0122 | 0138 | 0154 | 0170 | 0186 |0202 |0218 | 0234 |0250
B |+ ; K [ k { < > « » E V] <] a
043 | 059 | 075 [ 091 | 0107 |0123 [ 0139 | 0155 | 0171 | 0187 | 0203 | 0219 | 0235 | 0251
Cc |, < L \ | | CE e - Ya | ] i U
044 | 060 | 076 | 092 | 0108 |0124 | 0140 | 0156 | 0172 | 0188 |0204 |0220 | 0236 |0252
D |- = M ] m } A i \4 | y
045 | 061 | 077 | 093 | 0109 |0125 | 0141 | 0157 | 0173 | 0189 |0205 | 0221 | 0237 |0253
E |. > N A n ~ z bd ® % i b i b
046 | 062 | 078 | 094 | 0110 |0126 | 0142 | 0158 | 0174 | 0190 |0206 |0222 | 0238 |0254
F |/ ? 0 _ o O Y - ¢ I R | y
047 | 063 | 079 [ 095 | 0111 |0127 | 0143 | 0159 | 0175 | 0191 |0207 |0223 | 0239 |0255
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Inserting Images

Using the Insert Image Button

Image files of the following formats can be loaded onto the Whiteboard: *.bmp, *.gif, *.jpg, *.jpeg
and *.png.

@ To load multiple image files directly onto separate Whiteboard screens, use
the Load Presentation feature. See Loading a Presentation or Whiteboard File on
page 126.

Follow the steps below to load an image:
1. Click on the |=a] Insert Image button. The Image File dialog box appears.
2. Navigate to the folder containing the image file you want to open.

3. Select the desired image file. When you on an image file, a smaller version of the image
will display in the Preview area of the Image File dialog box.

=

Click Load to close the dialog box and place the image on the Whiteboard.

4

Position the image on the Whiteboard by dragging it to a new location and click on the
Whiteboard region to anchor it in position.

'/ The image should be less than 1600 by 1600 pixels and the size of the
image file must be less than 2MB.

Using the Insert Clip Art Button

Clip Art images can be loaded from a Clip Art library of presentation and mathematical symbols.
(Refer to Customizing Your Clip Art Collections on page 168 for details on the default clip art
collections and how to create your own clip art collection.)
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Follow the steps below to load a Clip Art image:
1. Click on the :&xj Insert Clip Art button. The Clip Art dialog box appears.

@ Clip Art X
| Math Miscellaneous I Math Operatars | Math Relations | Statistics | Application
aeneral | Greek Lower Case [ Greek Upper Case

L1l

w
¢
p—

"'E-{-

!
$
2

4

&

s @O E

wll | A

A8k

Cancel

2. Select the tab that contains the clip art you wish to load. By default the General tab is
selected.

3. Select the desired image.

@ As you hover your mouse over an image, a tooltip will provide a description
of the image.

4. Click Place to close the dialog box and place the image on the Whiteboard.

5. Position the image on the Whiteboard by dragging it to the appropriate location and then
click on the Whiteboard region to anchor it in position.

Using the Insert Screen Capture Button

Using the screen capture tool, AppSnap™, you can capture a screen shot from your desktop, any
application, or website and load it into the Whiteboard. You can capture the image as either a
JPEG or a PNG file. You can capture your entire desktop or a selected area only.

@ In general, for application images, PNG are better quality and often have a
smaller size. JPEG images are generally better for photo images.
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1. Click on the [ Insert Screen Capture button. Screen Capture dialog box appears.

Screen Capture

Select Screen Area

OF

Select Image Tvpe

(1 Encode as JPEG

JPEG Encode Settings

Hide Application Firsk

X

'of () Entire Desktop with Delay (%) Selected Area

(*) Encode as PHG

PrG Encode Settings

() Default Compression
() Mo Campressian
(") Fast Compression

(%) Maximum Compression

Scale Doven To Fit

[ Capture ][ Cancel ]

2. Inthe Select Screen Area panel select the area you wish to capture.

= FEntire Desktop — will capture everything currently on your desktop.

v FEntire Desktop with Delay — will cause a delay of 10 seconds before everything
currently on your desktop will be captured. During the delay, you may have time to
rearrange your desktop if it is currently not in the arrangement you want to capture.

= Selected Area — will allow you to define an area to capture.

3. Inthe Select Image Type panel choose whether you wish to capture the image as a JPEG
or PNG. The appropriate Encode Settings panel will be activated, where you can further
define the quality of the file compression.
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4. Do one of the following:

v

v

Select the option Hide Application First if you do not wish to include the Elluminate
Live! session in the image. The Elluminate Live! session will be hidden temporarily
until you capture the image.

whlidy

<olaris é On Solaris and Linux, this option works unreliably.

Some or all Elluminate Live! windows, or portions thereof, may
not be hidden.

Do not select Hide Application First if you want to include the Elluminate Live!
session in your screen capture.

5. Do one of the following:

v

v

Select the option Scale Down To Fit to ensure that your screen capture will fit the
Whiteboard if the capture is larger than the Whiteboard area.

Deselect Scale Down To Fit if you want to capture the image in its actual size.

6. Click on the Capture button.

./ Priorto clicking the Capture button it is recommended that you have the
area you wish to capture set up correctly. If you find that you are not set and have
clicked Capture, click the Cancel button and start again.

One of two things will happen:
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7. Re-position and resize the Select Area window over the desired location.

= To re-position the window, drag the window to the appropriate location or use the
arrow keys on the keyboard to move the window.

= To resize the window, drag the edges of the window.

* Ifyou expand the Select Area window so that it is larger than the Whiteboard, the
edges will appear in red to indicate this. You may need to click Refresh to update the
contents of the window.

8. Click Snap once you have positioned the Select Area window over the contents that you
would like to capture. The Select Area window will close.

@ Instead of using the Snap, With Delay, Cancel, or Refresh buttons, you can
use the keyboard accelerators.

Snap: <Return> or <Enter> or <S> or <s>

With Delay: <D> or <d>

Cancel: <Esc> or <C> or <c¢>

Refresh: <R> or <r>

9. The image will appear on the Whiteboard. Position the image on the Whiteboard by
dragging it to a new location and click on the Whiteboard region to anchor it in position.
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Loading a Presentation or Whiteboard File

Using the Load Presentation feature, in addition to loading whiteboard files (.wbd and .wbp) and
image files, you can import PowerPoint and OpenOffice.org presentations into your whiteboard.

7 Only Moderators can load presentations into the Main Room (public work
area) of the Whiteboard or into a breakout room. Anyone can load presentations
into their private work area.

The table below lists the presentation applications that are supported on the various platforms and

the file types that can be read by those applications and imported into the whiteboard.

Table 10: Supported Presentation Applications

Platform Supported Applications Supported File Types
Windows XP PowerPoint 2003 .ppt
PowerPoint 2007 .ppt and .pptx
PowerPoint 2010 .ppt and .pptx
OpenOffice.org 3.0 and higher .ppt, .pptx, .sxi and .odp
Windows Vista PowerPoint 2007 ppt and .pptx
PowerPoint 2010 .ppt and .pptx
OpenOffice.org 3.0 and higher .ppt, .pptx, .sxi and .odp
Windows 7 PowerPoint 2007 ppt and .pptx
PowerPoint 2010 .ppt and .pptx
OpenOffice.org 3.0 and higher .ppt, .pptx, .sxi and .odp
Mac OS X 10.5 PowerPoint 2004 .ppt
& 10.6
PowerPoint 2008 .ppt and .pptx

OpenOffice.org 3.0 and higher

ppt, .pptx, .sxi and .odp

Linux & Solaris

OpenOffice.org 3.0 and higher

ppt, .pptx, .sxi and .odp

Page 126




Elluminate Live!
version 10.0

@Zumimah, Livel

./ Various editions of OpenOffice.org (such as StarOffice and NeoOffice)
exist but OpenOffice.org is the only edition officially supported by Elluminate.

Presentations can be imported in a few different ways, as selected from the Files of Type drop-
down menu in the Load File dialog:

/7 Some file import options (e.g., PowerPoint and OpenOffice.org) will not
appear if the supporting applications are not installed on your computer.

PowerPoint Importer: uses PowerPoint to import PowerPoint (.ppt) and PowerPoint 2007
XML (.pptx) presentations.

OpenOffice.org Importer: uses OpenOffice.org to import OpenOffice.org (.sxi and .odp) or
PowerPoint (.ppt or .pptx) presentations.

Image Files: used to import*.bmp, *.gif, *.jpg, * jpeg and *.png image files.

Protected Whiteboard Files: used to load protected Whiteboard files (.wbp).
Whiteboard Files: used to load Whiteboard files (.wbd).

To load a presentation, do the following:

1.

Open the Select Screens dialog by doing one of the following:

v
v
v

Click on the g Load Presentation button in the Whiteboard.
From the File menu, select Open > Whiteboard.

From the Tools menu, select Whiteboard > Explore Screens..., or from the
Whiteboard context menu select Explore Screens.. ., or press Ctrl+Shift+S ( 73 S on
Mac). The Explore Screens window appears (see Using the Explore Screens Window
on page 152). Select the screen you want as the insertion point and then right-click
(*Click on Mac) anywhere in the window to bring up the context menu. From the
context menu, click on Open.

Enter Ctrl+O (30 on Mac). The Open dialog appears. Select Whiteboard and click on
Open.
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2.

In the Select Screen dialog, determine
whether you wish to insert the file
before or after a screen, replace a
screen or insert as a sub-topic of a
screen.

Next, determine whether you want to
insert the file to the Current Screen or
Selected Screens. If you choose
Selected Screens, you will then see a
window that displays all of the
available screens. Select the screen
from the window.

/" Ifthe Show
Thumbnails option is turned
on, you will see the screens
in thumbnail view. See
Viewing the Explore Screens
Window as Thumbnails on
page 153 for details.

Select S5creens

Screen Insertion Lacation
() After current screen

(%) Replace Screen

Select Screens
{1 Current Screen
(%) Selected Screens

(1 Before current screen

() As sub-topic

-FF FF FF

b | First Laws of Thermodynamics

Exothermic Reaction

|*

Spontaneous Processes and Entropy
Endothermic Process

Spontaneous Processes and Entropy
Let Us Define the Universe

First Law of Thermodynamics

Spontaneity, Entropy and Free Energy

o]4

l

H Cancel ]

3

To select multiple screens hold down Shift or Control ( T or 3 on Mac) and click on the
screen names. The screen name(s) are highlighted.

7 It you have multiple screens selected and are inserting As sub-topic, a sub-
topic will be created under each of the selected screens.

4. Click OK. The Load File dialog box appears.

@ Load File

3

Look.in: |[ﬁ Sample Files

v 2 rEE

Ty () QA Content B chemistry wbd |;| Mediurm_Whiteboard.
‘_-1‘5 ﬂ;] Animals, ppk EJ clipiartwhiteboard. wbd @] MoleculesMolesompo
Ml Recent ﬂ;] Animation, ppk @ elive_logo_plain.bmp E‘j monalisa, jpg
Documents E| birdprank.whbd E";] EllumLive_Logo_smaller, PG I:'J Manalisa, prig
= @ChemicalEquilihrium.ppt B flag.wbd |;| Ock_06_whiteboard.
|- ﬂ;] ChemicalReactions.ppt EJ Large_Whiteboard.wbd OpenOfficezd,sxi
Desktop P I 3
._j File name: | | l Cpen ]

My Documents  Files of bype: nll ]

eadable Files

Cancel

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

6. Select the file type you wish to load by scrolling through the Files of Type drop down

menu.

7 Some file import options (e.g., PowerPoint Importer and OpenOffice.org
Importer) will not appear if the supporting applications are not installed on your

computer.

/" Thefile type you select not only will filter which files you will see in the
Load File dialog box, but also allows you to control which application to use to
load a .ppt file — either PowerPoint or OpenOffice.org.

: QA. Content Import Options
B Animals.ppt

Recent Items E;] Animation.ppt
EE] ChemicalEquilibriurm.ppt (™) Better Quality

- E;] ChemicalReactions.ppt

(@ Faster Import

4] MoleculesMolesCompounds.ppt () Best Quality

EE] Presentation_Motes.ppt

’[: ] Testing Notes Import.ppt HLTE T

[T Indude MNotes

My Documents

Lg,h‘ File name:
Bty Files of type: | powerPaint Importer (*.ppt, *.ppbx) ]

All Readable Files

PowerPoint Importer (*.ppt, *.pphd)

OpenOffice.org Importer (*.ppt, *.pptx, *.5x, *.0dp)
Image Files

Protected Whiteboard Files {*.wbp)

WWhiteboard Files (*.wbd)

The options are as follows:

»  All Readable Files — Displays all file types that can be loaded into the Whiteboard.

/" You cannot load multiple image files using the A/l
Readable Files option. Use the Image Files option instead.

= PowerPoint Importer (*.ppt and * pptx) — Uses PowerPoint to import .ppt and .pptx
files. Each slide in the PowerPoint presentation will be loaded onto a separate screen
as a background and the title from each slide will appear as the screen name.
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OpenOffice.org Importer (*.ppt, *.pptx, *.sxi and *.odp) — Uses OpenOffice.org to
import .ppt, .pptx, .sxi and .odp files. Each slide in the OpenOffice.org or PowerPoint
presentation will be loaded onto a separate screen as a background and the title from
each slide will appear as the screen name.

Image Files (*.bmp, *.gif, *jpg, *jpeg and *png) — You can load multiple image
files directly onto separate Whiteboard screens. Each image will be loaded onto the
screen and centered as a background image. This allows you to load multiple images
exported from other presentation software simultaneously.

Protected Whiteboard Files (*. wbp) — You can load an existing protected
Whiteboard file. A Protected Whiteboard file cannot be saved, printed, or edited by
any Moderator and/or Participant.

Whiteboard Files (*. wbd) — You can load an existing Whiteboard file.

A Note on Default File Types

The default file type selected the first time you open the Load File dialog is dependant on
the operating system you are using.

If you are on Windows, PowerPoint (*.ppt or *.pptx) is the default — but only if
PowerPoint is available. If not, the default is OpenOffice.org (if available) or Image
Files (*.bmp, *.gif, *.jpg, *.jpeg and *.png).

If you are on Mac OS X, Linux or Solaris, the OpenOffice.org file type (*.ppt, *.pptx,
* sxi and *.odp) is the default— but only if OpenOffice.org is installed. If not, the
default is Image Files (*.bmp, *.gif, *.jpg, *.jpeg and *.png).

/" The default file type specified above applies only to the first time you use
the Load File dialog. With all subsequent uses, the file type most recently used
will be specified.

7. Locate the file/image(s) you want to import, and select it. The file name will appear in the
File Name text box.

@ For optimal results, do not use the Files of Type selection A/l Readable
Files to load OpenOffice.org or PowerPoint presentations.
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= Ifyou are loading a PowerPoint presentation using the Files of Type selection
PowerPoint Importer, you have the following options:

. Sample Files ": T >EE

Y 1 QA Content | Import Options
—t E An!mal.s.ppt @ Faster Import
Recent Items @ Animaticn.ppt -
@ ChemicalEquilibrium. ppt () Better Quality
@] ChemicalReactions.ppt
E;] MuoleculesMolesCompounds.ppt

E;] Presentation_Motes. ppt Additional Options
] Testing Motes Import.ppt

() Best Quality

[ Indude Motes

My Documents

Files of type: | pawerPaint Importer {=.ppt, =.pptx)

Computer

Import Options:

- Faster Import: provides the quickest upload, but in some cases may leave imaging
defects. This is the default.

- Better Quality: provides a compromise between improved quality and upload
speed.

- Best Quality: provides the best quality, at the expense of upload speed.

@ The quality of your imported presentation affects the size
of the Whiteboard file. If memory use is a concern, select Faster
Import.

Accessibility Options:

- Include Notes: if selected, this option will place the presenter notes from your
imported PowerPoint presentation into the Notes editor of all session attendees.
For details, see Viewing Presenter Notes Imported with a Presentation on
page 251.
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= Ifyou are loading a presentation using the Files of Type selection OpenOffice.org
Importer, you have the following options:

§ Load File (3w
Lookin: | . Sample Files - | D
I J Q& Content @ OpenOffice30.sxi
s b ] Animals.ppt B OpenOffice30_with Motes.sd| IMPort Cptions
Recent Items  [EE] Anitnation.ppt = OpenOfficeFres.odp (@) Faster Import
@ ChermicalEquilibrium.ppt @ Presentation_Motes.ppt = Enn 0
! @ChemicalReactions.ppt BﬂJTesting Motes Import.ppt .2 BT Uy
[52]
Dieskkap J Molecule_sMoles-Compounds.ppt Additional Options
E OpenOfficedd.sxi
2 [] Include Motes
F ‘ i 3

My Docurnents
- Files of type: :OpenOFFice.org Importer %, ppt, *.ppt:, *.sxi, * odp) v:

Import Options:

- Faster Import: provides the quickest upload, but in some cases may leave imaging
defects. This is the default.

- Better Quality: provides the best quality, at the expense of upload speed.

Accessibility Options:

- Include Notes: if selected, this option will place the presenter notes from your
imported OpenOffice.org presentation into the Notes editor of all session
attendees. For details, see Viewing Presenter Notes Imported with a Presentation

on page 251.

@ If you have chosen a PowerPoint file (.ppt or .pptx) from
the Load File dialog but don’t see any options, it means A4//
Readable Files is selected as the file format (Files of Type). To
specify options for these file types, select PowerPoint Importer
as the file format.
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=

= Ifyou are loading one Image File, the image will appear in the Preview area.

@ Load File

X]

Loak.in: |IE:| Sample Files

v 2 EE

" Cankent [i5] Stars_2034K.jpg
i ;3 =_logo_plain.brap ﬁ TasteYourDagWillLove.png
My Recent Live_Logo_smaller, JPG Ltj Tiger _calligraphy . jpg
Dacuments alisa.jpa Ltj what U wanna do.jpg
?-[“: alisa.png Ltj Zombie_Hands, PG
pkin(2).jpg
Deskiop p: I3
2
-_-_} File narne: |TasteYourDogWilILove.png | [ Cpen ]

My Documents | Files of kype: |Image Files

Cancel

v|

When loading images you can load individual or multiple images from the same
folder. For multiple images they can be loaded in the order they are selected, in
alphabetical order or in Alpha-Number order (Alpha-number sorts first by the text and

then numerically by number 1, 2, 3, ... 9, 10, 11,

@ Load File

etc.)

(x]

Loak, in: | [C5) powerpoints

R ==

_ [E] Support Poor Quality Presentations
& [E] Support presentations From customers
Iy Recent [C3) %P presentations
Docurnents Ltj DSCFO128.jpg
?I-:
Deskiop
g, 3 [ >

Screen Creation Order

(%) In selected order
() In alphabetic arder

() In alphanurmeric order

File name: | "resized pic, JPG" "warning. gif"

Qpen ]

o

My Documents

Files of typet | Image Fies

e

Zancel

v

8. Click Open to dismiss the dialog box and load the presentation.

9. The entire file/image(s) will be loaded into the Whiteboard area. When loading a
PowerPoint or OpenOffice.org presentation, each slide in the presentation will be loaded
onto a separate Whiteboard screen as a static image in the background. When loading
images, each image will be loaded onto a separate Whiteboard screen and will be centered

on the screen as a background image.
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Manipulating Objects and Text

All objects on the Whiteboard are dynamic. The objects can be edited, moved, sent backwards and
forwards, re-sized and grouped.

Using the Explore Objects Window

The Explore Objects window allows you to easily take an inventory of your objects and perform
various operations on them. You can perform many operations on objects in the Explore Objects
window as you can directly in the Whiteboard.!

To open the Explore Objects window, do one of the following:
v From the Tools menu, select Whiteboard > Explore Objects....

v From the Whiteboard context menu, select Explore Objects....

v’ Use the accelerator key Ctrl+Shift+T ( 788 T on Mac).

The Explore Objects window will open, displaying all of the objects on the current screen. You
can resize and reposition this window as needed.

The objects are listed in the P _
order that they were placed w Beplors BLLI Dores E]

on the Whiteboard. The This Filed Rectangle | =L Public Sereen 1
Explore Objects window created by Vivian is in =+ (¥ivian) Background

the hackaground “ <l (Vivian) Filled Rectangle
indicates if objects are in the ) Ag <lucy= TextEditerTool:
This Rectangle was

background and if they are a created by Lucy, wha L_EJ (Ethel:l TextEditor Toal: This is 5o

part ofa group. haz left the sezsion O <tueys Rectangle
------ & =lucy= Highlight

This image was created

The objects are labeled with by ivian Lo {¥ivian) CatEyes.png
b PR
the icon of the tool used t o e Groue
¢ tcon of the tool used to These objects created —] A [Ricky) This is a label
create them and the name of by Ricky were o |ul| (Ricky’ a2_solid_check.gif
their creator. grouped by Yivian =&} (Ricky) Group

; {Wivian) Filed Rectangle
Lo (Vivian) Filled Ellipse

/' Clip Art and Screen Capture objects use the same icon as that of the Image
object: [wa

@ If a disclosure button (+ on Windows) appears, it can be expanded to show
the objects beneath it (in a group or background).

1. You cannot resize an object, edit the text of a text object, erase an object or move an object’s
placement on the whiteboard.
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If the creator’s name appears in round brackets, that creator is still in the session. If the name
appears in <angle brackets>, the creator has left the session.

/" The Explore Objects window permits Group and Background objects to be
selected for editing as unique entities. Changes made to the selected objects will
be reflected back into the Group or Background.

To perform operations on objects, select them and open the Whiteboard context menu.

1. Select the desired object(s). To select a single object, click on it. To select multiple
objects, hold down Shift or Control ( {I or 3 on Mac) as you click on them.

2. Right-click (*Click on Mac) to bring up the Whiteboard context menu.

3. From the Whiteboard context menu, perform any of the following operations:
= Align, Copy, Paste, Cut, and Delete objects
*  Move selected objects forward or backward using the layering options
= Edit the properties of the objects by selecting Object Properties. ..

Refer to the relevant sections in this chapter for further information on performing these
operations.

Viewing the Explore Objects Window with Thumbnails

You can view the current screen as a thumbnail in the Explore Objects window by toggling the
option Tools > Whiteboard > Show Thumbnails on and off. The default is to have thumbnails
turned on. Elluminate Live! will remember your setting if you leave and rejoin the same session.

/" The Show Thumbnails option affects not only the screen view in the
Explore Objects window but also the screen view in the Explore Screens window
and the Select Screen(s) dialog.
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The functionality available in the window (such as copying, pasting, dragging/dropping, etc.) is
identical in both views.

Thumbnails Off Thumbnails On
@ Explore Public Screen 3 [ | & Explore Public Screen 3[X]
2|t Public Screen 3 =
=- Public Screen 3

W (chair) Filled Rectangle

@ (chair) Filled Elipse - (chair} Filled Rectangle
B (chair) Filed Rectangle . (chair) Filled Ellpse
@ (chair) Filled Elipse - (chair} Filled Rectangle

----- @ (chair) Filled Ellipse

Selecting Objects
Objects can be selected directly in the Whiteboard or in the Explore Objects window.
Selecting Objects in the Explore Objects Window
Open the Explore Objects window, by doing one of the following:
v From the Tools menu, select Whiteboard > Explore Objects....

v From the Whiteboard context menu, select Explore Objects....

v' Use the accelerator key Ctrl+Shift+T ( 713 T on Mac).

From within the Explore Objects window, click on the objects you wish to select. Use Ctrl+Click
(*Click on Mac) to select more than one object.

Selecting One Object in the Whiteboard

To select a single object, use the k Selection tool to click on the object. The
selected object will appear with a border around it.

Selecting More Than One Object in the Whiteboard

You can select several objects at the same time or add objects to an existing selection. All objects
must be on the same screen.

To select more than one object, hold down the Shift key and use the k Selection tool to click on
each object you wish to select. As each object is selected, a border will appear around it.
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Selecting Several Objects Simultaneously in the Whiteboard

To select several objects simultaneously, use the k Selection
tool to drag a selection area that touches a part of each object. As
each object is selected, a border will appear around it.

Selecting All Objects in the Whiteboard or Explore Objects Window
To select all the objects, do one of the following: flign Obiects ,

v Right-click ("Click on Mac) anywhere on the Whiteboard. The
Whiteboard context menu appears. Select the option Select All
Objects. Paste Chrl+y

v" From the Tools menu select Whiteboard > Explore Objects...,
or from the Whiteboard context menu select Explore

Objects..., or press Ctrl+Shift+T (11 3T on Mac). The Explore

Objects window appears. Right-click (*Click on Mac)

anywhere in the Explore Objects window and select the option

Select All Objects from the context menu. Select All Objecks

v' Use the accelerator key Ctrl+A ( 3 A on Mac).

Selecting All Objects Created by Participants
There are two ways to select all the objects created by a specific Participant or Participants.
v' Using the Participant context menu:

1 Click on the Participant’s name in the Participants List. You can select multiple
Participants using Shift or Control ( T or 3 on Mac).
2 Right-click (*Click on Mac) on the Participant’s name. From the Participant context

menu select Whiteboard > Select All Objects From Participant. All the objects for the
specified Participant(s) will be selected in the Whiteboard.

whiteboard »  Select All Dbjects From Participant

Request Desktop Control

v Using the Tools > Whiteboard menu.

1 In the Whiteboard, click on an object created by a Participant.
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2 From the Tools menu select Whiteboard > Select All Objects From Participant.

Chat
Palling

Prafile
wehibeboard

bl ¥ v w

Chject alignment. ..

Chject Properties. ..

Current Screen Properties, .,

Explore Screens, .. Ctrl+3Shift+3
Explare Objects. .. Chrl+Shift+T
Clip art Collections. ..

Select all Objects Fram Participankt

Show Thumbnails
¥ Srale bo Window

To de-select the objects, click anywhere on the Whiteboard.

Identifying the Creator of an Object

To identify the creator of a specific object, right-click (*Click on

Mac) on the object to bring up the Whiteboard context menu. The

creator’s name appears at the top of the menu (grayed out). If you

have selected more than one object created by different Participants, | < Chrlx

the creator will be listed as “Multiple Creators™. “opy Ciri+C
Paste Chrl+v

Align Objects b

Selecting Simple Text and Text Editor Objects Containing Links

To select a Simple Text or Text Editor object that contains a link (see /nserting External Links on
page 119), hold down Shift or Control ( { or 36 on Mac) while using the k Selection tool to click
on the object. The selected object will appear with a border around it.

You also can select a Text Editor object with a simple click, as long as you don’t click directly on
the link. Make sure your cursor is an arrow (not a hand) before you click.
Grouping and Ungrouping Objects

Grouping and Ungrouping Objects in the Whiteboard

To group objects, select the objects you wish to group (see Selecting Objects on page 136 or Using
the Explore Objects Window on page 134) and click on the &} Group Objects tool in the Tools
palette.
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To ungroup one or more groups of objects, select the group(s) of objects you wish to ungroup (see
Selecting Objects on page 136) and click on the &7 Ungroup Objects tool in the Tools palette.

/' The %; Ungroup Objects tool is activated only if the objects you’ve
selected have been previously grouped.

Grouping and Ungrouping Objects in the Explore Objects Window

To group objects in the Explore Objects window do the following:
1. Select the objects you wish to group (see Selecting Objects on page 136).
2. Right-click (*Click on Mac) on the window to open the context menu.

3. Select Group Objects or Group Objects as Background (which will send the group to the
background).

To ungroup objects in the Explore Objects window do the following:
1. Select the group(s) of objects you wish to ungroup (see Selecting Objects on page 136).
2. Right-click (*Click on Mac) on the window to open the context menu.
3. Select Ungroup Object Groups.

You also can add or remove an object to/from an existing group by dragging and dropping it into/
out of the group.

@ To add an object to a group, drag it directly on the group heading.

In the example below, the Straight Line is dragged into the group created by “chair”. (For
instructions on opening the Explore Objects window, see Using the Explore Objects Window on
page 134.)

@ Explore Public Screen 2 @ @ Explore Public Screen 2 E' & Explore Public Screen 2 E]

2l Public Screen 2 2k Public Screen 2 Sl Public Screen 2
- A5 (Lucy) TextEditarTool: bext - A5 {Luey) TextEdiorTool: bext - A8 (Lucy) TextEditarTool: bext
=+ [ (chair) Group = M} (chaifyaihuey) Straight Line = &} {chair) Group
----- B (Lucy) Filled Rectangle ----- B Lucy) Filledsl%Hangle ----- B (Lucy) Filled Rectangle
» @ (lLucy) Filled Ellipse - @ (Lucy) Filled Ellipse - ----- @ (Lucy) Filled Elipse
- @ (Lucy) Elipse - (Lucy) Ellipse e . (Lucy) Straight Line
- (Lucy) Straight Line SN L Licy) Straight: Line - (Lucy) Ellipse
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Moving Objects
You can move objects to other positions on the screen.

1. Select the object(s) you wish to move. (See Using the Explore
Objects Window on page 134.) In Windows, the cursor changes to
a 4-point arrow cursor (+» ).

2. Hold the mouse button down and drag the object(s) to a new
position on the screen.

@ If you drag an object completely off the Whiteboard, you can retrieve it by
selecting Whiteboard from the Tools menu and then choosing Restore Offscreen

Objects. The object will be placed in the center of the Whiteboard.

If you dragged more than one object off the Whiteboard, you may have to separate
the objects once you have moved them back onto the Whiteboard. You can use the
Explore Objects window to separate these objects if they are too close together.

Resizing Objects
You can resize a single object, multiple objects and grouped objects.

1. Select the object(s) you wish to resize. (See Using the Explore Objects Window on
page 134.)

2. Place the cursor over the object’s border or corner. The cursor will change to an arrow
shape.

3. Hold the mouse button down while you drag the edge or corner of the object. When
resizing multiple objects, they will all be resized proportionally.

To keep the same proportions when resizing a single object (lock the aspect ratio), hold
down the Shift key as you drag the edge or corner of the object.

o010

Select a side Select a corner  Select the top or
and drag it and drag it bottom and drag
horizontally diagonally it vertically
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/" Text cannot be resized by dragging a corner. Instead, you can resize it by
selecting it and changing the font properties. (See Changing Properties of Text

Objects on page 149.)

Cutting, Copying and Pasting Objects in the Whiteboard

Cutting removes the selected objects from the Whiteboard and places them on the clipboard.
Copying retains the selected objects in the Whiteboard and places them in the clipboard. The
clipboard is overwritten whenever you copy or cut another object.

Once an object is cut or copied, you can paste it from the clipboard to the same or a different
Whiteboard screen. The last object(s) placed in the clipboard will be the object(s) pasted.

/7 An object can be pasted multiple times. Each paste will be diagonally offset

from the previous paste.

Copying and Cutting Objects

To copy or cut an object, do one of the following:

v Select the object(s) in the Whiteboard or in the
Explore Objects window and then use an accelerator

key:
- Copy: Ctrl+C ( ¥ C on Mac)
- Cut: Ctrl+X ( 3 X on Mac)

v' Select the object(s) on the Whiteboard and then
right-click (*Click on Mac) anywhere on the
Whiteboard. The Whiteboard context menu appears.

Select either Copy or Cut.

v" From the Tools menu, select Whiteboard >
Explore Objects..., or from the Whiteboard
context menu select Explore Objects..., or
press Ctrl+Shift+T ( 138 T on Mac). The
Explore Objects window appears. Select the
desired objects in the window. Right-click
(*Click on Mac) and then select either Copy
or Cut from the context menu.

Doc Revision 1.0

align Objects »

Copy % Chrl+C

Paste Chrl+y

@ Explore Public Screen 2 El
Bt Public Sorsen 2

B (Lucy) Filled Rectangle

., {Lucy)) Fills
Align Objects ]
LS [Lucy) St
Paste ! Chrl+Y
aroun Chiecks "Frl4-13
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/7 Participants can cut only their own objects. Moderators can cut anyone’s
objects.

Pasting Objects
To paste an object from the clipboard, do one of the following:

v" Click anywhere on the Whiteboard and then use the accelerator key:
- Paste: Ctrl+V ( 3 V on Mac)

v Right-click (*Click on Mac) anywhere on the Whiteboard. The Whiteboard context menu
appears. Select Paste.

v From the Tools menu select Whiteboard > Explore Objects..., or from the Whiteboard

context menu select Explore Objects..., or press Ctrl+Shift+T ( {136 T on Mac). The
Explore Objects window appears. Right-click (*Click on Mac) anywhere in the window
and select Paste from the context menu. The pasted item will appear at the bottom of the
Explore Objects window.

Use the k Selection tool to reposition the objects on the Whiteboard, if desired.

Copying and Pasting Whiteboard Objects by Dragging and Dropping

You can copy a Whiteboard object in a single step by dragging and dropping the object from the
Explore Objects window to the Whiteboard.

1. From the Tools menu select Whiteboard > Explore Objects..., or from the Whiteboard
context menu select Explore Objects..., or press Ctrl+Shift+T ( 736 T on Mac). The
Explore Objects window appears.

2. Drag the object from the Explore Objects window to the Whiteboard. A duplicate object
will be created on the Whiteboard. It will also appear in your Explore Objects Window.

@ Explore Public Scree... g| @ Explore Public Scree... Pg|

2% Public Screen 2 2l Public Screen 2
., {Lucy) Filed Rectangle ., {Lucy) Filled Rectangle
- @ (Ricky) Filld Ellpse - @ (Ricky) Filld Ellpse
., {Lucy) Filled Rectangle ., {Lucy) Filed Rectangle
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Dragging/Dropping and Copying/Pasting Text and Images to/from Other
Applications

Rich or plain text and images from other applications can be dragged and dropped or copied and
pasted into the Whiteboard. The following image formats are supported: bmp, .gif, .jpg, .jpeg and
.png. Images can be selected in the external application and dragged/dropped or copied/pasted
directly onto the Whiteboard, or you can drag/drop or copy/paste image files from your file
management system (e.g., Windows Explorer, Finder, etc.). You cannot drag/drop or copy/paste
text files — just selected text.

7/ Other applications must provide the text or image in a suitable format — this
cannot be controlled by Elluminate Live! Therefore, this feature is very
application-specific.

@ If you are unsuccessful with drag/drop, try copy/paste — and vice versa.

Copying and Pasting

From another application to the Whiteboard: Copy the text or image in your third party application
(using its own copy function). The text or image will be placed in the clipboard. See Pasting
Objects on page 142 for instructions on pasting the text or image into the Whiteboard.

You can copy and paste only one object at a time.

/" Textwill be placed in a Text Editor object — not a Simple Text object.

/" Images from web pages that have links associated with them may not paste
into the Whiteboard. Depending on your browser, the link may be pasted as text
instead.

From the Whiteboard to another application: You also can copy a text object or image in the
Whiteboard and paste it into another application. And, using the Screen Explorer, you can copy an
entire Whiteboard screen and paste into another application. The screen will be inserted as a single
image into the other application.

/' When copying or cutting a Simple Text object or Text Editor object,
Elluminate Live! will place an image of the cut or copied text in the system
clipboard, not the text proper. For Text Editor objects, to place the actual text in
the clipboard, open the object for editing and select the text to be copied. (This is
not possible with the Simple Text tool.)
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Dragging and Dropping

From another application to the Whiteboard: Select the text or image in your third party
application (using its own selection function) or a graphics file in your file browser and drag it
onto the Whiteboard.

From the Whiteboard to another application: Open the Object Explorer and drag and drop one or
more objects to your third party application. You can also drag and drop an entire Whiteboard
screen into another application by dragging the screen from the Explore Screens window (see
Using the Explore Screens Window on page 156). The screen will be inserted as a single image
into the other application.

/" In the Main Room (public work area) of the Whiteboard, only Moderators
can drag and drop objects from the background. Participants can drag and drop
objects from the background only in their own private work area (Work Area
<User Name>).

Moving Objects to the Background or Foreground

When you move an object in your private work area to the Background, you cannot select it, move
it, edit it or delete it from within the Whiteboard’s workspace. (These functions are always
accessible through the Object Explorer.)

/7 In the Main Room (public work area) of the Whiteboard, only Moderators
can place objects in the background and similarly, move them from the
background to the foreground. Participants can place objects in the background
only in their own private work area (Work Area <User Name>).

Moving Objects to the Background/Foreground in the Whiteboard

To move objects to the background, select the objects you wish to move (see Selecting Objects on
page 136 or Using the Explore Objects Window on page 134) and click on the ) Move Objects to
Background tool.

To move all objects from the background to the foreground, click on the 1 Move Objects to
Foreground tool. (This tool is unavailable if there are no objects in the background.) Once objects
are in the foreground, you can again select, move, edit and delete them.

/" Because you cannot select objects that are in the background, the only
option you have is to move all background objects to the foreground.
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Moving Objects to the Background in the Explore Objects Window

You cannot move the first object to the background but, if there are already objects in the
background, you can add additional objects by dragging and dropping them into the Background
group. You cannot move the objects back into the foreground using the Explore Objects Window —
do so in the Whiteboard (see above).

@ To add an object to a background group, drag it directly on the background
group heading.

In the example below, the Pen object is dragged into the Background group created by “chair”.
(For instructions on opening the Explore Objects window, see Using the Explore Objects Window
on page 134.)

@ Explore Public Screen 2 g| @ Explore Public Screen 2 g| @ Explore Public Screen 2 E]

=~k Public Screen 2 B-l& Public Screen 2 2~k Public Screen 2
- @ (Ricky) Filled Ellipse - @ (Ricky) Filled Ellipse @ (Ricky) Filled Ellipse
[=+=) (chair) Background =5 (chair) Backgroudd {Lucy[-Een [=+=) (chair) Background
----- B (Lucy) Filled Rectangle ----- B (Lucy) Filled Flectang%z§ ----- B (Lucy) Filled Rectangle
----- S (Lucy) Straight Line ----- S fLucy) Straight Line ----- S (Lucy) Straight Line
- ¢ (Ricksy) Highlight - g (Ricky) Highlight ----- A (Lucy) Pen
- AZ) (Ricky) TextEditorTool: Text - AZ (Ricky) TextEditorTool: Text - g% [Ricky) Highlight

- ## (Lucy) Pen g (Ricky) TextEditor Tool: Text

Moving Objects to the Front/Back

All objects placed on the Whiteboard are layered and hence can be moved forward or backward
(one layer at a time) in relationship to each other. They also can be moved directly to the front or
back of other objects.

7 Moving objects forwards and backwards is not the same as moving objects
to the background or foreground. All objects you move forwards or backwards
reside in the foreground. You cannot move objects in the background.

1. Open the Whiteboard context menu by doing one of the following:

v Select the object(s) to be moved in the Whiteboard and then right-click (*Click on
Mac) anywhere on the Whiteboard.

v From the Tools menu, select Whiteboard, and then select Explore Objects... or press

Ctrl+Shift+T ( 738 T on Mac). The Explore objects window appears. Right-click
("Click on Mac) on the objects to be moved.
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2. Select one of the following options:
*»  Move to Front — moves the selected object(s) directly to the front of the Whiteboard
»  Move Forward — moves the selected object(s) one layer closer to the front.
= Move Backward — moves the selected object(s) one layer closer to the back.

»  Move to Back— moves the selected object(s) directly to the back of the Whiteboard.

Erasing Objects

The « Eraser tool is available only when there are objects in the foreground. If there are no
objects in the foreground, the Eraser tool will be grayed-out.

1. Click on the &« Eraser tool. A Confirm Erase dialog box appears.

Confirm Erase

\__:.:/ Do wou really want to erase all the foreground objects on the screen?

[y Objects | [.ﬁ.ll Objects] l Cancel ]

2. Select My Objects to erase just the objects you created, All Objects to erase all the objects
in the foreground (created by all users) or Cancel to cancel the operation.

/7 Participants are not given the option to erase All Objects — they can erase
their own objects only.

Deleting Objects

Deleting objects is permanent, so be careful.

Group Objects Chrl+a
To delete an object, do one of the following:
v' Select the object(s) in the Whiteboard and press the
Delete key. Group Objects Chrl+3
v' Select the object(s) on the Whiteboard and then Delste Objects Delete
Select All Objects Zhrl+a

right-click (*Click on Mac) anywhere on the
Whiteboard. The Whiteboard context menu
appears. Select Delete.
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v" From the Tools menu select Whiteboard >

@ Explore Public S 2 (X
Explore Objects..., or from the Whiteboard LRl

context menu select Explore Objects..., or press Bt PMKFS{.*&&?Z
Ctrl+Shift+T ( 1138 T on Mac). The Explore n )
Objects window appears. Select the desired oy ign Objects 4
objects in the window and then right-click (*Click i Chrl+
on Mac). The Whiteboard context menu appears. SN R gy Ctri+C
Select Delete. Paste Cri
Group Objects Chrl+G
./ Participants cannot delete
objects created by others — only Delete Objects Delete
their own. Moderators can delete all Select All Objects Ctrl+A
objects.

Editing Text

You can edit text in both Simple Text and Text Editor objects, however editing of Simple Text
objects is very limited.

For information on formatting the text, see Changing Properties of Text Objects on page 149.

Text Editor Objects
To put the object in editing mode, select the object and then double-click on the text box.

You can use most standard text editing mouse actions within the text, such as double-clicking to
select a word and dragging to select text. The following standard text editing keyboard shortcuts
can be used to perform functions within the text of individual notes.

Function Windows, Linux & Mac OS X Shortcuts
Solaris Shortcuts

Select all text in current text box Ctrl+A *A

Copy selected text Ctrl+C #C

Cut selected text Ctrl+X #* X

Paste copied text Ctrl+V #V

Delete selected text Delete Delete
Backspace
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Simple Text Objects

Select the object and then double-click on the text box. To edit a Simple Text object that contains
a link (see /nserting External Links on page 119), hold down the Control ( 3 on Mac) key while
double-clicking on the text box

Editing Object Properties

Whether you are working with a single object, multiple objects or a grouped object, an object’s
properties, including line width, line color and transparency, line style, line cap style, fill color and
transparency, and font can be changed.

To edit a single object, use the k Selection tool and select the object. The Properties Editor for
that object will be displayed at the bottom on the Whiteboard screen. Select the various attribute
buttons and/or drop down menus to change the object’s properties.

To open the Edit Object dialog box, do one of the following:

v Select the object(s) on the Whiteboard and then right-
click (*Click on Mac) anywhere on the Whiteboard.
The Whiteboard context menu appears. Select the Object Froperties. .
option Object Properties... Explore Screens. ..
Explore Objects. ..

Current Screen ]

v From the Tools menu, select Whiteboard > Object
Properties.

v" From the Tools menu select Whiteboard > Explore Objects..., or from the Whiteboard

context menu select Explore Objects..., or press Ctrl+Shift+T ( {36 T on Mac). The
Explore Objects window appears. Right-click (“Click on Mac) on the desired object and
select Object Properties....

Wl.thlr’l the Obj e.ct Properties dialog box, you can change an Object Properties X

object’s properties. m—
||

The Object Properties dialog box provides access to all the O shape A Text

properties of the selected objects. The dialog box consists of
a series of tabs: Shape, Text, Filled Shape, and Image.
Depending on the object selected, some of the tabs will be
available whereas others will be grayed out. Click on the tab Stroke - Color B Transparency
for the object you wish to update. The details of each tab are W el o | [ a0
explained below.

Stroke - width, Cap & Style
| 2 v/ o v|— ~

W

Fill - Color & Transparency

— B A

/7 The Object Properties dialog box is the
only place where you can modify the fill of a
shape, the border of an image or Text Editor [ OK ] [ Apply ] [ Cancel ]
object and the dashing or capping of a shape’s
stroke.
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Changing Properties of a Shape

The Line, Ellipses, Rectangle, Pen, Highlighter and Text Editor objects are categorized as Shapes.
You can change the line properties (width, cap style, line style and line color and transparency) of
all these shapes and the fill color and transparency of the Ellipses and Rectangle shapes.

=  Select the Shape tab and make the changes from the Object Properties dialog box and click
Apply or OK. Click OK to close the dialog box once you are done.

If the selection consisted of more than one shape, each shape will acquire the settings selected in
the dialog box.
Changing Properties of Text Objects

You can change the color, transparency and font properties for all text in the text object through
the Object Properties dialog.

= Select the Text tab and make the changes from the Object Properties dialog box and click
Apply or OK. If you clicked Apply, click OK to close the dialog.

/ Text formatting will not be retained if you copy and paste formatted text
within the same text box, from one text box to another or into an external
application (e.g., Notepad, Word, etc.).

@ To change the format of just certain words in a text object, select the text

and use the Properties Editor palette at the bottom of the whiteboard to change the
it’s format.

Changing Properties of a Filled Shape
You can change the fill color and transparency for any shape.

= Select the Filled Shape tab and make the changes from the Object Properties dialog and
click Apply or OK. Click OK to close the dialog box once you are done.

If the selection consisted of more than one filled shape, each filled shape will acquire the settings
selected in the dialog box.

Changing Properties of an Image
You can change the image frame style, and the transparency for any image.

= Select the Image tab and make the changes from the Object Properties dialog box and click
Apply or OK. Click OK to close the dialog box once you are done.

If the selection consisted of more than one image, each image will acquire the settings selected in
the dialog box.
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Aligning and Distributing Objects

When multiple objects on the Whiteboard are selected, they can be aligned and distributed in
various ways. This feature can be accessed from the Tools menu by selecting Whiteboard and then
Object Alignment.

_/ The order in which the objects are selected is important as the first one is
considered the anchor and all other objects will be aligned according to the first.

To align and distribute objects, do the following: [™] align Top Edges

1. Select the objects that you wish to align. I align vertical Centers
|I| Align Bottom Edges
2. Do one of the following to bring up the Alignment dialog.
E| Align Left Edges

v" Right-click (*Click on Mac) anywhere on the ] Align Horizonkal Centers

Whiteboard. The Whiteboard context menu appears. [® Align Right Edges
Select Align Objects.
-1- Distribute Wertical Centers
v From the Tools menu, select Whiteboard > Object ok Distribute Vertical Spacing
Alignment.
s} Distribute Harizontal Centers
Depending on your selection, various options will be available. sj= Distribute Horizontal Spacing
Objects may be aligned with each other, or with the Whiteboard. Object Alignment. ..

Multiple selected objects will be aligned using the first-selected
object as the anchor. A single selected object will be aligned using the Whiteboard as the anchor.

= Align Top Edges — aligns the tops of the selected objects to the top of the anchor.

v Align Vertical Centers — aligns the vertical center of the selected objects to the vertical
center of the Anchor.

= Align Bottom Edges — aligns the bottom of the selected objects to the bottom of the anchor.

= Align Left Edges — aligns the left edges of the selected objects to the left edge of the
anchor.

»  Align Horizontal Centers — aligns the horizontal center of the selected objects to the
horizontal center of the anchor.

=  Align Right Edges — aligns the right edges of the selected objects to the right edge of the
anchor.

Distribution requires three or more objects to be selected. If less than three objects are selected, the
Distribute panel options will be grayed out and will not be accessible. The first-selected and the
last-selected objects are used as anchors and the remaining objects will be distributed between the
two anchors in the order selected

= Distribute Vertical Centers — distributes the objects between the anchors so that the
centers of the objects are all evenly spaced.
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= Distribute Vertical Spacing — distributes the objects between the anchors so that the edge-
to-edge spacing between the objects is the same.

= Distribute Horizontal Centers — distributes the objects between the anchors so that the
centers of the objects are all evenly spaced.

»  Distribute Horizontal Spacing — distributes the objects between the anchors so that the
edge-to-edge spacing between the objects is the same.

Working with Whiteboard Screens

As a Participant, if you have the Whiteboard permission, you can copy screens from the Main
Room and paste them into your private work area or load presentations into your private work
area. You can save a Whiteboard to be viewed later, as long as the Whiteboard is not protected.

The Whiteboard consists of various areas:

Main Room
@ Explore Screens @

When you first join a session, you will Screen Group — = -Elluminate
have one Whiteboard screen in the main ~~ fi Discussion Topics
room. This work area is publicand ~ f| Internet Firevalls

----- Elluminate Live! and Firewalls

available to all session attendees. ) )
----- Direct Connections

Private Work Area ¥ = Indirect HTTP Connections
----- Elluminate Live! Configuration

When users join a session, they will have htsin Room —fi=l-ain Room
their own private work area (Work Area | 7 Chemical Reactions

T IR Wiehy Balance?
<Your Name>) with one blank screen =~ | Balancing Foints
(Private Screen 1). Moderators canuse [ . The Meaning of Balance
their own private work area at any time. =-Types of Reactions

Participants can use their private work
area only when they have been granted
the appropriate permission. (Follow
Moderator must be deselected.) Users,
including Moderators, cannot see each
other’s private work areas.

— teprids, Bases and Ionic Equilibria
o-The nature of Acids and Bases
Sub-Topics L So-ficids in ater

----- Strength of the acid
t-Fackors Affecting Acid Strength
----- \Waker as a Solvent
----- The Dissolution Process
----- ‘Wriking Ionic Equations
Private Work Ares —=- Werk Area {Vivian)
LPrivate Screen 1

Screen Groups

Moderators can create additional screen
groups for separate presentations.

Sub-Topics

Under each screen, you can create sub-topics consisting of multiple screens; these may have their
own sub-topics. Sub-topics can be useful for presenting supplementary material.

Doc Revision 1.0 Page 151



Working with Whiteboard Screens

Scaling the Whiteboard Screen

The Whiteboard screen can be scaled automatically to fit the Whiteboard as it is resized. You will
not see scroll bars as the content and working area will scale to fit your Whiteboard. The
percentage that the Whiteboard screen is scaled is displayed in the navigation bar.

Percentage Scaled

& Whiteboard - Main Room (Scaled 73%:)
To scale the Whiteboard, select Tools > Whiteboard > Scale to Window.

Whiteboard Access Permissions

Follow Moderator

The Moderator can restrict or permit Participant access to screens. When the Moderator selects
Follow Moderator, Participants cannot navigate to other Whiteboard screens. The Moderator
controls the screen that you will be viewing.

If Follow Moderator is not selected, you may navigate to different screens within the Main Room
or in your own private work area. The navigation bar will be highlighted in pink.

Protected Whiteboard Screens

A Moderator can protect the Whiteboard screens so no one in the session will be able to save or
print the screens. The Follow Moderator will change to Protected and the bar will be pink.

# Whiteboard - Main Room {Scaled 107%:)

[ B B N | Pratected

] =

Using the Explore Screens Window

The Explore Screens window allows you to easily perform Whiteboard screen operations. The
window provides access to a set of screens and operations on the screens. You can resize and
reposition this window as needed.
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& Explore Screens

= ~ | Main R.oom

- | Let Us Define the Universe

Copy Screen

-~ |* Endathermic £ -uk Screen

Qpen, ..

G| spontansity, | H Delete Screen

=- ontanei Save...
; P i e select All Screen Peers

t Sponkane:

t Spontaneaus .
Paste Objects to Screens

< 7 1

Current Screen Properties. .,

To access the Explore Screens window, from the Tools menu select Whiteboard > Explore
Screens..., or from the Whiteboard context menu select Explore Screens..., or press Ctrl+Shift+S
( 738 S on Mac). The Explore Screens window appears.

To select screens, click on the name of the screen. To select multiple screens, hold down Shift or
Control ( {f or 3 on Mac) as you click on them.

Selecting the screens in the Explore Screens window and then right clicking with your mouse
(*Click on Mac) can perform the following operations:

= Cut, Copy, Paste and Delete screens by selecting Selected Screen(s).
= Create new screens by selecting New and then select the option Whiteboard Screen....
= Load Whiteboard, PowerPoint and image files by selecting Open...

= Save the selected screens as a Whiteboard file, PDF file or as an Image File by selecting
Save...

= Go to the highlighted screen by selecting Go To Screen
= Paste objects from one screen to another by selecting Paste Objects to Screens

= Edit Screen Properties by selecting Selected Screen(s)...> Current Screen Properties...

Viewing the Explore Screens Window as Thumbnails

You can view the whiteboard screens as thumbnails in the Explore Screens window by toggling
the option Tools > Whiteboard > Show Thumbnails on and off. The default is to have thumbnails
turned on. Elluminate Live! will remember your setting if you leave and rejoin the same session.
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/" The Show Thumbnails option affects not only the screen view in the
Explore Screens window but also the screen view in the Explore Objects window
and the Select Screen(s) dialog.

The functionality available in the window (such as copying, pasting, dragging/dropping, etc.) is
identical in both views.

Thumbnails Off Thumbnails On

& Explore Screens f‘5_<| & Explore Screens [‘5_<|

=l Lucy's Room A ] 5
t Spontaneity, Entropy and Free Energy (= = | Lucy's Room

t Spontaneous Reactions

| Excthermic Reaction

Endathermic Process Spontaneity, Entropy and Fre

Spontaneous Processes and Entropy

Let Us Define the Universe

t Spontaneous Processes and Entropy  — ] Spontaneous Reactions

First L f Th d i
b Law oF Thermadynamics Exothermic Reaction

~ |& First Law of Thermodynarmics

IZ—jl;'_- IMain Room

Endothermic P
t Spontaneity, Entropy and Free Energy TINCRNErIC Frocess

W W
B o o - —

£ || > < | »

Navigating Between Screens

To navigate between screens, you can use the Whiteboard navigation bar, the Explore Screens
window or the Page Up and Page Down keys on your keyboard.

/" Ifthe Moderator has selected the Follow Moderator option, you will not be
able to navigate between screens.

= To move to the next screen:

v" Tools > Whiteboard > Go to Next Screen

v Alt + Page Down ( ~\_ Page Down on Mac)

v Down Arrow
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= To move to the previous screen:
v Tools > Whiteboard > Go to Previous Screen
v Alt + Page Up ( 2 Page Up on Mac)
v' Up Arrow

Using the Whiteboard Navigation Bar

The Whiteboard navigation bar allows you to move within a screen group, to a new screen group
or to your private work area.

View Screen menu

Screen Counter Percentage Scaled View Topic menu

& Whiteboard - Wark arga (Ricky) (Scaled 82%:)

I« T 3/10 | Spontaneity, Entropy and Free Energy
First J L ast

Next

Previous

= Use the navigation buttons — First, Previous, Next and Last — to move within the current
screen group.

» Use the = View Topic menu to view a list of all the screens available as sub-topics under
the current screen and choose the sub-topics you wish to move to. Sub-topics are
alphabetically listed to make them easy to find by title. (To find them by position, use the
View Screen menu.) The View Topic menu will appear only if a screen has a sub-topic.

= Use the View Screen menu to select and move to a particular screen, a different screen
group or to your private work area. When you move to your private screen(s), others will
not see the screen(s).

/" The navigation buttons allow you to navigate only through the current
screen group and a topic level. Use the View Screen and View Topic menus to
access other screen groups and sub-topics.
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Using the Screen Counter

The Screen Counter in the navigation bar helps you keep track of @ Explore S &|
. . e . = LXplOre MCTeens
which screen you are at relative to the others within the screen group P ——
or sub-topic group you are viewing. Moderators can turn the Screen ; =
. L
Counter on and off, so you may or may not see it. - I sereen3
) . . . . - |& Screen 4
For example, if your Whiteboard consisted of the screens listed in the G [ scroens
Screen Explorer to the right, the following screen counts would be e Ereen
displayed: ----- E Screen x
e Screen y
= The Screen 1 count would be 1/2 since it is the first of two | sareens
screens within the Main Room. "
- o Screen 7
= The Screen 6 count would be 4/5 since it is the fourth of five =l Group 2
screens within Group 1. Note that Screens x and y are not -
AR [ It screens
counted as part of the group as they are sub-topics. L Mank
=l Main Foom
= The Screen y would be 2/2 since it is the second of two sub- |5 sereen
topics beneath Screen 5. |* screenz 5
. o

Using the Explore Screens Window

Within the Explore Screens window you can move within a screen group, to a new screen group or
to your private work area. To navigate within the Explore Screens window, do the following:

1. From the Tools menu, select Whiteboard >
Explore Screens..., or from the Whiteboard
context menu select Explore Screens..., or
press Ctrl+Shift+S ( 73 S on Mac). The
Explore Screens window appears.

2. Move to a screen by doing one of the following:

v" Double-click on the screen name in the list.

v" Select a screen in the list and then right-
click (“Click on Mac) to display the
Explore Screens context menu. From here,
select the option Go To Screen.

Creating New Blank Screens

@ Explore Screens

E} t Spontaneity, Entropy and Free Energy

t Spontaneous Reactions

W&Iected Screens ]

Endothermic Pri
ew 4

Spontaneous P Open. ..

First Law of The ]
Paste Objects ko Screens
First Law of Thermodynamics

It
It
It
t Spontaneous PI Save,,,
It
It
It

- |& Public Screen 2 "

When you first join a session, you have only one Whiteboard screen available in your private work

arca.

/" If the Moderator has selected the Follow Moderator option, you will not be

able to navigate your private work area.

Page 156



Elluminate Live!
version 10.0

@Zumimah, Livel

You can add more screens using the Create New Screens dialog box, indicate where you wish the
screens to be inserted into or your private work area, set the screen size, and rename each screen.

7" You cannot add new blank screens within the Main Room (public work
area) — only in your private work area (Work Area <Your Name>).

There are two ways to create a new blank screen:

v’ Click on the ® Create Blank Screen button in the Tools palette. This will create a single
new blank screen after the screen you are currently on and immediately take you to that
screen.

v Open the Create New Screens dialog box to create one or more blank screens at a
specified location. You can also define screen properties. (See instructions below.)

1

Open the Create New Screens
dialog box, by doing one of the
following:

v From the File menu, select New
> Whiteboard Screen.

v From the Tools menu, select
Whiteboard > Explore
Screens..., or from the
Whiteboard context menu
select Explore Screens..., or

press Ctrl+Shift+S ( 736 S on
Mac). The Explore Screens
window appears. Select a
screen from the list and then
right-click (*Click on Mac) on
the selected screen. From the
context menu, select New >
Whiteboard Screen....

v Enter Ctrl+N ( 3 N on Mac).
The New dialog opens. Select
Whiteboard Screen and click
on New.

Select the Screen Location.

Create Mew Screens E|

Screen Location
("1 Before current screen

1 s sub-topic

Screen Size

() Monitor Resolution: | 1024 x 765 (Defadl)

(") Canvas Size:

Screen Mumber & Mames

Mumber of new screens: |1

Index Screen Mame
1 Public Screen 3 ~

[ 4] ][ Cancel ]

Select where you wish to insert the new screen(s). You can choose to insert your
screen(s) after or before the current screen, at the end of the existing set of screens in
the group or as a sub-topic of your current screen.

Doc Revision 1.0

Page 157



Working with Whiteboard Screens

4

7

Specify the Screen Size. You can create screen(s) sized for a specific monitor
resolution or you can specify the width and height in pixels. If you select Monitor
Resolution, use the drop down menu to choose the appropriate resolution from the list.
The default screen resolution is 1024 by 768 pixels. If you select Canvas Size, enter
the Width and Height in the text boxes provided.

/" Each of the Monitor Resolution options has a
corresponding Canvas Size — they are just two ways of expressing
the same thing. These options can be used interchangeably.

Enter the number of screens you wish to create. In the Number of new screens text
box enter the number of blank screens you wish to add. The maximum number of
screens that may be added at one time is 99. The list of screens will be displayed in the
list area. Each screen will have a number along with a default Screen Name, for
example Private Screen 2.

Edit the name of each screen by double-clicking on the Screen Name and editing the
text box.

Click OK to create the screen(s) and close the dialog.

A blank screen will be inserted in the location you specified and, if you created the new screen
using the ¥ Create Blank Screen button in the Tools palette, you will automatically move to that

screen.

How New Screens are Named

Your new screen will be labeled “Private Screen X, where X is the screen number.

As you add more screens, the screen numbers in the screen names
are incremented by 1. The numbers represent in what order the
screen was added, not where it was added, as depicted at the right. :

If you delete a screen (for example Private Screen 3) and then added
another new screen, the number of the newest screen will still be
incremented by 1 from the deleted screen (will be Private Screen 4,
not Private Screen 3).

@ Explore Screens @
s'—'a---E Main Room

.:. E ‘elcome

------ |* Public Screen S

- |% Public Screen &

= E Public Screen 2

------ |* Public Screen 3

_/ You can edit the default name of a screen by
double-clicking on the Screen Name and editing the
text box.

- |% Public Screen 4

E Screen 1

'E' It Private Screen 3
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Moving Screens

You can easily rearrange your Whiteboard screens using the Explore Screens window. To open the
window, select Tools > Whiteboard > Explore Screens..., or from the Whiteboard context menu
select Explore Screens..., or press Ctrl+Shift+S ( 738 S on Mac). Select the screens you want to
move and drag and drop them to their new position, above or below an existing screen.

/" You cannot move screens within the Main Room (public work area) — only
in your private work area (Work Area <Your Name>).

@ Explore Screens E| @ Explore Screens E| @ Explore Screens @

l:'_‘ Main R.oom -l Main Rioom l:'_- Main Rioam
Ell:‘_- Work Area (Lucy)
E\\ I& Private Screen 1

BI;'_‘ otk Brea (Lucy) B['_— Waork frea (Lucy)

E} |5 Private Screen 1 = |& Private Screen 1

E Private Screen 3

...... I“ Private Screen 3 |k Private Screen 3

----- I& Private Screen 4 S |b Private Srreen 4
~ Private Spgen S
B ll_' Lri\-au: aci -Ik

t'_' Private Screen 4

E\‘ t'_' Private Screen 2 t'_' Private Screen 5

------ It Private Screen S

Creating a Sub-Topic
If you want your dragged/dropped screen to be a sub-topic of another screen, drag it directly on top
of that screen.

@ Explore Screens @ @ Explore Screens fg| @ Explore Screens @

-l Main Room - Main Room -0t Main Room

Ell:‘_- Wark Area (Lucy) B['_‘ Wiork Area (Lucy)
E\\ t'_' Private Screen 1

t Private Screen 3
t'_' Private Screen 4
t'_' Private Screen 5

----- t'_' Private Screen 2

El b Rivarhate Scree&

- |& Private Scres

----- It Private Screen 4

t Private Screen 5

----- t Private Screen 2

E||1- work Area (Lucy)
EI It Private Screen 1

o |b Private Screen 3

~|& Private Screen 2

It Private Screen 4

Cutting/Copying/Pasting/Deleting Screens

You can cut, copy, paste, and delete screens; select all screens at the same screen level; and empty
the screen clipboard from the Whiteboard area.
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7" You cannot perform these screen functions within the Main Room (public
work area) — only in your private work area (Work Area <Your Name>).

Cutting Screens

Cutting a Whiteboard screen removes the screen and places it on the clipboard. The clipboard is
overwritten whenever you cut or copy another screen.

To cut a Whiteboard screen, do one of the following:

v In the Whiteboard, navigate to the screen you wish to cut and right-click (*Click on Mac).
From the context menu, select Selected Screen(s) > Cut Screen.

v From the Tools menu, select Whiteboard > Explore Screens..., or from the Whiteboard

context menu select Explore Screens.. ., or press Ctrl+Shift+S ( 138 S on Mac). The
Explore Screens window appears. Select the screen in the Explore Screens window and
then right-click (“Click on Mac) on a selected screen. The context menu appears. Select
Selected Screen(s) and then select Cut Screen.

@ Explore Screens le
E Spontaneous Processes and Entropy i
E Spontaneous Processes and Entropy

- |& Let Us Define the Universe

~|& First Law of Thermodynamics

~|& First Law of Thermodynamics

=l wark Brea (Ricky)

-~ |& Private Screen 1

e W
L Selected Screens Copy Screen

-~ |& Private =

M
- |& Private = = Cut Screen
O
P, Ren Delete Screen
———— Save,.,

Select all Screen Peers

Go Ta Screen

Paste Objects ko Screens
! Current Screen Properties. ..

The screen is removed and placed in the Screen Clipboard. The Paste Screen and Empty Screen
Clipboard options should be activated in the context menu list. You can now paste the cut screen.
Copy Screen

Copy Screen copies the selected screen and places the screen on the Screen Clipboard. The copied
screen is not removed from the current list of screens. The clipboard is overwritten whenever you
copy or cut another screen.
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To copy a screen, do one of the following:

v In the Whiteboard, navigate to the screen you wish to copy and right-click (*Click on
Mac). From the context menu, select Selected Screen(s) and then choose Copy Screen.

v From the Tools menu, select Whiteboard > Explore Screens..., or from the Whiteboard
context menu select Explore Screens..., or press Ctrl+Shift+S ( 3 S on Mac). The
Explore Screens window appears. Select the screen in the Explore Screens window and
then right-click (*Click on Mac) on a selected screen. The context menu appears. Select
Selected Screen(s) and then select Copy Screen.

A copy of the screen is placed in the Screen Clipboard. The Paste Screen and Empty Screen
Clipboard options should be activated in the context menu list. You can now paste the copied
screen.

Copying a Screen by Dragging and Dropping

Hold down the Control key (™\_ on Mac), click on the screen which you want to copy and drag it to
the position where you would like the copied screen. Release the mouse before releasing the
Control key (if you release Control first, you will end up moving the original screen rather than

copying it).

0

_ . |:|l:'_- Main Room Ell:'_- Main R.oom

=l Main Room " Spontameous Processes
E Endathermic Process ' I'_' Enduoiiie IIII:.%EJLE}} - t Spontaneous Processes
: |4 Exothermic Reaction - |% Endothermic Process

I Excthermic Reaction

& First Law of Thermadynamics |4 First Law of Thermodynamics |4 Exothermic Reaction

E Sportaneaus Processes Sponkaneous Processes t Firsk Law of Thermodvnamics

Eﬂ---['_— Wiork Area (Wivian) Spontaneous Processes

-l Work Area (Vivian)

Paste Screen

You can paste the screen from the clipboard before or after the current screen, to the end of the
current screen group, or as a sub-topic of the current screen. If the option Paste Screen is .ppt,
.pptx, .sxi (that is, ‘grayed out’), then the clipboard is empty. The screen can be pasted multiple
times.

You must have previously cut or copied a screen to have placed the screen in the clipboard. The
last screen or screens placed in the clipboard will be the screen(s) that will be pasted.

To paste a screen, do one of the following:

v In the Whiteboard navigate to the screen group and right-click (“Click on Mac) anywhere
on the Whiteboard. From the context menu, select Selected Screen(s), select Paste Screen,
and then select where you wish to paste the screen. The options are: After, Before, At End,
or As Sub-Topic.
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v

From the Tools menu, select Whiteboard > Explore Screens..., or from the Whiteboard

context menu select Explore Screens..., or press Ctrl+Shift+S ( 38 S on Mac). The
Explore Screens window appears. Select the screen in the Explore Screens window and
then right-click (*Click on Mac) on a selected screen. The context menu appears. Select
Selected Screen(s), select Paste Screen and then select where you wish to paste the screen.
The options are: After, Before, At End, or As Sub-Topic. If the screens in multiple topic
levels are selected the screens in the clipboard will be pasted once to each topic level.

@ Explore Screens
Erndatherrmic Process A

I';'Il‘_— Work Area (Ricky)

Spontaneous Processes and Entropy
Spontaneous Processes and Entropy
Let Us Define the Universe

First Law of Thermodynamics

First Law of Thermodynamics

Copy Screen

M
= Cuk Screen Before
o]
per Delete Screen Ak End
Save... .
Select &l Screen Peers Az Sub-Topic

o Ta Screen
Empty Screen Clipboard

Paste Objects ko S
aste DRIREES 1o Srreens Current Screen Properties. ..,

The screen will appear in the location you selected.

Delete Screen

To delete a screen, do one of the following:

v

v

In the Whiteboard, navigate to the screen you wish to delete and right-click (*Click on
Mac). From the context menu, select Selected Screen(s) and then choose Delete Screen.

From the Tools menu, select Whiteboard >Explore Screens... or press Ctrl+Shift+S
( 138 S on Mac). The Explore Screens window appears. Select the screen in the Explore
Screens window and then right-click (*Click on Mac) on a selected screen. The context

menu appears. Select Selected Screen(s) and then select Delete Screen. The screen is
deleted.

Selecting All Screen Peers

The option Select All Screen Peers will select all the screens at that level. All the screens will be
highlighted in the Explore Screens window. Once highlighted, you can copy, paste, or delete all
the screens.
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1. From the Tools menu, select Whiteboard > Explore Screens..., or from the Whiteboard
context menu select Explore Screens..., or press Ctrl+Shift+S ( 138 S on Mac). The
Explore Screens window appears. Select the screen in the Explore Screens window and
then right-click (*Click on Mac) on a selected screen. The context menu appears.

2. Select Selected Screen(s) and then select the option Select All Screen Peers.

@ Explore Screens
Endothermic Process -~

E Spontaneous Processes and Entropy
E Spontaneous Processes and Entropy
E Let Us Define the Universe

E First Law of Thermodynamics

- |& First Law of Thermodynamics

=l Work rea (Ricky)

Copy Screen

Paste Screen »
I [
E e Cuk Screen
Open...
E pen Delzte Screen
Save..,

—— Select all Screen Peers

G0 To S
o 1o Streen Empty Screen Clipboard

Paste Ohjects to Screens
! Current Screen Properties. ..

In the Explore Screens window, all screen peers will be highlighted.

3. You can copy, paste, or delete all the screens.

Emptying Screen Clipboard

The Empty Screen Clipboard feature removes the last copied screen from the clipboard. You do
not need to clear your clipboard to copy or cut another screen because the clipboard is overwritten
when you cut or copy another screen.

To empty the Screen Clipboard, do one of the following:

v Right-click (*Click on Mac) anywhere on the Whiteboard. The context menu appears.
Select Selected Screen(s) > Empty Screen Clipboard.
v From the Tools menu, select Whiteboard > Explore Screens..., or from the Whiteboard

context menu select Explore Screens..., or press Ctrl+Shift+S ( 738 S on Mac). The
Explore Screens window appears. Right-click (*Click on Mac) anywhere in the Explore
Screens window. The context menu appears. Select Selected Screen(s) and then select
Empty Screen Clipboard.

The Screen Clipboard will be empty.
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Dragging/Dropping Screens to Other Applications

You can also copy an entire Whiteboard screen into another application by dragging the screen
from the Explore Screens window. The screen will be inserted as a single image into the other
application.

14 Adol

X

Exothermic Reaction Help

Wi Tools  Table  window

TN Wi W WECWE W A B AN

- TimesMewFoman - 12 - | B I U |§ =

Insert  Faormat

I
# Heat is transfermeq
to the surrounding

@ Explore Screens

# Kinetic energy  J-l[- Main Room A
increases in ES :ll-:zl:gl:
surroundings pontaneous Processes

# Potential energy of -~ & ZEERTEMEERY]

system decreasesqy I+ Endothermic Process

~ & First Law of Thermodynamics — E xot h e rm l C Re a Ct iO r

—|& Exothermic Reaction

W
o e Bivek 1 sim of Tharmadunamice

£ | >
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Editing Screen Properties

You can edit the properties of your current screen in the Edit Screen Properties dialog box.

/" You cannot edit properties of screens within the Main Room (public work
area) — only those in your own private work area. However, you can view screen
properties of screens in the public work area.

To open the Edit Screen Properties dialog box, do one of the following:

v In the Whiteboard, navigate to the screen you wish to edit and right-click (*Click on Mac)
anywhere on the Whiteboard. From the context menu, select Selected Screen(s) and then
choose Current Screen Properties.

v" In the Whiteboard, navigate to the screen you wish to edit. From the Tools menu, select
Whiteboard and then choose Current Screen Properties. ..
v From the Tools menu, select Whiteboard >Explore Screens... or press Ctrl+Shift+S

( 73 S on Mac). The Explore Screens window appears. Select the screen(s) you wish to
edit and then right-click (*Click on Mac) on the selected screen. The context menu
appears. Select Selected Screen(s) > Current Screen Properties. ..
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X

O Mon

(¥) Canvas Size:  Width: 651 | Height: 455

Index Screen Mame
1 Exothermic Reaction ~

From the Screen Properties dialog box you are able to change the following:

» The preferred Screen Size for a specific monitor resolution or you can specify the width
and height in pixels.

= Edit the name of each screen by double-clicking on the text box in the Screen Name
column and editing it.

Saving Whiteboard Screens

You can save the Whiteboard screens in Elluminate Live! in the following formats:

WBD File

WBP File

PDF File

PNG File

When Whiteboard screens are saved as a Whiteboard file (.wbd), they are saved as
one file that can only be imported and reviewed in an Elluminate Live! session.

When Whiteboard screens are saved as a Protected Whiteboard file (.wbp), they are
saved as one file that can only be imported and reviewed in an Elluminate Live!
session. These files are protected and cannot be printed, saved, or edited unless the
Moderator removes the protection flag by going to Tools, Whiteboard, and de-
selecting the option Protect Whiteboard.

When Whiteboard screens are saved as a PDF file (.pdf), they are saved as one file
and can be reviewed outside of the Elluminate Live! environment.

When Whiteboard screens are saved as Image files (.png), they are saved as separate
images and can be loaded individually onto the Whiteboard as images or used in any
other image processing application.
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To save Whiteboard screens, do the following:

1. Open the Save Whiteboard dialog by doing one of the following:

v
v
v

v

Click on the |} Save button in the Toolbar.
From the File menu, select Save > Whiteboard...

From the Tools menu, select Whiteboard > Explore Screens..., or from the
Whiteboard context menu select Explore Screens..., or press Ctrl+Shift+S ( 736 S on
Mac). The Explore Screens window appears. Select the screen you wish to save and
then right-click (“Click on Mac) on the selected screen. The context menu appears.
Select Save to a File...

Enter Ctrl+S ( 3 S on Mac). The Save dialog appears. Select Whiteboard and click on
Save.

2. The Select Screens dialog box appears. Choose
. Select Screens @
whether you want to save all the screens in the

Current Screen Group, only the Current Screen
or Selected Screens. If you choose Selected
Screens, you will then see a list of all the
screens. Select the screen(s) you wish to save.
Use Shift or Control ( I or 36 on Mac) to select

multiple screens. Then click OK. |5 Exothermic Reaction )
3. From the Save Whiteboard dialog box, navigate ~ I Endothermic Process
to and open the file folder in which you want to - |& Spontaneous Processes &
save the Whiteboard. |4 Spontanecus Processes a
4. Type a file name in the File name text box. & Entropy and Phase Chane |
. - |4 Expansion of Gases
5. Scroll through the Files of type drop down menu |
- |& Entropy and Moles [
and choose the file format. " 2
6. Click Save to save the file and close the Save - >
Whiteboard dialog box.
[ Ok ] [ Cancel

Printing Whiteboard Screens

Select Screens

() Current Screen Group

You can print individual screens, multiple selected screens and screen groups.

1. Open the Select Screens dialog by doing one of the following:

v
v

v

Click on the NE: Print button in the Toolbar.

From the File menu, select Print and then choose Whiteboard. ..

Enter Ctrl+P ( 3 P on Mac). The Print dialog appears. Select Whiteboard and click on
Print.

The Select Screens dialog box appears.
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2. Choose whether you want to print all the screens in the
Current Screen Group, only the Current Screen or Selected
Screens. If you choose Selected Screens, you will then see
a list of all the screens. Select the screen(s) from the list.
Use Shift or Control ( T or 3 on Mac) to select multiple
screens. Then click OK.

3. The Page Set-up dialog box appears.

4. Inthe Page Setup dialog box, specify your preferences and
click OK.
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Select Screens k

Select Screens

) Current Screen
() Selected Screens

)

[ Ok ] [ Cancel

/7 If the Whiteboard is protected no one, including the Moderator, can print

any screens.

Locating an OpenOffice.org Installation

The OpenOffice.org executable will be found automatically on the Mac and Windows. If you wish
to use an installation other than the default, you can change the location through the Whiteboard

Preferences dialog.
Configure your OpenOffice.org location in the Preferences dialog.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! (Apple) menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 36 , (Mac OS X)

2. In the left pane of the Preferences dialog, select OpenOffice.org under Whiteboard. The

OpenOffice.org Application preferences panel appears.
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@ Preferences

X

~Connectian >

L Leaving OpencCffice, org Application

E'LJ Session Flan Use default Openoffice, org installation
- Display Settings
- Wiewing Options |C:'|,Program Files|CpenCfice, org 3iprogramisoffice. exe |

=} & Wideo
}----Device Disconneckion

E»----Frame Rate

- Window Settings
[=)-- # Whiteboard

[ Restore Defaults l

<

3. Ifyou don’t want to use the default location, de-select the option Use default
OpenOffice.org installation.

4. Click the Browse button. The Open dialog box appears.

5. Navigate to and open the folder where the OpenOffice.org installation is located. This
location must contain the /classes folder. The classes folder contains the jar file.

6. Select the file. The file name will appear in the File Name: text box. Click Open to load
the file and dismiss the dialog box.

7. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change your OpenOffice.org installation location, Elluminate Live! will remember your
setting each time you join another session.

7" You can restore your OpenOffice.org installation location to the default.
For details on restoring default preferences, see Restoring Default Settings on
page 8.

Customizing Your Clip Art Collections

Elluminate Live! offers you the ability to customize and add images to those available in the Clip
Art library from the %] button in the Whiteboard toolbar. A set of images can be saved as a
collection and any number of clip art collections can be created and can be loaded each time you
join Elluminate Live!

The Clip Art Collections dialog box lists all the clip art collections that are available.
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Organizing Your Clip Art Collection

The clip art collections that are available to use with the

Whiteboard must be loaded into the Clip Art library and then & Clip Art Collections
selected to appear. ._r] $
To view and/or modify the collections that appear in the Clip |5 "B““t"G':""ff““"SC %
. . o [wf] areek Lower Case
Art library, do the following: . [7] Greek Upper Case
1. From the Tools menu, select Whiteboard > Clip Art m:t: gggf!ta;iﬂus
Collections... The Clip Art Collections dialog box . [7] Math Eelations
appears - [+] Statistics
- [w] General
2. Select the collections that you want to appear in the - [] Application
Clip Art library. A check mark will appear in the box | =-Fish Clip Art Collection
next to the Collection name. All Clip Art collections | - ‘q;;nz;?s
selected in this window will be loaded each time you i [7] Animated Gifs
join an Elluminate Live! session. i
3. To disable the collections from being used with the
Whiteboard, de-select the collections in the list.

Adding a Clip Art Collection to the Library
To add a Specified Clip Art Collection to the Clip Art Library, do the following:
1. From the Clip Art Collections dialog box, click on the _3; button in the tool bar.
2. The “Browse for Collections Files to Use” dialog box appears.
3. Navigate to the folder containing the clip art collection file and select the file from the list.
4. Click Open to load the collection and dismiss the dialog box.

The Clip Art collection is now loaded into the Clip Art library and appears in the Clip Art
Collections dialog box.
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Removing the Clip Art Collection from the Library

To remove a customized Clip Art collection from the Clip Art
Library, do the following:

® Clip Art Collections

uJ * = =
1. From the Clip Art Collections dialog box, select the <
collection to be deleted and then click on the Eﬁr &-Built-In Collections -
b - [] Greek Lower Case
utton. - [] Greek Upper Case
2. The Remove User Collections Confirmation dialog - L] Math Miscellaneous
- [#] Math Operators
box appears. - [#] Math Relations
. . . - [#] Shatisti
3. Chck OK to remove the Clip Art collection from the G:n:récls
library. - [+] Aipplication
= 1 Clip Ark Caollection
. = [¥]Fish
7" You cannot remove the Built- = AnimatedGifs .
. .. [#] Animated G
In Collections, only turn them off. riaee el Z
Creating New Clip Art Collections

New Clip Art collections can be created at any time. To create a new collection, do the following:
1. Open the Clip Art Collections dialog box by doing one of the following:
v From the Clip Art Collections dialog box, click on the u] button.

v The Create/Edit Clip Art Collections dialog box appears.

@ Create/Edit Clip Art Collections

Collections File:

Mo collections defined - Use Mew or Load to define a collection
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2. Click on the u] button to display a blank collection file template.

@ Create/Edit Clip Art Collections

E11 B
Collections File:

|
Collection Title: |Enker Collection Title | ‘, ’ :% [gf"

Image File Tool Tip Text

3. Enter the title of the collection in the Collection Title: text box (highlighted in pink).

4. Click on the :% button to load a new image into the collection. A dialog box will appear
which will allow you to select images from your folders. When loading images you can
load them individually or you can load multiple images from the same folder using Shift
or Control ( {f or ¥ on Mac).

When loading multiple images, they can be loaded in the order that they are selected, in
alphabetical or in alphanumeric order. Alphanumeric sorts first by number (1, 2, 3, etc.)
and then by text (a, b, ¢, etc.).

@ Load Image File into Collection

Laak in: |E| Photas and Graphics V| 7 j||E|
i @ Froge.ipg Screen Creation Order
b ’3 =n 2007 @ Frag3.ipg
My Recent =n 2003 @ kermit.jpag (%) In selected order
Documents Sickures & kidnap.png
@ k.ipg Ioveseat.jpgj
pattern.jpg (") Alphabetic order
Desktop q red_lily, JPG
iy llpaper.brp @ TasteourDogwilLove. jpg
[) & ") Alphanurmeric order
My Documents ¢ >
g! File: name: |"butterFIy.JPG" "kidnap.prg" "pattern.jpg” "red_lil-;.f.:| [ Open ]

My COmpUEer  Files of bype: |Image Files w | Cancel
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5. Click Open to load the images and dismiss the window. The images will appear in the list.

@ Create/Edit Clip Art Collections

Collection Title: iEnter Callection Title | ﬁ- % ,_% ._%

Image File Tool Tip Text

6. For every image, the ToolTip Text to display for file column will show the name of the
image. You may edit the names by double-clicking in the text box and entering the name.

7. Re-order the images by clicking on either the up 4 button to move the image up or
clicking on the down 4 button to move the image down. You can also delete the image
by clicking on the Iﬁ, button.

8. You can add an existing collection into the current collection by clicking on the E_%
button. This will add the collection to the existing set and will appear as a new tab in the
current collection.

9. Once you have entered the images, click on the w_ﬂ button to save the collection(s) to a
new file.

10. Click Close to exit this window. The new collection will now appear on the Clip Art
Collections dialog box.

Editing, Deleting, and Merging Clip Art Collections
To edit a customized Clip Art collection, load the collection using one of the following methods:
v In the Clip Art Collections dialog box, select the appropriate name of the Clip Art

Collection and click on the §»=— button.

v"In the Create/Edit Clip Art Collections dialog box, click on the =¥ button to load an
existing collection.
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In the Create/Edit Clip Art Collections dialog box, you will be able to use the buttons at the top of
the dialog box to:

Create a new collection in the current collection.

Load a collection.

Save the collection to the current location and name.
Save the collection to a different location and/or name.

Delete the current collection from the collections.

Add the specified collections to the current collection. Each new collection will appear as
a tab in the display area.

@ Create/Edit Clip Art Collections

Callections File:

Mature || Image Types | Animals |

1 L I - -
Collection Titls: |Animals % % _E% _%

Image File Tool Tip Text [
Ecrab.jpg crab | Mo Image Selected
|hatchetfish,jpg hatchetfish

Eprickl\,-'_shark.jpg prickly_shark

oK ] [ Cancel

Use the buttons in the display area to:

Reorganize the image files within the collection by selecting the image file displayed in
the list and then use the up 4 and down ¥ buttons to move the file to the desired
location.

Add a new image file to the current collection by clicking on the :%j button.

Delete the selected image file(s) from the current collection by selecting the image file(s)
displayed in the list and then click on the ‘E\I_EF button.

Edit the Tool Tip Text by double-clicking in the Tool Tip Text to display for file text box, modify
the text.
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Chapter 9: Application Sharing

When using the Application Sharing feature, you can do the following:

= Share application(s) running on your desktop

= Share a region or your entire desktop

= Have another person control your desktop or application
»  View and control another person’s desktop or application

As the host, when you begin sharing an application and/or region, it (and all its content) will
appear in the Application Sharing window of other session attendees.

Hosting an Application Sharing Session

Hosting an Application Sharing session can be performed in single, quick step or, for more
control, using a multi-step approach.

For a description of the options you may set prior to actually hosting an Application Sharing
session, refer to Advanced Application Sharing Options on page 193.

/" When sharing an application, any new windows that open relating to the
application also will be shared.

&’\9 If you minimize the application you are sharing or cover it with a different
application (one that is not being shared), others in the session will no longer be
able to view the application.

Quick Step for Sharing a Single Application

With this method, you can share one application only. If you use this approach to Application
Sharing, you will not have an opportunity to change the options configured in the Hosting Options
Preferences panel (see Hosting Options on page 194).

The application you wish to share must be open on your desktop.

1. Select Tools > Application Sharing > Share Application and then select the appropriate
application from the list.

/" If you have two monitors, be sure the shared application is displayed in
your primary monitor — otherwise, it will not be present in the list.

2. The Application Sharing window will appear to other session attendees.
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Sharing Your Desktop

To share your entire desktop, select Tools > Application Sharing > Share Entire Desktop.1 The
Application Sharing window will appear to other session attendees.

For information on sharing a region on your desktop, refer to Sharing a Region of Your Desktop on
page 191.

Sharing One or More Applications

Using the Host Applications dialog, you can share a single application or multiple applications at
the same time.

The applications available for sharing are listed in a tree structure under the Applications tab of the

Host Applications dialog. You can see which windows are open? in each application by expanding
the tree using the disclosure buttons or toggling the Expand All/Collapse All button.

Windows Host Applications dialog:

@ Host Applications Fz|

Applications | Region

]i—l Microsoft OFfice Outlook {outlook, exe) "Fi

Disclosure &, Elluminate Live! (javaw.exe] —_I_ | Application
buttons —EI@ Microsoft OFfice Word (winword.exe) nodes
! i.ModeratorsGuide.doc - Microsoft Word
. — Window nodes
ParticipantsGuide. doc - Microsoft Word j_

-@ Firefox (firefox.exe) Elluminate.com - onli

------ & Snaglt 8 (snagit32.exe) 'Snaglt Editar - He 3z

£ »
Expand Allf
— Collapse All
button
Open Hosting Options
button

1. If you have more than one monitor, only your primary display (main monitor) can be displayed.
2. If you have more than one monitor, only those applications in your primary display (main mon-
itor) will be displayed.
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Mac Host Applications dialog:

i ®e0e Host Applications

1 Share entire desktop

{hpplications | Region ]

E Finder 'Applications’ .
a Firefox 'Downloads’

Biga P € Elluminate Live!
isclosure : " '
buttons | W& iPhoto 'iPhoto’ ————— Application
¥ 7 TextEdit I m hodes
Sharing Desktop.rtf ———
Hosting Applications.rtf —I v Windownoces
e Expand Allf
E Exclude menu bar Expand All Collapse &ll
htton
Open Hosting Options —— ——
Preferences panel —#Options... ) ( Cancel ) 0K
button

4
1. Launch the Application Sharing feature by doing one of the following:

v" Click on the @ Share Application button located in the main toolbar.
v" Select Tools > Application Sharing > Host Applications...
The Host Applications dialog appears.

2. Click on the Applications tab (if it isn’t already open).

3. From the list, select one or more applications you wish to share. To select more than one
item, hold down Shift or Control ( T or 36 on Mac) while clicking with the mouse. The
selected applications will be highlighted.

@ Double-clicking on the application you wish to share is a short-cut for
selecting the application and clicking on OK.

7/ Expand and collapse items in the tree hierarchy, as required, to view the
windows open in each application.
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4. Select your options:

* (Mac only) Select Exclude menu bar to display the shared application without its
menu bar and associated menus and context (pop-up) menus.

= (Click on the Options... button to open the Hosting Options preferences panel to set
options. For details, see Hosting Options on page 194.

5. Click OK (or double-click on the application to be shared) to save and dismiss the dialog
box.

The Application Sharing window will appear on the person’s monitor.

@ If you are sharing more than one application, you (as the host) can move
between them using the Windows Alt+Tab function ( ¥ Tab on Mac).

Application Sharing Window

The Host’s Window

When you share an application or your desktop on a Mac, Linux or Solaris, by default your main
view will be changed to the Narrow Minimal Layout and the Elluminate Live! window will be
moved as far left as possible. When you share an application or your desktop on Windows, by
default your main view will be changed to the Left Docked Minimal Layout.

‘,‘. To better view the Application Sharing window, Mac users are advised to
move the Elluminate Live!/ window to the right side of their monitors.

On all platforms, by default your shared application or region will have a yellow border around it,
making it easy to identify on your screen. (For this feature to work, some requirements must be
met. For details, see the Highlight Shared Region option under the Hosting Options section on
page 194) Attached to the border will be a controller (normally at the topl) with buttons for
stopping and pausing/resuming the application share. There is one exception: there will be no
controller, and perhaps not even the border, if there is no room for them on your screen, such as
when you are sharing the entire desktop.

To change the default options, see Hosting Options on page 194.

1. The controller may move to the bottom, left side or right side if there is no room for it on the top.
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Stop Application Sharing
I PauseResume Application Sharing

j— Controller

) elearning Elluminate Plan! | Elluminate Inc. - Mozilla Firefox

File  Edit Miew History  Bookmarks  Tools  Help

@ - c e Z  http:/feme, elluminate. comfproduct sfplanfinde. jsp
@ Mask Yisited || FrameMaker ﬂ Scotia OnLine Sign-on ‘I’ JIRA || JIRA Issues of Inkerest % elive 9.5 Cwne
€r Calgary Transit: FRoutes and Maps (Rou... % elearning Elluminate Plan! | Ellu... ﬁ -
luminate: W O
Where Bright ldeas Meat Home My Elluminate Evants
T ——
=
About Us

Mini-Controller View

If you want more space for your Application Sharing window, control your Application Sharing
session through the Mini-Controller:

v' Ifalready in Application Sharing mode, click on the & Show Mini-Controller button in
the main tool bar or select View > Switch to Mini-Controller.

v" If not yet in Application Sharing mode, you can configure Elluminate Live! to
automatically switch to the Mini-Controller whenever you share applications. To do so,
select the option Switch to Mini-Controller under Tools > Preferences > Application
Sharing > Hosting Options. Whenever you start hosting an Application Sharing session,
the Main window will minimize and the Mini-Controller toolbar will appear, displaying
the Application Sharing buttons.

@ Hosting Options are also accessible through the Host Applications dialog
by clicking on the Options button.

The Application Sharing buttons will appear in the Mini-Controller.

=P XN 3 LY

-
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7/ For information on using the Mini-Controller for sharing applications, refer
to the relevant sections below. For general information about the Mini-Controller,
refer to The Mini-Controller on page 37.

Return to Main Window View

To switch back to the main window view, click on the Restore Main Window r!E button in the
Mini-Controller.

The Viewer’'s Window

When someone else is hosting an Application Sharing session, an Application Sharing window
will appear in the content area of your Elluminate Live! window. When you move your mouse
below the Application Sharing title bar, a translucent Application Sharing tool bar appears.

@ Application Sharing

The bar has two buttons. The first button toggles between enabling and disabling the Scale to Fit
feature:

* If the button looks like & , scale to fit is disabled; click on it to enable.
* If the button looks like & , scale to fit is enabled; click on it to disable.
The second button is used to request remote control of the shared applications.
= If the button looks like \ﬁ , you may request remote control of the shared applications.

= If'the button looks like @ , you are not permitted to request control of the shared
applications.

/" The Application Sharing tool bar is not available when you are remotely
controlling another user’s application.
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/" When you are hosting an Application Sharing session, and windows of non-
shared applications overlap your Application Sharing window, the viewers of
your shared application will see a black box in front of their Application Sharing
window — the content of both windows is “redacted” in the overlapped area. When
you select Raise shared application to front, changes to viewers’ Application
Sharing windows may occur to eliminate the overlap and associated redaction:
viewers’ windows may be automatically re-sized or the scaling or scroll bars
changed (this may take several seconds).

Scale to Fit

The Application Sharing window can be resized and repositioned (and also moved to a second
monitor) to better view the content. However, if scroll bars are still required to view the contents of
the Application Sharing window, because the application that is being shared is still larger than the
Application Sharing window, use Scale to Fit. Either

v' click on the Scale to Fit button in the Application Sharing tool bar, or
v' select Tools > Application Sharing > Scale to fit.

The application being shared will fit in the window. The percentage that the application is scaled
from the original image will be indicated at the top of the Application Sharing window.

@ If the text is too difficult to read because the application has been scaled
down too much, de-select this option.

Emphasized Cursor

If the application host has turned on the option Emphasize Cursor, you will see their cursor
surrounded with a circle (the default color is yellow), making it easier for you to follow.

@& Application Sharing @ Application Sharing

- e | el

Bringing the Window into Focus

If the Application Sharing window is hidden behind another window, you can bring it to the front
(into focus) by selecting Window > Application Sharing.
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Pausing Application Sharing

To pause Application Sharing, do one of the following:
v" Application Sharing controller
Click on the Il button.
v" Main window tool bar
Click on the button.
v Mini-Controller
Click on the I} button.
v Tools menu
Select Tools > Application Sharing > Pause Application Sharing

The session attendees will see a still-shot of what you are sharing in the Application Sharing
window.

When the Application Sharing session is paused, Hosting Options are suspended. For example, if
you are in the Default Layout (before you start sharing an application) and select the Hosting
Option Switch to Mini-Controller, when you started sharing an application you will be switched to
the Mini-Controller. When you pause your Application Sharing session (including when you send
a snapshot to the Whiteboard), you will be placed in the view you were in before you started
sharing the application — in this case, the Default Layout. Once you resume your Application
Sharing session, you will be switched back to the Mini-Controller (Hosting Options resume).
(Obviously, if you do not set a Hosting Option to switch your view when you begin Application
Sharing, there will be no change in your view when you pause and resume Application Sharing.)

Also, if you chose to display a border around the Application Sharing window, it will disappear
when Application Sharing session is paused and be restored when Application Sharing resumes.

Resuming Application Sharing

To resume Application Sharing, do one of the following:

v Application Sharing controller

v" Click on the [} button.
v Main window tool bar
Click on the @ button.
v Mini-Controller
Click on the EY button.
v" Tools menu

Deselect Tools > Application Sharing > Pause Application Sharing.
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Any changes that were made in the application or region when the Application Sharing session
was paused will immediately be sent to the session attendees.

Show Preview Window

The Show Preview Window feature allows you to view what the session attendees are seeing in the
Application Sharing window when you are hosting the Application Sharing session. A thumbnail
view of the hosted Application Sharing session is displayed in the Application Sharing Preview
window in the Main room and an extended panel when accessed from the Mini-Controller.

To open the Application Sharing Preview window, do one of the following
v Main window tool bar
Click on the button.
v Mini-Controller
Click on the B3 button
v" Tools menu
Select Tools > Application Sharing > Show Preview Window.

The preview window will look something like the following:

@ Application Sharing Preview

6 - e {5t G e =l it cond e jes |__|j b -‘l 2

|5 e diimd - Tiam=Maker [ Senia Snlice Sonin % RA - T2 kawso-Tteed 5 Aiced Tonner © = == 90 fms

T wleariiiy B Collalmw aliun Sululivie ... | =

Qaminate: 0 0O ’“‘ﬁ

Hieng My Elluminata

Where Brbght ldens Mo

About U

Pmadur.ts e I roanty o J:u

AccesE/DIty
—_—

To dismiss the Application Sharing Preview window, do one of the following:
v" Click on the Close button in the Application Sharing Preview window.
v Main window tool bar

Click on the @ button.
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v" Mini-Controller
Click on the B button.

v" Tools menu

Select Tools > Application Sharing > Hide Preview Window.

Preview in Mini-Controller

When you click on the B button in the Mini-Controller to preview your Application Sharing
session, an extended panel will open above the Mini-Controller.

[
ps e N
eats
e
N % @ & [@JED

This button and the preview area also have a contextual right-click menu (*Click on Mac) to select
a normal size or double size thumbnail view, and to give or take away remote control permission.

Give control of shared applications to ]

:_ v Mormal Size
Double Size

P e sWpRS

-

Stop the Application Sharing Session

To stop Application Sharing, do one of the following
v Application Sharing controller
Click on the g button.
v" Main window tool bar
Click on the || button.
v Mini-Controller
Click on the & button.
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v Tools menu
Select Tools > Application Sharing > Host Applications (de-select this option).
v' Hot Keys

Enter Ctrl+Pause (“End). (Substitute your own hot key here if you modified the default hot
key definition.)

The Application Sharing session will terminate and you will be returned to your default Main
window view.

Control of Your Shared Applications

When you grant someone permission to remotely control your shared application, you retain the
ability to control the shared application as well — control is shared.

When hosting an Application Sharing session, you have the ability to
= give control of your desktop or shared application to another Participant or Moderator; and

= take away control of the shared applications.

7/ The Participant must have Host Application Sharing permissions.

Give Control

By giving control of your Application Sharing session to another session attendee, that person will
then be able to manipulate what you are sharing in the Application Sharing window.

1. Start hosting an Application Sharing session on your desktop.
2. Select the person in the Participants List to whom you wish to give control.
3. Do one of the following:

v" Right-click (*Click on Mac) on the person’s name and select Give Control of Shared
Applications from the context menu.

v Select Tools > Application Sharing > Give Control of Shared Applications.

% Participants & Whiteboard - Main Ro
& v /W g Partidparts v [T S
| [ [®] 7] O [chaiciua. B
Whiteboard ]
f # B & Char
e
; ; ] : RTEEI:; Give Contral of Shared Applications
— i p¥E 4 Wigw Profile. ..
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4. The Give Control notification window appears. Click OK to confirm the operation and
close the window.

Give Control

i Giving control of shared applications to Charlie,
To take back control, press Chrl+Space

The Participants List is updated to indicate who is controlling the application(s). A red arrow will
appear in the Application Sharing column indicating the person who is now in control of your
application.

% Participants

& v # B g Participants -
& # B g chair (Moderator, ... A
f 4 B 8 Charlie (Me, Profile) ]
| [+ (@] 7K O Lucy
£ 7 B 8 Ricky v
y] = j‘_% _ 4___ f [mh

Take Away Control
You can regain control of your shared applications performing one of the following methods:
v" Main window tool bar
Click on the @ button.
v Mini-Controller

Right-click (*Click on Mac) on the B3 button to bring up the context menu and select
Take Away Control of Shared Applications.

v" Tools menu
Select Tools > Application Sharing > Take Away Control of Shared Applications.
v’ Participants List

Right-click (*Click on Mac) on the name of the person who has control of your
Application Sharing session. From the context menu select Take Away Control of Shared
Applications.

v" Hot Key

Ctrl+Space (“Space on Mac). (Substitute your own hot key here if you modified the
default hot key definition.)
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Request Control of Someone Else's Desktop

You can request control of a person’s desktop at any time during a session. Both the person
requesting control and the person receiving the request must have Application Sharing
permissions.

When you receive permission to remotely control someone else’s desktop, that person retains the
ability to control their desktop as well — control is shared.

/7 Ifadifferent user already has control of the desktop you want to control, or

the desktop owner is already sharing their own desktop, you will not be able to
request control (Request Desktop Control will be disabled).

To request control of a person’s desktop, do the following:

1.
2.

Select the person in the Participants List from whom you wish to request desktop control.
Do one of the following:

v Right-click (*Click on Mac) on the person’s name and select Request Desktop
Control from the context menu.

v Select Tools > Application Sharing > Request Desktop Control.

& Participants '
o | v & s W g Participants -
2 # M g chair (Moderator, ... ~
f rd B & charlie iMe, Profile)
-EDE?W: Whiteboard b
|
- @
(]

Depending on how the person is configured and how they wish to allow others to control
their desktop, one of the following will occur:

= If'they set their Remote Control preference to Allow without asking, you will
automatically gain control of their desktop.

= Ifthey set their Remote Control preference to Require password, the Enter Password
dialog box will appear and you will have to enter the correct password before you can
take control of their desktop.

= Ifthey set their Remote Control preference to Ask me for permission, then they will
have to acknowledge your request before you will be granted control of their desktop.
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/" For further details on these preferences, see Permit Remote Control of Your
Desltop on page 199.

If you have the default Viewing Option preferences set, you will know you are remotely
controlling another’s desktop by the presence of a magenta border around the Application Sharing
window. This border is displayed to you (the remote controller) only. (For details on turning off
or changing the color of the border, see Viewing Options on page 198.)

§, Participants

W vk #0 W g Particpants A FM  Fle  Edit Format  Wisw  Spec
1@ TS chair (Moderator,. DAM| [
2 5 4 W & Charlie (M, Profile) @I EAYES G x
£ A 2y — —
f 4 = Y Ricky 2z T: T E T T| ab Ab
[_q] T ji& 4 e Application_sharing.fm x 1

| K] [

ul

Return Control Back to the Desktop Owner
There are five ways to release control of a person’s desktop and return control back to them:
v" Main window toolbar
Click the @ button.
v Mini-Controller

Right-click (*Click on Mac) on the B3 button to bring up the context menu and select
Release Control of Shared Applications.

v" Tools menu
Select Tools > Application Sharing > Release Control of Shared Applications.
v’ Participants List

Right-click (*Click on Mac) on the name of the person whose desktop you are controlling.
From the context menu select Release Control of Shared Applications.

v" Hot Key

Ctrl+Space (“Space on Mac). (Substitute your own hot key here if you modified the
default hot key definition.)

Control of the Application Sharing session will be returned to the person hosting the session.

Request Control of Shared Applications
To request control of a person’s Application Sharing session, do the following:

1. Select the person in the Participants List from whom you wish to request control.
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2. Do one of the following:

v Right-click ("Click on Mac) on the person’s name and select Request Control of
Shared Applications from the context menu.

v Select Tools > Application Sharing > Request Control of Shared Applications.

% Participants A& wWhiteboard - Mair
o v # # B g Participants - W oA »
o # M g chair {(Moderator,.. A
RGOS ——
< # B g |y ‘Whitsboard b
f ra = 2 Ricky

Request Control of Shared Applications (

i F 4 - =
N U Efr Participants \f iﬂ-& 0 .

3. You will now have control of the person’s Application Sharing session.

If you have the default Viewing Option preferences set, you will know you are remotely
controlling another’s application by the presence of a magenta border around the Application
Sharing window. This border is displayed to you (the remote controller) only. (For details on
turning off or changing the color of the border, see Viewing Options on page 198.)

& Participants

¥ v # 0 /B g Particpants - E‘l_ Fle Edit Format  Wiew  Spec
1 1@ [ char (Moderator,.. EAM [®
& # EY & Charlie (Me, Profile) j e |:| = A '@ = ﬂ *
f rd o e Lucy p = T
£ 9 7 W g Ricky 7 e T T T T |7 Tr|ab Ab
4 - Application_Sharing.fmn X
* L ﬁ (e f i [ [E] I":;I

Send Simulated Keystrokes

i button

When you are remotely controlling another person’s Application Sharing session, the
appears in the Main window toolbar.

To send a simulated keystroke, do the following:

1. Click on the

3 button. Or alternatively Select Tools > Application

Sharing > Send Keys. A sub-menu appears with the list of defined Ctrl+Escape
simulated keystrokes. Chrl+Tab
Alt+Tab
2. Select the appropriate simulated keystroke in the list, or select Other AlE+ShiFt+Tah
which calls up the Define Keystroke dialog box where you can define
an on-the-fly simulated keystroke. Other...

3. The simulated keystroke will be sent to the host machine and interpreted appropriately.
For example, sending Ctrl+Escape to a Windows platform will result in the Start menu
popping up. The host machine will accept these keystrokes as long as they are not in the
Filtered Keystrokes list.
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/7 Thelist of simulated keystrokes available can be changed by defining

simulated keys under Preferences. To add or modify a simulated key, refer to
Simulated Keystrokes on page 204.

Terminate Remote Desktop Sharing

Both the owner of the desktop being shared (host) and the user remotely controlling the desktop
can terminate the remote control of a desktop.

/" A Moderator can terminate any Application Sharing in the session.!

Desktop Controller

If you are controlling another’s desktop, you can terminate remote desktop sharing by doing one of
the following:

v" Main window toolbar
Click the @ button.
v" Mini-Controller

Right-click (*Click on Mac) on the & button to bring up the context menu and select
Release Control of Shared Applications.

v Tools menu
Select Tools > Application Sharing > Release Control of Shared Applications.

v'In the Participants List, select the name of the person whose desktop you are controlling,
right-click (*“Click on Mac) and select Release Control of Shared Applications from the
context menu.

v" Hot Key

Ctrl+Space (“Space on Mac). (Substitute your own hot key here if you modified the
default hot key definition.)

§, Participants # Whiteboard - Mz
& + _# B & Participants - M 4
e et .

Terminate F.emote Deskiop Sharing

Release Control of Shared applications

1. If it is in a breakout room, the Moderator must first move to that room.
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Desktop Owner (Host)

If your desktop is being controlled by another, you can terminate their control by doing do one of
the following:

v

Main window toolbar
Click the (§) button.
Mini-Controller

Right-click (*Click on Mac) on the B}l button to bring up the context menu and select
Take Away Control of Shared Applications.

Tools menu
Select Tools > Application Sharing > Take Away Control of Shared Applications.
Participants List

Right-click (*Click on Mac) on the name of the person whose desktop you are controlling.
From the context menu select Take Away Control of Shared Applications.

Hot Key

Ctrl+Space (“Space on Mac). (Substitute your own hot key here if you modified the
default hot key definition.)

Sharing a Region of Your Desktop

The Host Applications dialog is used to define a region of your desktop! when you host an
Application Sharing session. If you will be sharing a region of your desktop, you must redefine the
region every time you host an Application Sharing session.

To share a region, follow the steps below:

1.

Open the Host Applications dialog by doing one of the following:
v" Click on the [E3 Share Application button in the main toolbar.

v" Select Tools > Application Sharing >Host Applications.

The Host Applications dialog appears.

1. If you have more than one monitor, a region only on your primary display (main monitor) can be
displayed.
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2. Select the Region tab, if it is not already selected.

@ Host Applications

[] 5hare entire deskkop

| Applications | Region |

Position: 0 |0 | Szet 0 0|

Magnifier: (&) OFF 1 8mall () Large

The Host Applications dialog shows a graphical representation of your desktop’s window
layout.

3. Use one of the following methods to define the region on your desktop you wish to share:

v

v

To share a specific window — Click on the window displayed in the display area
under the Region tab and then click OK to begin Application Sharing. The dialog box
will close and the region will be shared.

To define a specific region — Click the area where you want to start Application
Sharing and drag the cursor to create a rectangular outline of the selected area. The
selected region will be highlighted in white. Click OK to begin Application Sharing.
If you have difficulty seeing the region that you are selecting, use the Magnifier
option (small or large magnifier) to zoom in on the area you wish to share. You also
can define the area you wish to share by entering the position and size in the text
boxes provided.

To share your entire desktop — Check Share entire desktop. Click OK to begin
Application Sharing.

4. Click on OK (or double-click the shared region) to save the settings or Cancel to close the
dialog without saving.
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By default, the region you are sharing will be surrounded by a yellow border (with controller) so
you can easily keep track of what you are sharing.! To change the default, see /Hosting Options on
page 194.)

B =
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Advanced Application Sharing Options

Prior to hosting an Application Sharing session, you can define the following options through the
Preferences dialog box:

= Filtered Keys

= Hosting Options (to set the appearance of the Application Sharing window when you are
hosting an Application Sharing session)

=  Viewing Options (to set the appearance of the Application Sharing window when you are
viewing an Application Sharing session)

=  Remote Control

»  Simulated Keys

‘1_ Mac users also can set the option to use Open GL. See Use OpenGL Option
(Mac only) on page 207.

1. For this feature to work, some requirements must be met. For details, see the Highlight Shared
Region option under the Hosting Options on page 194.
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Hosting Options

The Hosting Options dialog box allows you to define how to display the Elluminate Live!
Application Sharing window while you are hosting an Application Sharing session.

The default settings are based on the client you are using. For Windows, the settings are as
follows:

=  Remain in main window set to “on”

= Change layout to set to
- “Left Docked Minimal Layout” (Windows)

“Narrow Minimal Layout” (Mac, Linux and Solaris)

7/ Because non-Windows platforms do not support the docked layouts, the
default window layout hosting options are Remain in Main Window, change
layout to Narrow Minimal Layout and move main window to Top Left.

= Raise shared applications to front set to “on”
= Highlight shared region set to “on” with “yellow” selected in the color selector
=  Emphasize cursor set to “off”
= Show a notification set to “on”
» Image Quality set to “Normal”
Change the Hosting Options in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

v From the Host Applications dialog (Tools > Application Sharing > Host
Applications), click on the Options button (all platforms)
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2. In the left pane of the Preferences dialog, select Application Sharing > Hosting Options.
The Hosting Options preferences panel appears.

& Preferences

- Activity ~

‘- Event Filtering

Elg Application Sharing () Switch to mini-controller
i’""F"'DEFEd Keys (%) Remain in main window

’ osting Options Change layout to:  |Left Docked Minimal Layout |+
--Remote Control

?----Simulated Keys
é'----i.l'iewing Options
24 Audio

?----Mia’ophone Settings

When Hosting Starts:

E~----5|3|2.E|k)=-_r Settings

- § General Other Options:
?----Audible Motifications Raise shared applications to front
?""HDt Keys Highlight shared region [:]
--Proxy Settings )
tVisual Notifications e E
- In-Session Invite Show a notification
“-Invitation Options Image Quality:
- Profile “
| Restore Defaults w | I 0K ] [ Apply ] [ Cancel ]

3. Set your preferences for how the Elluminate Live! application window will be displayed
when hosting begins:

= Switch to Mini-Controller — Select this option if, when you start hosting an
Application Sharing session, you want the Elluminate Live! application window (main
window) to be minimized and the Mini-Controller to appear. (See Mini-Controller
View on page 179.)

= Remain in main window — Select this option if, when you start hosting an Application
Sharing session, you want the Elluminate Live! application window (main window) to
remain visible.

= Change layout to — If you chose to remain in the main window (see above) and want
the main window to be in a layout other than the default (Left Docked Minimal
Layout), select this option (and the desired layout from the option list) to specify the
layout of the Elluminate Live! application window during Application Sharing. If you
don’t select this option, you will stay in the same layout your were in before you
started Application Sharing.
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&’\9 Switching to a Docked layout (Windows only) may change
the location or size of other windows on your screen and the
position of desktop icons. This may be a concern if you are
sharing a “region” of your desktop. If you want to use the Docked
layout and shared region features at the same time, manually
place Elluminate Live! into Docked mode before you select a
region to share.

Move main window — If you have the option Remain in main window selected (and the
window layout is not a docked layout), select this option if you want to define the
position where the Elluminate Live! application window (main window) will appear
on your monitor. You can select

- an option from the 7o option menu,
- To previous location (last known position when previously application shared), or

- To alternate display (if you have another monitor, when you start Application
Sharing, this will move the Elluminate Live! window to that monitor).

4. Set other options as required:
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Raise shared application to front — Select this option if you want the application that
is being shared to be brought to the front of all other windows. If the option is not
selected, the application may be hidden behind other windows on your monitor and
the Application Sharing window will be black.

whildy

<Olaris ‘& This option does not work on Linux using KDE or
Gnome and on Solaris using Gnome.

Highlight shared region — Select this option if you would like your shared application
or region to be surrounded by a border. The border identifies what is being shared so
you will always know what the viewers of your application share are seeing. Included
with the border will be a controller containing buttons to stop or pause/resume
application sharing.
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The default color is yellow. To change the default, click on the yellow square to open
a color selector dialog and select another color.

_/ For Windows, Linux! and Solaris,2 the border/controller
feature is present based on certain settings on your operating
system. Windows users must be running Java 1.6.0 12 or higher.
Linux and Solaris users must have 1) a configuration compatible
with Sun’s requirements, 2) their X11 display server must be
configured to support shaped windows and per-pixel translucency
and 3) they must be running Java 1.6.0 12 or higher. Java can be
installed from http://www.java.com. The additional settings for
Linux and Solaris entail configuration of the X11 display server
and, therefore, are beyond the scope of Elluminate’s technical
support.

»  Emphasize cursor — Select this option if you would like the cursor in your shared
application to stand out so it is easier for viewers of the shared application to follow
its movements. If set, the viewer’s cursor will be surrounded by a colored circle. (As
host, your view of the cursor is not emphasized.)

The default color is yellow. To change the default, click on the yellow square to open
a color selector dialog and select another color.

= Show a notification — Select this option if you want a Notification window to appear
on your monitor every time you start hosting an Application Sharing session. If you
wish not to have this window appear, de-select this option.

= [mage Quality — Set the image optimization speed you wish to use when transmitting
data to the server. In most cases, the default setting of Normal is adequate. The Image
Quality should be set to Best Quality or Better Quality only if artifacts are seen and set
to Higher Speed or Highest Speed when the bandwidth is at a premium and the
Application Sharing session will be image-heavy.

5. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure the Hosting Options settings, Elluminate Live! will remember these settings
each time you host an Application Sharing session.

1. Except for 64-bit Linux, for which this feature is disabled.

2. This feature is available with all supported versions of Java on the Mac. Apple distributes all Mac
Java versions; you can download new versions using Software Update or directly from Apple’s web
site (http://www.apple.com/support).
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/" You can restore the Hosting Options settings to the default. For details on
restoring default preferences, see Restoring Default Settings on page 8.

Viewing Options

The Viewing Options dialog box allows you to define how to display the Elluminate Live!
Application Sharing window while you are viewing an Application Sharing session.

The default settings are as follows:

= Highlight when presented set to “on” with “yellow” selected in the color selector

= Highlight when controlling set to “on” with “magenta” selected in the color selector
Change the Viewing Options in the Preferences dialog.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

v From the Host Applications dialog (Tools > Application Sharing > Host
Applications), click on the Options button (all platforms)

2. In the left pane of the Preferences dialog, select Application Sharing > Viewing Options.
The Viewing Options preferences panel appears.

@ Preferences Pz|
P
= Viewing Options:
Highlight: when presented :]
Highlight when controlling E]
e iewing Cphions bt

[ Restore Defaulks w ]

3. Set your preferences for how the Application Sharing window will be displayed when you
are viewing an Application Sharing session:

= Highlight when presented — Select this option if you want to display a border around
the Application Sharing viewing window when the shared application or desktop is
being shown in Presentation Mode.

The default color is yellow. To change the default, click on the yellow square to open
a color selector dialog and select another color.
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Highlight when controlling — Select this option if you want to display a border around
the Application Sharing viewing window when you are controlling someone else’s
shared application or desktop.

The default color is magenta. To change the default, click on the magenta square to
open a color selector dialog and select another color.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save

your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure the Viewing Options settings, Elluminate Live! will remember these settings
each time you view an Application Sharing session.

/" You can restore the Viewing Options settings to the default. For details on

restoring default preferences, see Restoring Default Settings on page 8.

Permit Remote Control of Your Desktop

You can grant permission to anyone with Application Sharing permissions to take control of your
desktop at anytime during the session. There are three choices for granting permission to others to
control your desktop: Ask me for permission, Require password and Allow without asking.

1.

Open the Preferences dialog in one of the following ways:

v

v

From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 38 , (Mac OS X)

From the Host Applications dialog (Tools > Application Sharing > Host
Applications), click on the Options button (all platforms)

Doc Revision 1.0 Page 199



Advanced Application Sharing Options

2. In the left pane of the Preferences dialog, select Application Sharing > Remote Control.
The Remote Control preferences panel appears.

& Preferences

- Activity i
E~----E'-.'ent Filtering

Elg Application Sharing 4 @ Ask me for permission
i»----FiItereu:I Keys
?----Hnsting Options
) Allow without asking
r-Simulated Keys

é'----i.l'iewing Options

24 Audio I

When someone requests remote control:

O Require password:

’ Restare Defaults w l I QK H Apply H Cancel l

3. Select the desired Remote Control option: Ask me for permission, Require password or
Allow without asking. See the sub-sections below for a discussion of these options.

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure the Remote Control setting, Elluminate Live! will remember this setting each
time you host an Application Sharing session.

/" You can restore the Application Sharing Remote Control setting to the
default. For details on restoring default preferences, see Restoring Default
Settings on page 8.

Ask me for permission

If you want other users to request permission from you to remotely control your desktop, set the
Remote Control option to Ask me for permission. Any time a user with Application Sharing
permissions requests control of your desktop, the Remote Control Requested dialog box will
appear on your monitor.

Select the option Allow all other requests until I quit, and leave the password field blank, if you
want to allow other users to be able to control your desktop without asking permission. (This is
equivalent to the Allow without asking option.)
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1. Select the option Allow all other requests
until I quit, and enter a password, if you

want to allow other users to be able to W Lucy has requested contral of your desktop,

Remote Control Requested El

control your desktop Only if they enter a Do wou wish bo share your deskbop and allow Lucy
. . ko manipulake applications on your compuker?

password. (This is equivalent to the

Requil’e password option_) Allow all other requests until T quit

2. Click on Yes to grant the user permission With passward: [seeesess

to remotely control your desktop. :

e l [ K] ]

3. Ifyouclick on No (or the window expires
before you acknowledge the message), Remote Control Refused )
permission to remotely control your desktop
will be denied. A message, indicating that the
request was denied, will appear to the user [ox |
requesting access.

@ Wivian refused your request For sharing contral,

Require password

If you want to require other users to enter a password prior to being able to remotely control your
desktop, set the Remote Control option to Require password. Only those who enter the correct
password will have access to your desktop.

1. Any time a user with Application Sharing
permissions requests control of your desktop,
the Password Required dialog box appears on p ) Enter password for remote host:
their monitor. \‘/ [sesereed |

Password Required

2. They must enter the correct password and click Lok J[ concel |

on OK before your desktop will appear in their
Application Sharing window. You do not have
to acknowledge the request.

Allow without asking

If you want anyone with Application Sharing permissions to be able to control of your desktop
without asking, set the Remote Control option to Allow without asking.

v This option lets anyone in the session take control of your computer
remotely.

At anytime during the session, when anyone with Application Sharing permissions requests
control of your desktop, your desktop will automatically appear in their Application Sharing
window. You do not have to acknowledge the request.
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Filtered Keys

When hosting an Application Sharing session, the keystrokes defined in the Filtered Keys list will
be ignored if sent by someone remotely controlling your application.

/" The default set of filtered keystrokes is defined on a per-platform basis.

Within the Filtered Keys panel of the Preferences dialog, you can add new keystrokes, modify the
existing keystrokes or remove the keystrokes from the list.

Change the Filtered Keys in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

v From the Host Applications dialog (Tools > Application Sharing > Host
Applications), click on the Options button (all platforms)

2. In the left pane of the Preferences dialog, select Application Sharing > Filtered Keys. The
Filtered Keys preferences panel appears.

@& Preferences

-6 Activity ~
..Event Filtering When hosting, application sharing will ignore these keystrokes if

E—]g Application Sharing sent by a remote controller:

?----Hnsting Options Ctrl+alt+Delete Y
?----Remote Caontrol
?----Simulabed Keys

E‘"""."iE'a’\'iI‘lg Options
24 Audio

?----Microphone Settings —
i----Speaker Settings

- General

?----Audible Motifications

i»----Hut Keys ~
i»----F‘ru:uxy Settings

| Add
“-Visual Motifications

E""u_ﬁ? In-Session Invite Enable keystroke filter when hosting
L Invitation Options
=]... Erofils

[ Restore Defaults ] I 0K H Apply ][ Cancel

3. Add, modify or remove keystrokes. (See subsections below.)
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4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure Filtered Keys settings, Elluminate Live! will remember these settings each
time you join another session.

/" You can restore the Application Sharing Filtered Keys settings to the

default. For details on restoring default preferences, see Restoring Default
Settings on page 8.

Adding Filtered Keys

1. In the In the Filtered Keys dialog, click on the Add button. The Configure Filtered
Keystroke dialog box opens.

2. Enter new keystrokes in one of two ways: Configure Filtered Keystroke §|

v" Click on the down arrow to select a key from
the key option list, and then select the ™ |pelete
desired modifier keys by clicking on their

[ ] wWindaws
check boxes. For example, the keystroke to ] shif
the right is Ctrl+Alt+Delete.

Contral

v" Select the text box and enter the keystrokes. &t
This will automatically select the modifier
keys you used in your keystrokes.

I Ok l[ Cancel l

7/ There are certain keys that cannot be entered as keystrokes (such as Tab,

which will cause your focus to move to the next field) and must be selected from
the menu.

Modifying a Keystroke
1. In the Filtered Keys dialog, select the keystroke you wish to modify.
2. Click on the Modify button. The Configure Filtered Keystroke dialog box opens.

3. Make your modifications. (For instructions, see Adding Filtered Keys on page 203.)

Removing a Keystroke
1. In the Filtered Keys dialog, select the keystroke you wish to remove.

2. Click on the Remove button. The keystroke will be removed from the list.
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Simulated Keystrokes

Simulated keystrokes can be sent to a host system when remote controlling an Application Sharing
session from a computer running a different operating system than the host system. For example,
you may want to remotely control a Mac from your Windows system. Since Windows does not
have a 3 key, you can simulate Mac accelerator keys such as ¥ C by defining them using the
Simulated Keys feature of Elluminate Live!

Within the Simulated Keys panel of the Preferences dialog, you can add new keystrokes, modify
the existing keystrokes or remove the keystrokes from the list.

7/ The default set of simulated keystrokes that may be sent is defined on a per-
platform basis.

Change the Simulated Keys in the Preferences dialog.
1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

v From the Host Applications dialog (Tools > Application Sharing > Host
Applications), click on the Options button (all platforms)
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2. In the left pane of the Preferences dialog, select Application Sharing > Simulated Keys.
The Simulated Keys preferences panel appears.

@ Preferences

& Activity ~
“..Event Filtering Keystques that £an be sent to the host system when remote
E—Jg Application Sharing controlling a sharing session:
i»----FiIterEl:I Keys Keystroke Trigger Target
?----Hosting Cptions Ctrl+Escape All A
?----Remnte Control Ctrl+Tab Al )
Alt+Tab Al
E'----Uiewing Options B Alt+Shift+Tab All
5@ Audio MEta+C_ Ct|'|+C. Mac 05
= Meta +X Ctrl+% Mac 05
+~Microphone Settings Meta+¥ Cirl+v Mac 05
~-Speaker Settings
- § General
?----Audible Motifications
i»----Hat Keys e
+-Proxy Settings . o
visual Notifications - —
| -+ In-Session Invite s
[ Restore Defaults w ] [ 0K ] [ Apply ] [ Cancel

3. Add, modify or remove keystrokes. (See subsections below.)

4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you configure Simulated Keys settings, Elluminate Live! will remember these settings each
time you remotely control an Application Sharing session.

/" You can restore the Application Sharing Simulated Keys settings to the
default. For details on restoring default preferences, see Restoring Default
Settings on page 8.

Doc Revision 1.0 Page 205



Advanced Application Sharing Options

Adding Simulated Keys
1. In the Simulated Keys dialog, click on the Add button. The Configure Keystroke dialog

box opens.
2. Enter new keystrokes in one of two ways: Configure Keystroke X
v Click on the down arrow to select a key
from the key option list, and then select eyl b e
the desired modifier keys by clicking &) |Escape
on their check boxes. For example, the
. . . [ windaows
keystroke to the right is Shift+Alt+Tab.
Shift
v" Select the text box and enter the [ Cortrol
keystrokes. This will automatically Al
select the modifier keys you used in
your keystrokes. P Firioearer
3. Enter a trigger keystroke (optional).
. . . windows ¥
Sending the triggered keystroke in the
Application Sharing window will not send
the typed triggered keystroke, but the | SEER

associated simulated keystroke.

4. You may further define the keystroke to be applicable only on a specified host client. The
choices here are Windows, Mac OS and Linux/Solaris.

5. Click on OK.

Example Definition

Since you cannot type the Command 36 key from a Windows system, you could define a simulated
keystroke as follows:

»  Keystroke to send: Meta+X (On Windows, the Meta key is labelled “Windows”.)
= Trigger on: Ctrl+X
»  Only when host is: Mac

This will then automatically translate the Windows Ctrl+X (cut command) gesture to the
appropriate Mac gesture and only do it when remote controlling an application on a Mac.

Modifying Simulated Keys
1. In the Simulated Keys dialog, select the keystroke you wish to modify.
2. Click on the Modify button. The Configure Keystroke dialog box opens.
3. Make your modifications. (For instructions, see Adding Simulated Keys on page 206.)
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Removing Simulated Keys

1. In the Simulated Keys dialog, select the keystroke you wish to remove.

2. Click on the Remove button. The keystroke will be removed from the list.

Use OpenGL Option (Mac only)

OpenGL is a 3D imaging system used by many Mac programs (e.g., Keynote) for performing 3D
graphics effects directly on the video card (i.e., not rendered by the system CPU). OpenGL is the
preferred screen capture mechanism on a Mac as it will capture screen images from virtually all
applications correctly.

To get the best results in Application Sharing, select the Use OpenGL option (Tools > Application
Sharing > Use OpenGL).

Activity Lights and Indicators
You can monitor the state of Application Sharing transmissions through various lights and

indicators displayed in the Application Sharing permission column of the Participants List.

Activity Indicators

The table below lists the icons that are used in the Participant List to indicate what a session
attendee is doing while using Application Sharing.

Activity Description

Indicator

-4 The Application Sharing icon indicates that this person has Host Application
Sharing permission — but is currently not hosting.

Eh The Application Sharing icon plus the yellow halo and the red arrow indicates
that this person is hosting the Application Sharing session and has control of
their own desktop or shared application.

= A yellow halo behind the host Application Sharing icon indicates that this person

is currently hosting the Application Sharing session, but does not currently have
primary control of their own desktop or shared application. (When you grant
someone permission to remotely control your shared application or desktop, you
retain the ability to control the shared application or desktop as well — control is
shared.)
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Activity Description
Indicator

The Application Sharing icon plus the red arrow indicates that this person with
0 the Host Application Sharing permission as been given control of another’s
desktop or shared application.

& The red arrow indicates that this person without the Host Application Sharing
permission has been given control of another’s desktop or shared application.

None | This person does not have permission to host an Application Sharing session or
request control of another person’s shared application or desktop. This person
also has not been given control of another’s desktop or shared application.

Status Indicators

Status indicators appear on Application Sharing icons of Application Sharing users in the
Application Sharing permission column (in the Participants List) if there are delays in the
transmission or receipt of Application Sharing.

/" Only the person currently hosting an Application Sharing session can see
status indicators.

If you are sharing the application (hosting), you will see an amber or amber-and-red indicator light
on the viewer’s Application Sharing icon if they are falling behind in receiving the shared content.
You will see an amber or amber-and-red indicator light on your own Application Sharing icon, if
you are falling behind in sending the shared content to the server.

/" Anamber-and-red indictor signifies a greater delay than an amber indicator
alone.
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In the example below,

* Lucy is hosting the Application Sharing session and is experiencing delays in sending the
shared content to the server, and

=  Vivian, Charlie and Ricky are experiencing delays in receiving the shared content, with
Charlie lagging the furthest behind.

%, Participants

& | v 2 + B 8 Participants Tl
f # & vivian (Moderator...
2 /@B g charlie ]
f rs i] & Lucy (Me, Profile) B
f A | 2 Ridky w

Hosting Application Sharing Sessions on Windows Vista
and Windows 7

Microsoft’s Window’s Vista and Windows 7 operating systems provide security through the User
Account Control (UAC) feature. With User Account Control, users logged on as administrators
can run most applications and processes with normal privileges but must obtain elevated Vista/
Windows 7 privileges for administrative tasks requiring higher security. When administrators
encounter tasks that require elevated Vista/Windows 7 privileges, such as attempting to run
Device Manager, UAC presents them with a secure desktop dialog (such as one of the two shown
below), prompting them for permission (to Continue or Allow).

B 7 Which dialog will be presented depends on whether or not the requested application is
properly signed (and thus recognized by Vista/Windows 7).

o
User Account Control Lﬁ User Account Control [éJ
T
@ Windows needs your permission to continue |@ An unidentified program wants access to your computer
If you started this action, continue, Don't run the program unless you know where it's from or you've used it
before.

Microsoft Management Console

@ Microsoft Windows ' 1 eliveASBroker.exe

Unidentified Publisher

\:/ Details Continue ][ Cancel f i < Cancel

Idon't know where this program is from or what it's for.

User Account Contrel helps stop unauthorized changes to your computer.

< Allow

Ttrust this program. I know where it's from or I've used it before,

Typically, when users logged on in standard
user mode attempt to perform tasks requiring () Details

elevated Vista/Windows 7 privileges, UAC User Account Control helps stop unauthorized changes to your computer,
presents them with a secure desktop dialog,
prompting them for administrator credentials: password and possibly user name (see
JoeAdministrator login below).

Doc Revision 1.0 Page 209



Hosting Application Sharing Sessions on Windows Vista and Windows 7

r

There are a few exceptions in which standard T -
users will be denied their attempt to perform tasks l\'j] An unidentified program wants access to your computer
requiring elevated Vista/Windows 7 privileges, _ _
K . Don't run the program unless you know where it's from or you've used it
such as when attempting to run Device Manager. before.
@ eliveASBroker.exe
Unidentified Publisher

To continue, type an administrator password, and then click OK.

Device Manager ==

- i i i i JoeAdministrator
You do not have sufficient security privileges to uninstall devices or to

change device properties or device drivers, Please contact your site
administrater, or logout and leg in again as an administrator and try
again.

| Password |

V Details W

User Account Control helps stop unauthorized changes to your computer,

User Account Control and Application Sharing

When UAC is enabled on Vista/Windows 7, Application Sharing in Elluminate Live!/ may be
hosted with or without elevated Application Sharing privileges.

O’\.V Modifying the default system settings may prevent you from being able to
request elevated Application Sharing privileges (the Request Elevated Privileges
option will be unavailable). Contact your system administrator for assistance.

If you do not have elevated privileges, anything that brings up a UAC dialog on Vista/Windows 7
will cause Application Sharing to terminate. !

User Elevated Application Result of requesting to do an operation requiring elevated
Sharing privileges on? Vista/Windows 7 privileges within an Application Sharing

session

Admin Yes automatically granted

Admin No UAC dialog presented and application sharing
terminated

Standard Yes automatically denied

Standard No UAC dialog presented and application sharing
terminated

1. A UAC dialog causes a switch to a secure desktop, which is what ultimately causes the termina-
tion of Application Sharing.
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To prevent Vista/Windows 7 from posting any UAC dialogs (and, thus, prevent termination of
Application Sharing), you need to request elevated Application Sharing privileges. Then, in
situations where Vista/Windows 7 would ordinarily post a UAC dialog, instead it will
automatically grant or deny consent, depending on whether the user is an administrator or a
standard user (respectively).1

/" Elevated Application Sharing privileges affect the hosting user only — not

viewers of the Application Sharing session. Also, these privileges have no effect
on operations performed by the host outside of the Application Sharing session.

For example, when administrators attempt to change Date and Time settings within an
Application Sharing session with elevated privileges, the Date and Time dialog will open and
Application Sharing will continue — administrators will not be prompted to provide consent. When
standard users attempt to change Date and Time settings within an Application Sharing session
with elevated privileges, they will get a message stating that they are not able to continue and,
therefore, will not be able to change the Date and Time settings; however, their Application
Sharing session will continue. When either user (administrator or standard user) attempts to
change Date and Time settings within an Application Sharing session without elevated privileges,
a UAC dialog will be posted and Application Sharing will be terminated.

/" All users (including standard, non-administrators) need administrator
credentials to acquire elevated Application Sharing privileges. Those who don’t
have these administrator credentials will have to run Application Sharing without
elevated privileges.

Requesting Elevated Privileges

When you first join an Elluminate Live! session, you can see that you don’t have elevated
privileges by the appearance of an amber triangle in the Application Sharing button on the
toolbar: @

To request elevated privileges, do the following:

/" Ifyou are logged on to Vista/Windows 7 as a standard user, you will need

an administrator password (and possibly user name) in order to request elevated
privileges. Please obtain this information from your system administrator.

1. This automatic allowance for administrators and automatic denial for standard users mimics what
happens on XP when it is asked to do something that requires administrator privileges.
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1. Select Tools > Application Sharing > Request Elevated Privileges.

Tools| Window Help

Preferences... Ctrl+Comma

Application Sharing » Host Applications...

Audio , Share Entire Desktop

Chat , Share Application

Palling » "; Request Elevated Privileges I}

Profile 3 Yield Elevated Privileges

Whitebaoard L Give Control of Shared Applications
T [

@ If you do not see the Request Elevated Privileges option, contact your
system administrator for assistance to modify your system settings.

2. Respond to the UAC dialog presented to you:

= Ifyou are logged on to Vista/Windows 7 as a standard user, enter an administrator
password (and possibly user name) for your computer.

-

User Account Control [
s
@ An unidentified program wants access to your computer

Don't run the program unless you know where it's from or you've used it
before.

@ eliveASBroker.exe
Unidentified Publisher

To continue, type an administrator password, and then click OK.

JoeAdministrator

| Password |

User Account Contrel helps stop unauthorized changes to your computer.
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= Ifyou are logged on to Vista/Windows 7 as an administrator, click on Allow.

User Account Control

[S5c)

e
@ An unidentified program wants access to your computer

Don't run the program unless you know where it's from or you've used it
before,

@ eLiveASBroker.exe
Unidentified Publisher

< Cancel

I'don't know where this program is frem or what it's for,

< Allow

Ttrust this program. Tknow where it's from or I've used it before.

i:\_'::' Details

User Account Control helps stop unautherized changes to your computer,

9

A

The disappearance of the amber bar in the Application Sharing button on the toolbar indicates
you now have elevated Application Sharing privileges. The button now displays the same icon

used by non-Vista/Windows 7 implementations of Elluminate Live!: 3

/" Your elevated privileges last for the duration of the session. If you leave a
session and re-enter it, you will retain your privileges. If you join a different
session, you will need to request elevated privileges again.

/" To relinquish elevated privileges, select Tools > Application Sharing >

Yield Elevated Privileges (returning you to standard privileges).

@ Because of the demands placed on your computer’s CPU, if you are using
an old, slow computer, you can improve the performance of Application Sharing
on Vista/Windows 7 if you run with elevated privileges — even if the application

being shared does not require them. (This is not necessary for sharing your

desktop.)
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Example Scenarios

Sharing Secure Applications with Elevated Privileges

To illustrate Application Sharing with elevated privileges, let’s look at both a standard user and an
administrator trying to change the Date and Time settings.

1.

2
3.
4

Request and obtain elevated privileges (as described above).

Share your entire desktop (Tools > Application Sharing > Share Entire Desktop).
Select Date and Time from the Control Panel.

Click on the button Change date and time....

= Ifyou are logged on to Vista/Windows 7 as a standard user, you will receive the
following error message, indicating you are not able to continue.

Date and Time
.:0:. Unable to continue

This pregram is blocked by greup policy, For more
infarmation, contact your system administrator,

* Ifyou are logged on to Vista/Windows 7 as an administrator, the Date and Time
Settings dialog will open and you will be able to change the Date and Time settings.

Sharing Secure Applications without Elevated Privileges

To illustrate Application Sharing without elevated privileges, again we’ll look at both a standard
user and an administrator trying to change the Date and Time.

1.
2.
3.

Share your entire desktop (Tools > Application Sharing > Share Entire Desktop).
Select Date and Time from the Control Panel.
Click on the button Change date and time....

» Ifyou are logged on to Vista/Windows 7 as a standard user, you will receive the
“Unable to continue” error message and Application Sharing will terminate.

» Ifyouare logged on to Vista/Windows 7 as an administrator, you will be prompted to
Continue and Application Sharing will terminate.
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Allowing the Remote Control of your Application or Desktop

If you grant remote control of your application or desktop to another user when you are without
elevated Application Sharing privileges, the remote user will not be able to control any
applications that prompt you with a UAC dialog (Application Sharing will be terminated).

/" Aslongas the UAC dialog or Application Sharing Terminated error is open
on your desktop, any attempt by a remotely controlling user to regain control of
your desktop will result in a “Remote Start Failed” error message. Once you
cancel the dialog and error message, or they cancel themselves (after about 90
seconds), the remote user again will be able to request remote control of your
desktop.

When you have elevated privileges, a remotely controlling user can control any applications that
you can: if you are logged on to Vista/Windows 7 as a standard user, your access (and that of the
remote user) to some applications will be restricted; if you are logged on as an administrator, you
(and an associated remote user) will have greater access.
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Chapter 10: Presentation Mode

Moderators 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. In Presentation Mode,
everyone in the session will have the same full-window view — until either they “opt out” of
Presentation Mode or the Moderator ends Presentation Mode and returns the content to a normal
view.

When Presentation Mode is engaged, the toolbar, status bar and some of the interaction features
(such as Chat and the Participants panel) are hidden from view. (Audio is accessible through the
Presentation Mode controller, discussed below, as well as it accelerator key.) Those wishing to
interact with others in the session by sending Chat messages, raising their hands, etc. can still do
sol, but they must first opt out of Presentation Mode or use the assigned accelerator keys for those
functions.

You cannot use the Graphing Calculator and File Transfer library during Presentation Mode. If
you have them open when Presentation Mode begins, they will be closed, and you won’t be able to
open them until Presentation Mode ends.

If open, the Video, Notes, Timer and Closed-Captioning windows will remain open when a
Moderator starts Presentation Mode. You also can open them after Presentation Mode has been
engaged.

The Presentation Mode window has the following components, where the presented content can be
either an Application Sharing session or the Whiteboard:

@ Elluminate Live! - eLive-TNG_4 Exit Elluminate
Livefbutton
File Session Wiew Tools wWindow Help
u. Presentation
Mode Controller

Qusiate el || =

—

1. Provided they have been granted the proper permissions.

Doc Revision 1.0 Page 217



The Presentation Mode Controller

e If you are in one of the minimal layouts (narrow, flat, left-docked and right-
docked) when Presentation Mode starts, or you switch to a minimal layout during

Presentation Mode!, you will automatically be opted out of Presentation Mode as
these layouts do not display the Whiteboard or Application Sharing. To view
content in Presentation Mode, you will need to switch to a non-minimal view

(default, wide, tall or Whiteboard only) and then use the % Return to
Presentation Mode button in the toolbar to opt back in to Presentation Mode.

The Presentation Mode Controller

The Presentation Mode Controller is a small control strip in the Presentation Mode window. The
controller contains one set of controls for presenting Application Sharing sessions and another for
presenting the Whiteboard.

You will see the controller tab in the top right corner of the Presentation Mode window. To show
it, click on the tab. To hide the controller, click on the tab again.

@ Elluminate Live! - eLive-TNG_4 =19

File Session Wiew Tools window  Help

Click to show
Controller

e

You can also move the controller up and down the right side of the window by dragging its tab.

@ Elluminate Live! - elive-TNG_4 M=

File Session Wiew Tools window  Help

Drag Controller

@E”Wfﬂa‘f‘e. ffVe,! o WY tab o and down

1. You can switch layouts only when opted out.
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Controller for the Whiteboard in Presentation Mode

When you are viewing the Whiteboard in Presentation Mode, the controller has two buttons:

The Opt Out of Presentation Mode button to view the Whiteboard in normal view. (You
might want to do this in order to send a Chat message or raise your hand.)

The Talk button to toggle your microphone on and off for talking. (For details on using the
Talk button, see Activating and Releasing Your Microphone on page 90.)

7 The Talk button is disabled if you are using Telephony for your audio.

@ Elluminate Live! - eLive-TNG_4 =19

File Session Wiew Tools window  Help

d 7:!"- __E
J
Hide Controller

Opt out of
Presentation Mode

Talk

Controller for Application Sharing in Presentation Mode

When you are viewing an Application Sharing session in Presentation Mode, the controller has
four buttons:

The Opt Out of Presentation Mode button to view the Application Sharing session in
normal view. (You might want to do this in order to send a Chat message or raise your
hand.)

The Talk button to toggle your microphone on and off for talking. (For details on using the
Talk button, see Activating and Releasing Your Microphone on page 90.)

/' The Talk button is disabled if you are using Telephony for your audio.

The Request Remote Control button to request remote control of the shared application.
(For details on remotely controlling an Application Sharing session, see Request Control
of Someone Else's Desktop on page 187.)

The Scale To Fit button to resize and reposition the Application Sharing window. If the
application that is being shared is larger than the Application Sharing window, clicking on
this button will scale the application to fit into the Application Sharing window.

When you zoom out using the & Scale to Fit (zoom out) button, the button changes to
the &) Scale to Fit (zoom in) button, which you can use to zoom back in to full view.
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Application Sharing session is
displayed in Presentation Mode

@ Elluminate Live! - elive-TNG_4

File Session Miew Tools \indow  Help

Hide Controller
Opt out of Presentation Mode

Talk
Request remote control

Scale to Fit (Zoom out)

Also note the yellow border surrounding the shared application, indicating it is being shown in
Presentation Mode. You can turn off this border or change its color through the Viewing Option
Highlight when presented. For details, see Viewing Options on page 198.

Opting Out and Returning to Presentation Mode
You can opt out of Presentation Mode at any time. You might want to do so in order to send a Chat

message or raise your hand. When done, you can return to Presentation Mode.

Opting Out of Presentation Mode

When you opt out of Presentation Mode, you will be returned to whichever window layout you
were in before you activated Presentation Mode. To opt out of Presentation Mode, do one of the
following:

v" Click on the I Opt Out button in the Presentation Mode controller.

v" From the View menu, de-select Show Presentation.

v Enter Ctrl+Shift+P ( T 8 P on Mac).
Returning to Presentation Mode
After opting out of Presentation Mode, you can return to it by do one of the following:

v" Click on the $ Return to Presentation Mode button in the toolbar.

v" From the View menu, select Show Presentation.

v Enter Ctrl+Shift+P ( T 3 P on Mac).
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Chapter 11: Breakout Rooms

Moderators can create breakout rooms any time during the session and move session attendees
between rooms. A breakout room has the same features as the Main Room and can be used to
facilitate small group activities or private meetings. Breakout rooms have their own private Audio,
Whiteboard, Application Sharing, Video, polling, etc. What is said or viewed in a breakout room
will not be captured in a recording.

Even if there is no Moderator in the room, you can collaborate with other Participants. You will
only be able to see the Whiteboard screens in the breakout room. Similarly you will only be able to
speak to people in the same room. If you raise your hand or send a private message to the
Moderator, Moderators will be notified even if they are not in the breakout room.

When the Moderator moves you into a breakout room, the Participants List will be updated and
will display the name of the room and the names of the people in the room. In the example below,
Ricky and Lucy have been moved to the breakout room called Lab.

& Participants

o | v # B & Participants -
‘-f # @ 8 chair (Modera...
& v s M 8 Lab
f FaL |—Lucy
‘-f S g Loy iMe, ...
¥ v £ - Tutarial
=] W & L F-li=

Sending Yourself to a Breakout Room

If the Moderator turns on the option to allow Participants to send themselves to breakout rooms,
you can send yourself in and out of breakout rooms and back to the Main Room.

Using the Menu Option
There are two options for sending yourself to a breakout room using a menu:

v"In the Participants List, right-click (“Click on Mac) on your own name to open the context
menu and then select the desired room from the Send to Breakout Room submenu.

v" Select Tools > Breakout Rooms > Send Self to Breakout Room and then select the desired
room from the list of available rooms.
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GRS Window  Help

Preferences. .. Chrl+Comma

Application Sharing 3

audio , # wWhiteboard - Main Room {Scaled 110%:)
Breakout Roams » Send Self to Breakout Room k Iain Rioom
Chat ] Lab

Profile r Py

wWhitebinard [

By Dragging and Dropping

You can drag and drop yourself from the Main Room to a breakout room by selecting your name
and, while holding down the mouse button, drag it to a breakout room. When your cursor is over
the desired breakout room, release the mouse button.

In the example below, Linus is dragging and dropping himself from the Main Room to the Tutorial
breakout room.

1. Select your name while keeping the mouse button pressed.

§ Participants

W | v 2 | B & Participants 1
£ 0 B g vivian (Moderator) ~
-IHHIII
o 8 picky

¥ v "f el Lab
# vk > M & [ Tutorial
&0 e Ly

2. Drag yourself to the desired breakout room, still keeping the mouse button pressed. Note
that, as you move over breakout rooms, each is highlighted in green to indicate it is a
potential “target”.

§ Participants

& | &“ o g Participants 11
» # W & vivian {Moderator) ~

--ﬂm--- = (Me)

o B8 Ricky
[ & ¥ i’ L IS ]
¥ x> /Wa Tutarial s
f v W og Loy
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& Participants

& | v » B & Participants 1l
f # W & Y¥ivian {Moderator} ~
I I L e |
f 4 B g Ricky
¥ s 8 Lab
¥ x| P T Tukarial
£ A B g Ly %:; ]
w

3. Drop yourself into the desired breakout room by releasing the mouse button.

€ Participants

& | | # Bl & Participants 1l
f # ™ 8 ¥ivian {Moderator) ~
£ 5 B g Ricky |

¥ v £ - Lab

&+ v P - Tutorial

--Eun-m Linus (Me)
£ S W g Ly
~

Returning Yourself to the Main Room

If the Moderator turns on the option to allow Participants to send themselves to breakout rooms,
you also can return yourself back to the Main Room.

Using the Menu Option

You can return yourself to the Main Room using menus in one of two ways:

v" Right-click (“Click on Mac) on your name in the Participant’s list and, from the Send to
Breakout Room submenu, select Main Room.

v" Select Tools > Breakout Rooms > Send Self to Breakout Room > Main Room.

By Dragging and Dropping

You can drag and drop yourself from a breakout room back to the Main Room by selecting your
name and, while holding down the mouse button, drag it to the Main Room.

/" The process for returning yourself to the Main Room is a little different than
that for dragging and dropping yourself from the Main Room to a breakout room.
Take special note of step 2 below.

In the example below, Linus is dragging and dropping himself from the Tutorial breakout room
back to the Main Room.
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1. Select your name, keeping the mouse button pressed.

€ Participants

W | v 4 | B & Participants 1
# o # B g vivian {Moderator) "~
&£ 0 7 B 8 Ricky W
# v » M 8 []lab
# %L /08 Tukorial
I G O
f@a/s70
w

2. Drag yourself either

v' over any user currently in the Main Room (e.g., Vivian or Ricky), still keeping the
mouse button pressed; or

& Participants

Participants Tl

=
=
=1
=
—
=
-]
=8
1]
=
-]
-
=]
=
=
]
st
[

A

v' over any blank area in the Participants List, still keeping the mouse button pressed.

€ Participants

W | v 2 0 s & Paticipants 1l
i f IV 4 B & Vivian (Moderator, Me)| -
L » /B 8 picky |
¢ P /708 ﬁLah
4 x4 /B8
=-ﬂﬂ---
INECIEE

@ If there are no session attendees or blank areas in the Main Room, you will
not be able to drag and drop people back to the Main Room. Use the menu option
Send to Breakout Room > Main Room instead.
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Chapter 12: Interactive Recordings

/" Interactive recordings are not available in Elluminate vRoom™. For a list
of what features are available, visit the following webpage:

http://www.elluminate.com/Products/Product Comparison/?id=146

Moderators can record sessions and provide you with a link to the recording so you can play the
recording. This is useful for those who have missed a session or to those who attended but would
like to review the session.

All activity that occurs in the main room of the session will be recorded, ! except for private Chat
messages, the Timer and personal Notes. As the recording progresses, Elluminate Live! inserts
index entries to mark significant events within the session (see Using the Recording Index on
page 230 for further details). Anyone viewing the recording can navigate through the recording to
points marked with index entries.

You can tell that recording has begun in two ways:
v The Recording icon in the status bar changes from gray to red.

v’ The audible notification “Recording started” is played. (If you are using the telephone for
audio communications, you will not hear it.)

7 It you join the session after recording has already resumed, you will hear
the audible notification “Recording in progress.”

@ You can turn audible notifications off. For details, see Setting Notification
Preferences on page 11.

Playing a Recording

A recording is played by clicking on a recording link. The access to your recordings will be
dependent on your organization’s administrative interface. Please contact your administrator for
more information on accessing recording links.

1. Only the activity in the main Elluminate Live! room will be recorded. Anything that occurs in a
breakout room will not be recorded.
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Playing a Recording

Use the Playback Controller panel (at the bottom-left corner of the window in the status bar) to
start, stop, pause/resume and navigate through the recording:

Play/Resume Index Entry
button Marks
Previous Index Fast-Forward Show Playback Playback Slider
Entry button button Menu button indicator

e ﬁ bl | Bl Microgoft Offi.., l 4134

Stop
button

Hext Index

Entry button Playback Time
Pause Current indicator
button Index Entry

Playback slider

Follow the steps below to play a recording:

1. Click on the 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:

2. To begin playing the recording, do one of the following:
v" Click on the # Play/Resume button to begin playing the recording at normal speed.

v Click on the # Fast-Forward button to play the recording at an accelerated speed.

/" Video, Multimedia, Web Tour and File Transfer are not displayed when
you fast-forward through a recording. Also, Audio is muted when fast-
forwarding.

‘,'. In Elluminate Live! 8.5 and older recordings, Mac users will see Web Tours
as Web Pushes, where each page of a Web Tour will open in a new external web
browser window.

/" As the recording advances, the Playback Time indicator, the Current Index
Entry Mark and the Playback slider will show your progress through the
recording.
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v" Click on the | Pause button to stop playing the recording and maintain your current
place in the recording. (To begin playing where you left off, click on the & Play/

Resume button.)

v" Click on the ® Stop button to stop playing the recording and return to the beginning

of the recording.

Names Hidden in Recordings

If, when viewing a recording, you see session attendee names replaced by the generic “Participant”
or “Moderator” (such as in the Chat panel and Participants List), this means that the session creator
configured the session to hide attendee names. This is done to protect the identity of session

attendees.

4, Participants

W v # B & Participants 11
_p # W g participant#2 (Moderator) A
_p # B g participant#6 (Moderator)
£ 0 4 B g Participant#3
d B & participant#7
Chat
Shiow | &l v D
.S
Moderator (Participant#2): Helo everyone,
welcome to the class!
Participarnt #8: Hello, glad to be here,
e

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. When
Elluminate Live! is recording a session, it automatically creates index entries for the following

events:

Change slide in the Whiteboard
Change topic in the Whiteboard
Start a Web Tour

Start an Application Sharing session
Stop an Application Sharing session

Start playing a Multimedia file
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* Load a file for transfer

= Start a Quiz

= Show the Graphing Calculator
= Hide the Graphing Calculator

=  Connect session to teleconference

=  Disconnect session from teleconference

Moderators also can manually enter custom index entries.

There are four ways to navigate within a recording:

To...

Use...

Move to a general area within the recording,
not associated with an index entry

Playback slider

Move to the previous or next index entry

Previous Index Entry and Next Index Entry
buttons or Playback slider

Move to a nearby index entry

Playback slider or Prior Index Entries and
Upcoming Index Entries menu options in the
Playback menu

Move to any index entry by selecting it
from, or searching for it in, the Recording
Index

Recording Index

/" Regardless of which method you use, it may take several seconds for the
recording to reach the specified location — especially if moving backward in the

recording.

Knowing Where You Are

There are three ways you can determine your current position in a recording:

Playback Slider: When you move your cursor over the slider you will see a tool tip containing the
name of the index entry over which you are hovering and the associated time in the recording. If
you are not hovering over an index entry, the tooltip will display the text “Drag indictor to move

within the recording” followed by the time.

In

| & Play Multimedia -- dv-300306.mov (2:39) |
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Current Index Entry and Time: The Current Index Entry and Current Time are displayed in the
status bar. The Current Index Entry displays the icon and name of the closest index entry within a
+/- 30 second range.l If there is no index entry within that range, there will be no Current Index
Entry displayed. In the example below, the recording is currently at or near the point where a web
tour of www.thermodynamics.ca is being started.

[ pp- [ 2 ww'.-x.thermndyna... - 15*:3
—

Current Index Entry  Current Time

Play Icon: The Play icon in the Recording Index indicates the current playback position in the
recording (see Using the Recording Index on page 230).

Using the Playback Slider

You can move to a specific index entry or just move randomly backward or forward in the
recording using the Playback Slider. The slider can be used in one of two ways:

v Move your cursor over the Playback Slider noting the tooltips (indicating location) and
click at the desired position.

v Grab the Playback Slider indicator with your cursor and
drag it to the left or right.

s & File Ready —- L

Using the Previous and Next Index Entry Buttons

If you want to move to the previous or next index entry, click on the Previous Index Entry button
or the Next Index Entry button.

Previous Index Hext Index
Entry button Entry button

|P-iJ-lI I"-rniﬂ =l

Using Prior and Upcoming Index Entries

If you want to move to a specific index entry, you can select it from one of two sub-menus: Prior
Index Entries and Upcoming Index Entries.

1. Click on the * Show Playback Menu button in the Playback Controller panel. The
Playback menu will open.

1. The index entry normally is the same as the text in the Details column of the Recording Index. If
there is no “Details” text, the text will be the same as that in the Kind column of the Recording Index.
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2. From the Playback menu, select either Prior Index Entries or Upcoming Index Entries.

I R Il s o oontnocuene Y 14:37 —————————————

Prior Index Entries

Upcoming Index Entries  » 59 Begin Quiz Mewfoundland Quiz @ 15:17

# Slide Changed Let Us Define the Universe @ 16:34

Show Recording Index...
O mecarding Snaex # Slide Changed First Law of Thermodynamics @ 16:32

@ Start Web Tour web.mit.edu @ 17:45

3. Select the desired 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.

Opening the Recording Index
To open the Recording Index window, do one of the following:

v Click on the * Show Playback Menu button in the Playback Controller panel and select
Show Recording Index... from the Playback menu.

v From the Session menu, select Show Recording Index...

Column headers

& Recording Index

Recording Index | & Search 0"— | Search
Sort f 1 box
. + 4 Time  Source  Kind Details
Icon
330 / Slide Changed Endothermic Process G
Ti 5:36 @ FileReady Lab Safety.mpeg
ime + 5141 «"  Play Multimedia Lab Safety.mpeg
mark 13:03 B Application Sharing Star... Windows Calculator application file (calc.exe) Caleu...
13:44 s Slide Changed Application Sharing Image 1
Pla],r 13:48 B Application Sharing Stop... Windows Calculator application file (calc.exe) Calou...
. > 14:00 P Slide Changed Spontaneous Processes and Entropy
feen 14:30 s Slide Changed Public Screen 3
14136 / Slide Changed Spontaneous Processes and Entropy
15:17 %  Begin Quiz Newfoundland Quiz
16:34 s Slide Changed Let Us Define the Universe
16:35 P Slide Changed First Law of Thermodynamics 5
17:45 @  StartWeb Tour web.mit.edu L
Suppress
option ™ |
Seek | m_ | __Done
button — - button

@ You can resize the Recording Index window by grabbing a side or corner
and dragging it. The columns will automatically adjust themselves.
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The Recording Index has five columns:

* Play icon column: is the left-most column (it has no text in the column header). It is used
to hold the Play icon, which indicates the current playback position in the recording.

= Time column: lists the times in the recording that index entries were created, either
automatically by Elluminate Live!/ or manually by you.

*  Source column: shows the icon of the Elluminate Live!/ module being used when the
index entry was created. For manually created index entries, the column will show the
Recording icon.

= Kind column: gives a description of the event that triggered the index entry.

= Details column: describes the specific screen, file, application or web address associated
with the event that triggered the index entry.

The Source, Kind and Details columns can be resized. Move your cursor over a column divider
between two column headers. The cursor will change to a double arrow. Drag the column divider
to the desired position.

@ Recording Index

Recording Inde:x

< Tirne SOUrce @d

- 0:00 e sSlide “hanged
0:00 A Topic Changed
mzz ; Slide Changed

Moving to an Index Entry

From the Recording Index, you can move to any place in the recording that is marked by an index
entry. You can do so in one of two ways:

v Double-click on the desired index entry.

v' Select the desired index entry (by clicking on it or using the Up and Down Arrow keys)
and click on the Seek button.

The recording will begin playing at the point you specified. (If the recording was in a paused state
when you selected an index entry, you will have to click on Play to resume playback.)

7 It may take a few seconds for the recording to reach the specified location.
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/" The Whiteboard, Video and Multimedia may not be displayed when you are
navigating to an index entry. The Whiteboard will go black, the Video window
will be blank and the Multimedia file window will not open — unless you are
specifically moving to the index for the Multimedia file, in which case it will open
and start playing.

Sorting the Recording Index
The Recording Index can be sorted by the Time, Source, Kind and Details columns.
=  Time: sorts numerically by time mark

= Source: sorts by grouping all entries related to the same modules (with the same Source
icon) together

= Kind: sorts alphabetically

= Details: sorts alphabetically

The sort direction is indicated in the column ; ; ;

) ) @Tme Source | Kind Details
header by the « ascending and * descending 000~ Slide Changed Main Rioam
Sort icons. To sort by a column, click on the | * 0:00  # Topic Changed SErSEnGroLp
column header. Each successive click on the
same header advances the sorting status Time | Source | Kind(=) Details

through a sequence of ascending, 430 B F\pplicatinn Sharing... Micrnsoft OFFice W
4:44 B Application Sharing... Microsoft Office W

descending and unsorted. 938 B Rein Tee Mowfonrdland

The default sort order is by Time, in

Time | Source | Kind > ) Details
ascending order — chronologically from the - @00  Topic Changed SerEsnGROUD
beginning of the recording to the end. i g DoeeCienced  MemReen
Click on the Kind column header to sort by : , ;

. . . . @Tme Source | Kind Dietails
Kind in ascending alphabetical order. @00~ Slide Changed Main Room

. . . L4 0:00 s Topic Changed ScreenGroup
Click on the Kind column header again to N2 Slide rhanned Pblic Srreen 1
sort by Kind in descending alphabetical
order.

Click on the Kind column header again to stop sorting by Kind and return to the default sorting
order (Time in ascending order).

e You can sort by one column only — there is no secondary sorting on a
second column.
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Filtering the Recording Index

Sometimes in a session you might
rapidly repeat events, such as quickly
skipping through presentation screens in
the Whiteboard. You have the option of
filtering from view any consecutive
duplicate index entries (entries of the
same Kind and from the same Source)
that occur within a couple of seconds of
each other. Filtering can help you
eliminate “noise” from your Recording
Index.

In the example to the right, a number of
index entries were triggered by slide
changes in the Whiteboard. The
duplicates are highlighted in yellow.

To filter out the duplicate index entries
in the Recording Index, select the
option Suppress duplicate entries.

In the example to the right, the index
entries that were highlighted in yellow
above are no longer shown.

V4 Suppressing duplicate
entries does not remove
them, but just hides them.
To see them again, simply
de-select Suppress duplicate
entries.

Searching for an Index Entry

Elluminate Live!
version 10.0

f Puminate live!

=

. Time Source
0:00
0:00
0:01
0:01
o0z
o0z
003
oS
005
oS
a7
0:07
[ifue]
0:10
0:11
013
013
0:14
0:14
016
0:16
017

OO N ORI O RO RO I NN NI

kind

Slide Changed
Topic Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Topic Changed
Slide Changed
Slide Changed
Slide Changed
Slide Changed
Topic Changed
Slide Changed
Topic Changed
Slide Changed
Topic Changed
Slide Changed

Details
Chemical Reactions
Main Room
Chemical Equations
‘Why Balance?
Ealancing Points
The Meaning of Balance
Types of Reactions
The Meaning of Balance
Balancing Points
Why Balance?
Biond Ereaking & Forming
Chemical Equations
Magriesium Heating
Biond Breaking & Forming
Magnesium Heating
The Meaning of Balance
Main Room
Bond Breaking & Forming
Chermical Equations
Thermal & Electralytic Reactions
Main Room
Single-Displacement Reactions

& Time Saurce
0:00
0:00
0:03
0:05
0:07
0:07
013
013
014
0:14
016
016
017

SNONARONNRORNRNARONNN S

Suppress duplicate entries

Kind
Slide Changed
Topic Changed
Slide Changed
Slide Changed
Slide Changed
Topic Changed
Slide Changed
Topic Changed
Slide Changed
Topic Changed
slide Changed
Topic Changed
Slide Changed

Details
Chemical Reactions
Main R.oom
Types of Reactions
why Balance?
Bond Ereaking & Forming
Chemical Equations
The Meaning of Balance
IMain F.oom
Bond Ereaking & Forming
Cherical Equations
Thermal & Electrolytic Reactions
Main Room
Single-Displacement Reactions

If you have a large recording, it may not be easy to find a particular index entry by scrolling
through the list in the Recording Index. You can quickly find index entries by searching for
specified text in the Kind and Details fields of the index entry.
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e o oo /e your

search term in the Search box. For
example, if you want to search for Recording Index [ v res |

index entries containing the term Time | Source | Kind v Details
ooo s Slide “hanged  Chemical Reactions

(13 M 2 : . Y
reaction > start typlllg the WOI'd m the oo s Slide Charmged  Bond Breaking & Forming 0
Search bOX. 3z &  File Ready Acids and Bases,doc
1:31 28 Custom EBreak For Discussion
Note that the search begins almost A
immediately as you type, so you will [] Suppress duplicate entries

start getting matching index entries
before you have finished typing the word. (Note the highlight areas in the example to the right.)
Keep typing until you get the results you desire.

@ To search immediately, without the one or two second delay, enter your text
and immediately press either Return or Enter.

g Mac users will see a standard Mac search field rather than the Elluminate
search field.

To clear the Search box and end your search, do one of the following:
v" Click on the & Cancel icon

v’ Press Escape
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Chapter 13: File Transfer

The File Transfer feature permits Moderators (and Participants granted the permission) to upload
files into the File Transfer library in order to share them with everyone in the session. Uploaded
files can be pushed out to everyone in the session and explicitly saved by the receiving Participants
and Moderators. Everyone has permission to save the files but a Moderator must give a Participant
permission to upload files. If you have permission to upload a file, you will automatically be given
permission to delete any files that you uploaded.

The File Transfer Library

To open the File Transfer library click on the | g button in the main toolbar or select Window >
File Transfer.

The File Transfer library displays a list of all the preloaded files and files currently being loaded
into the library. If you have not been granted permission to upload files, you will only be able to
save files from the library:

@& File Transfer

ig.f

File Cner Size Server Progress &l

hermicalEquilibrium. ppt chair 623 KB (100%) Complete I -

butterfly. PG 1.-:4. ME (100°%) |Complete _.
W
—
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The File Transfer Library

If you have been granted per sm is sion to upload files, you will have full access to all the functions

in the library:
Load URL File Remove File
for Transfer from Library

Load File for Save File Prompt Recipients That

Transfer to Disk File Can he Saved

@& File Transfer

LT

File Owner Size Server Progress =]
Lab Safety.mpeg chair 1.9 MB {100%) Complete I -
char  [46MB(100%) |Loading (29%)

Each file or URL displayed in the list contains the following information:

Name of the File — the name of the file is derived from where the file was loaded. If the
file was loaded from a users file system, then this is the name of the original file. If it was
loaded from a URL, this is the last component of the URL path.

Owner of the File — this is the name of the person who loaded the file. If the file was
preloaded by the server, then the owner will be listed as ---

Size — the size of the file and what progress has been made downloading the file to your
machine.

Server — indicates the status of loading the file onto the server. If the file has been fully
loaded onto the server the status will read Complete. If the file is uploading, it will indicate
the status as Loading and the percentage of completion. If the file has not been completely
uploaded to the server and the user who was uploading the file has left the session or been
disconnected, the status will read Partial and the percentage of completion.

Progress — the Progress bar is a status indicator for each Participant and Moderator
indicating the overall progress of deploying the file to the Participants and Moderators of
the session. It shows a graph with red, orange, yellow, cyan, and green bars. Red: the
number of users who has less than 50% of the file. Orange: users with less than 75%.
Yellow: users with less than 95%. Cyan: users with less than 99%. Green: is 100%
complete.
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/" If you had saved the file locally, you can find out where by hovering your
mouse over the filename in the library. A tool tip will display the full pathname.

Loading a File

The number of files you can load is dependent upon the size of the files. The default total file size
is 10 Megabytes.

To load a file, from the File Transfer library, do the following:

1. Open the File Transfer library in one of the following ways:
v Click on the & button in the main toolbar.

v" Select Windows > File Transfer.

2. Click on the ﬁ Load File button. The Load File dialog appears.

@ Load File X
Lookin: |5# Sample Files on ‘fs1}datalDocumentation’ {L:) w | I 5 |E|
-1 Marme Size  Type o
u.ﬁ L3 Plan.winzip 5,566 KB WinZip File 304
My Recent E-] polar0101 .k 6,602 KB TIF Image 20
Dacurnents £l Presentation_Mates. ppt 2Z3KE Microsoft PowerPoint Pr... 31 Prampt recipients
= E;J ArovinCes . vog 1 KE Elluminate Quiz document 07
|- ,iﬂ pumpking 2).jpg 839 KE 1PEG Image 0z %
Deskkop ad | bd
y File name: | | [ Open l
"’} Files of type: i
M Dincumenks e |'°'" Files o | ]

3. Navigate to the appropriate folder and select the file you wish to transfer.

4. Select the option Prompt recipients if you wish to have everyone in the session be notified
to save the file as soon as it is added to the library. If you do not select this option, you can
prompt recipients later (using the ﬂ Prompt Recipients button in the toolbar) or, if you
want to give the file to only a few people, notify them directly that the file is available for
download.!

5. Click Open to close the dialog box. The file is now loaded into the File Transfer library.

@ You may also load a file by going to File > Open > File to Transfer> From
File. This will take you directly to the Load File window.

1. Anyone in the session will see, and be able to download, the file if they open the File Transfer
Library.
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Loading a File by URL

Loading a file by URL can be used to avoid uploading to the Elluminate Live! server over a slow
connection. The URL is sent to the server, which then loads the data directly from the target of the
URL. This can save time if connection between the Elluminate Live! server and the target of the
URL is faster than that between the Elluminate Live! server and the uploading user.

To load a file by using a URL to its contents, do the following:

1.

Open the File Transfer library in one of the following ways:

v" Click on the =9 button in the main toolbar.
v" Select Windows > File Transfer.

Click the i} Load URL button. The Load URL dialog box appears.

Load File URL x|

File: URL: | |

Prompt recipients

Cancel

Enter the URL for the file data in the text box provided.

@ Don’t forget to include the “http://, “https://”, “ftp://”, etc. at the beginning
of the File URL field.

Select the option Prompt recipients if you wish to have everyone in the session be notified
to save the file as soon as it is added to the library. If you do not select this option, you can
prompt recipients later (using the % Prompt Recipients button in the toolbar) or, if you
want to give the file to only a few people, notify them directly that the file is available for
download.!

Click Load to close the dialog box. The file is now loaded into the File Transfer library.

@ You may also load a file by going to File > Open > File to Transfer> From
URL. This will take you directly to the Load URL dialog box.

1. Anyone in the session will see, and be able to download, the file if they open the File Transfer
Library.
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Prompting Recipients to Save a File

If you want everyone in the session be notified to save the file as soon as you add it to the library,
select the option Prompt recipients in the Load File or Load File URL dialog (see above).

Alternatively, you can prompt recipients later by clicking on the % Prompt Recipients button in
the toolbar or, if you want to give the file to only a few people, notify them directly that the file is
available for download.

Saving a File

If the person who uploaded the file or a Moderator requests that you be prompted by Elluminate
Live! to save it, the Save File dialog will appear.

Save File X]

L ] chair has sent you the file
\"“:I‘) hbirdprank. whd.

Do wou wish to save it now?

[ wes [ Mo ]

1. Click on Yes. The Save dialog will open.
2. Navigate to the folder to which you wish to save the file and click Save.
You can also save the file without being prompted to do so:
1. Open the File Transfer library in one of the following ways:
v Click on the & button in the main toolbar.
v" Select Windows > File Transfer.
2. Select the file you would like to save.
3. Click on the i"?'j Save button in the toolbar. The Save dialog will open.

4. Navigate to the folder to which you wish to save the file and click Save.
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Removing a File
To remove file from the File Transfer library, do the following:
1. Select the file you would like to remove from the library.

2. Click on the il'l[ﬁ Remove button in the toolbar. The Delete File confirmation dialog will
appear.

Delete File

\_‘4';/ Are you sure you want bo remove the File "birdprank. wbd" fram the library?

[ [T g ’ Cancel

3. Click OK to remove the file.

Closing and Reopening the File Transfer Library

Closing the File Transfer library will not affect the files already loaded into the library — it just
closes the window. To close the window, do one of the following:

v Enter Ctrl+W ( 8 W on Mac).
v' Enter ALT+F4 (Windows, Linux and Solaris only).
v" Click on the Close Window button in the title bar of the window.

To reopen the window, select Window > File Transfer.
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Chapter 14: The Notes Window

The Notes window lets you easily take personal notes during a live Elluminate Live! session, edit
them and later share them with others. (During the session, only you will see your own notes.) As
you write notes about what is being presented in a session, Elluminate Live! synchronizes the notes
to the session timeline. This is very useful when reviewing recorded sessions later. When playing a
recording, the Notes window tracks the progress of the session and displays the notes that were
taken at every point during the session. (For information on recording sessions, see Chapter 12,
“Interactive Recordings”.)

A new Notes document is created each time you enter a new session and take notes. (If you re-
enter the same session multiple times, there will be only one Notes document created for that
session for that particular day. If you attend a session that spans multiple days, you will get a new
Notes document for each day.) These documents are saved locally on your computer.

Beyond simple note-taking, the Elluminate Live! Notes facility has a number of useful features:

=  You can edit, format or reorganize notes at any time, either during a live session or when
playing a recorded session.

*  You can share your notes with others.

= You can manage your notes library by importing, exporting and deleting Notes
documents.

*  You can search within your list of Notes documents to easily locate notes taken for a
specific session.

* You can view presentation notes imported with a loaded presentation.
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Opening and Closing the Notes Window

The Notes window has the following components:

hlanage Motes
buttan

Mote
Documents —
lizt

Motes editor ——

Export Maotes buttan
Import Motes button

Text Size menu

@ (@ 512 v

Dake Session
Today DRIENTATION SESSION
March 19, 2007 ORIEMTATION SESSIO
March 15, 2007 CORIEMTATION 5 i

Movember 17, 2006 Latin Class

EY

Listening

Listening is an essential learning tool, however,
research shows that humans are poor liskeners.
Individuals can recall only 50% of what they hear
and, of that, 20 to 30% is incorrect! Thus, taking

notes is essential to student learning!

Taking Notes

While many students view note taking as an activity
conducted simply in lectures, solid note taking skills
require preparation and reflection as well. Your class
notes can serve as an important tool For reviewing Far
exams and distilling key concepts, The keys to good
note kaking are the Following:

« review regularly

 recike (repeating key concepts From class)

« reflect (connecting class ideas to other notes and
readings)

—— Thumkb

Opening and Closing the Notes Window

Opening and closing the Notes window is quick and simple so, at any time, you can enter a note
without your attention being diverted away from the session in progress.

You can move, resize or close the Notes window so it is not obtrusive. If you close it, you can
reopen it later and continue where you left off. The window remembers where you were when you
closed the window so you can continue entering notes without worrying if your cursor is in the
right position. It also remembers its size and position, so it will appear exactly the same as the last
time you opened it.
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/" On Windows, Linux and Mac OS X platforms, the Notes window always
remains in front of the Elluminate Live! main window. On Solaris, if you click on
the main Elluminate Live! window, the Notes window will move behind the main
window.

The following table describes how to open and close the Notes window:

You want to Precondition Use accelerator keys |Use menus or other
Open the Notes  [Notes window is Ctrl+E (Windows, Select Windows > Notes
window closed Linux & Solaris) Click on == in the

¥ E (Mac) toolbar.
Activate the Notes | Notes window is Ctrl+E (Windows, Select Windows > Notes
window (bring it to |open but inactive (or |Linux & Solaris)
the front) hidden in the back) % E (Mac)

Close the Notes Notes window is Ctrl+W or ALT+F4 Click Close button in

window open and active (Windows, Linux & Notes window
Solaris) Click on |4 in the
#F W (Mac) toolbar.

Taking Notes

Getting Started

1. Open the Notes window (as described in the above _
. & Notes
section).

= T (@ s 2w
2. Start typing. The cursor is positioned at the top of the =1 2 -

Notes editor — presumably that is where you want to
enter your first note. As you enter a note, the text will

wrap to fit the Notes window.
@ Notes

3. Press Enter to end the note and start a new one. A note is = _Q. T | s
similar to a paragraph (in a word processor) in that :
pressing Enter ends a note and creates a new one iust start typing
immediately below it. (To enter a new note somewhere
other than directly below the existing note, see /nserting
Notes on page 248.)
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@ If you want to enter a line break without creating a new note, press Alt-
Enter ( - Enter on Mac).

Creating Lists

The Notes window provides basic support for creating lists. You simply enter designated list
characters at the beginning of a line. When you press Enter, those characters are examined to
determine if this line is part of a list. All list items will remain grouped together in the same note.

1. Type the desired special list character (refer to
the table below) followed by the text for the o

first list item. =1 p | @ sz 12 v iy
2. Press Enter to create the next line in the list. 1. Type the desired special list character: ~ *
L. . . - hyphen
3. Manually preface each list item with the special - bullet
list character — it is not done automatically like - number . -
B 2, Enter text on the line.
in a word processor. 3. Press Enter twice to end the list and
start a new naote,
4. Press Enter twice to end the list. A new note
will be created below. Enter your next note. v
Use the following special list characters to create your
list:
Character(s) Description
- Create a hyphenated list
. Create a bulleted list
Alt-0149 using numeric keypad on Windows
Z 8 on Mac OS X
1. Create a numbered list where numbers are followed by periods
2- Create a numbered list where numbers are followed by hyphens
3) Create a numbered list where numbers are followed by parentheses
a.or A. Create a lettered list where letters are followed by periods
a- or A- Create a lettered list where letters are followed by hyphens
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Character(s) Description

a)or A) Create a lettered list where letters are followed by parentheses

Formatting Notes Text

To enhance the readability of your notes, Notes lets
. . & Notes @
you change font size and apply basic text styles to your

notes. .__‘“ 3 @ s ._;f'ﬁ
1. Select the text you want to format. Note Taking =
2. Enter the desired keyboard shortcut to format Listening
the text (see table below). Listening is an essential learning tool,

however, research shows that humans are
poar listeners. Individuals can recall anly
50% of what they hear and, of that, 20 ta —

/" You can use most standard text editing 30% inincorrect! Thus, taking notes is
. e kial to student learning!
mouse actions within the text of notes, such Esseftalto student lsaming
as double-clicking to select a word and es go Beyond Writing
: Tile many students view note taking as an
dragglng to select text. activity conducted simply in lectures, solid
nioke taking skills require preparation and by

The following standard text editing keyboard shortcuts
can be used to perform functions within the text of individual notes.

Function Windows, Linux & Mac OS X
Solaris Shortcuts Shortcuts
Make selected text Bold Ctrl+B ¥ B
Make selected text [talics Ctrl+l BI
Underline selected text Ctrl+U ¥U
Decrease font size of selected text Ctrl+[ [
Ctrl+- -
Increase font size of selected text Ctrl+] 38 ]
Ctrl+= 38 =
Select all text in current note Ctrl+A EA

Doc Revision 1.0 Page 245



Taking Notes

Function Windows, Linux & Mac OS X
Solaris Shortcuts Shortcuts

Copy selected text Ctrl+C #C

Cut selected text Ctrl+X X

Paste copied text Ctrl+V H$V

Delete selected text Delete Delete

Backspace
Insert a line break within a note Alt+Enter \C Enter

/7 Text formatting will not be retained if you copy and paste formatted text

from one note to another, or to an external text editing application.

Changing the Text Size in the Notes Editor

You can change the size of the text displayed in the Notes editor to make it more readable for you.
The font size of the entire document will change and any changes that were made using the

Decrease and Increase keyboard shortcuts will be overridden.

The available text sizes are 8, 9, 10, 11, 12, 13, 14, 15, 16, 18, 20, 22, 24, 28, 32 and 36 points. To

change the font size of the text, do one of the following:
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v" Select the font size from the Text Size menu in the tool _
. & Notes
bar of the Notes window.

l,__‘: 1 _d' Size: |12 #
v Right click (*Click on Mac) anywhere in the Notes editor 1z Al—
and select one of the options from the context menu. This is some text 1% ant to
_ _ rnake higger 14
- Make Text Bigger — increase the text size to the next 15
larger size. For example, if the text was set to 12, %
selecting Make Text Bigger will increase the size 20
22 W
to 13.

- Make Text Smaller —decrease the text size to the next
smaller size. For example, if the text was set to 36,
K . j Make Text Smaller
selecting Make Text Smaller will decrease the size Default Sz
to 32. Text Size g

Make Text Bigger

- Default Size —set the text size back to the default
setting of 12.! %

- Text Size — change the text size to that selected from
the submenu.

Working with Notes

Selecting Notes

You need to select notes to perform operations on
. . @ Notes @
them, such as moving and deleting them.

= T _d Size: -12 hd e
To select a note, you need to select the thumb =L 2 =
associated with the note. When a note is selected, its This nate is not seleckad. oo
thumb is highlighted. You can do so in one of two
E‘) This note is selected.
ways:

This note is not selected.

v" Click directly on the thumb. Note that the v
mouse pointer changes from an arrow to a
hand. This means you can drag the note to
another location.

v Press Escape. The thumb of the note that was currently being edited will be highlighted,
indicating the note is selected.

1. This value may be different for non-English implementations of Elluminate Live!
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There are also keyboard shortcuts you can use to select notes:

Function

Precondition

Windows & Linux/
Solaris Shortcuts

Mac OS X
Shortcuts

Select the previous note

Initial note is selected

press Up Arrow
twice

press T twice

Select the next note

Cursor is within text of
note

press Enter twice

press Enter or
Return twice

Initial note is selected

press Down
Arrow twice

press | twice

Select the note you are
currently entering or
editing

Cursor is within text of
note

press Escape

press Escape

Inserting Notes

Typically, when you are first entering your notes, you will simply press Enter to create a new note
beneath the existing note. However, you can insert new notes anywhere in the Notes editor — when
initially entering them or editing them later. The existing notes will reflow automatically to make
room for the new note.

Other than inserting a note below the existing note, you can insert new notes
= before the existing note,
= between existing notes, or
= anywhere in the Notes editor.

Use keyboard shortcuts to insert notes:

Windows & Linux/ | Mac OS X Shortcuts

Solaris Shortcuts

Function Precondition

selected

Down Arrow

Insert a new note Cursor is within Enter Enter or Return
immediately below the text of note
existing note

Initial note is Enter or Enter or Return or |
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Function

Precondition

Windows & Linux/ | Mac OS X Shortcuts

Solaris Shortcuts

Insert a new note
immediately above the
existing note

Initial note is
selected

Up Arrow 1

Use a click of the mouse to insert new notes:

To insert a new note between two existing

notes, click between the two notes (either

between text or thumbs).

To insert a new note anywhere in the Notes
editor, click any blank area in the Notes editor.
(For example, you may want to leave blank
areas to remind you to go back and fill in further

details later on.)

@ Notes El
l,'__‘: l,_b ,_a Size: l,_ﬁ
s

Listening is an essential lzarning tool,
however, research shows that humans are
poor listeners. Individuals can recall only
50% of what they hear and, of that, 20 to
30% in incorrect! Thus, taking notes is

essential ko student learning!

Taking Notes

‘While many students view note taking as
an activity conducted simply in lectures,
solid note taking skills require preparation
and reflection as well, Your

,_—",_“,_a Size: ,ﬁ-

L

This is my First note,
This is my second note.

This is my third note. %

This is my Fourth note that I've inserted
way down in the Nates editor -- leaving
room For ather notes befare it.

/" Each note has an internal timestamp (not visible to you) that keeps it
synchronized with its associated activity within the session. When you enter a
new note between two existing notes, the timestamp of the new note will be a
relative time between the timestamps of the two existing notes.
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Moving Notes

Notes can be moved up and down and reorganized

. . . @ Notes '
freely using the mouse. Other notes will automatically == rg|
reflow if needed to make room for moved notes. = g @ s i
1. Click on the thumb of the note you want to This is my First nate. A
move. When the mouse is hovering over the
thumb, the cursor changes to a hand to indicate
it can be grabbed This is my third naote.
) Q This is my second nate.
2. Hold down the mouse and drag the note
vertically to the desired location.
3. Release the mouse to drop the note. This is my Fourth note that I've inserted
way down in the Notes editor -- leaving
room Faor other notes befare it.
W
You can also use keyboard shortcuts to move notes:
Function Precondition Windows & Linux/ Mac OS X
Solaris Shortcuts Shortcuts
Move the selected note Note is selected Alt + Up Arrow X1
above the previous note
Move the selected note Note is selected Alt + Down Arrow T

below the next note

/" Each note has an internal timestamp (not visible to you) that keeps it
synchronized with its associated activity within the session. When you move a

note between two other notes, the timestamp of the moved note will be a relative
time between the timestamps of the two other notes.

Deleting Notes

To delete a note, select it (click on its thumb) and press Delete or Backspace.

Printing Notes

To print notes, you must export the Notes document as a .txt file (see Exporting and Importing
Notes Documents on page 253), open it in a text editor and use the text editor’s print facility.

/" Exported .txt files do not retain time stamp and formatting information.
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Viewing Presenter Notes Imported with a Presentation

Sometimes Moderators include a presentation’s presenter @ Notes x|
notes when they load a presentation into the Whiteboard. =T T —
These notes will appear in your Notes editor, where each . size: |{H v mw

presenter note becomes a separate entry and is prefaced with _
[Inported Presentation Motes]

the name of the associated slide (as shown in the screen When you load a FowerPoint

capture to the right). or Opendffice.org
presentation into the

If you already have notes within your Notes editor, the Uhiteboard, you are given

the option of importing the
presentation’s presenter
notes as well.

presenter notes will be appended to the end.

Saving Notes

[HMotes are appended]

You never have to save notes because Notes documents are I any session attendes
already has notes within

saved automatically to your local hard drive. their Notes editor when you

import a new presentation,
the presenter notes will be

Managing Notes Documents sppended to the end.
[Motes appear in Notes
Opening the Notes Documents List fgiz:‘r‘lrhnm e . @

The Notes Documents list displays a list of the sessions for
which you took notes. It is always closed when the Notes window is first opened in an Elluminate
Live! session, as the primary purpose of the Notes window is to take notes for the present session.

There are two ways to open the Notes Documents list: Manage Notes button

v’ Click on the =7 Manage Notes button. @ Notes

T r_f’ .-_¢ Sizer |12 w

v" Drag the divider down using the mouse.

The Notes Documents list displays the date and name of | P2 Session

) . . . ORIENTATION SESSL... [P
each session that has notes associated with it. Sessions ORIENTATION SESSION
are always listed in reverse chronological order; this March 23, 2007 ORIEMTATION SESSION
order cannot be changed. March 23, 2007 £ SPECTRAL ANALYSIS v
Selecting any Notes document in the list displays its :'hzlr.l“ f,:z ﬂﬂﬁﬁﬁ;ﬁfﬁ . E,I.;a:;ec::;d °
notes in the Notes editor below.

Dragging the divider will open it v
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The Notes document for the current session is
highlighted in bold. wlie X

. =Ty _ﬂi Size: |12 W s
You can select multiple Notes documents.! When they | =) 12 8 I:I =]
are for different sessions then nothing is displayed in e SEHE

. . Today DRIENTATION SESSTON A
the Notgs editor. When they are for the same session, Vestorday ORENTATION SESSION 8
the multlple Notes documents will be compounded March 23, 2007 ORIEMTATION SESSION
(merged) and displayed as one. See Using Compound 007 SPECTRAL AMALYSIS
Notes on page 257 for details. March 19, 2007 ORIEMTATION SESSION

e

When no Notes documents are selected, the Notes As recently as the 10th century, many =

people thought that it wounld be impogsible
to determnine the chemical composition of
the stars. Smee then, astrophysicists have

proved them wiong --- nsing spectiogcopy.

editor is blank.

w

Searching Notes Documents

Over time, your list of Notes documents will grow and locating a specific session document by
scrolling the list may become increasingly challenging. The Search Notes Documents feature can
be used to filter the Notes Documents list by allowing you to display only those Notes Documents
whose session name contains your specified search string.

@ To display the Search field, you must first open the Notes Documents list
by clicking on the ._-“‘ Manage Notes button.

Session dates are not searchable. Sessions are
. . . .. @ Notes E]
listed in reverse chronological order and it is

easy for you to scroll to the desired date. ‘ —“’| iy | @ siee: 12 v (anal | i
To perform a search, type your search string in | == Zession

h h field h . - March 23, 2007 SPECTRAL AMALYSIS N
the Search field. Searches are case insensitive Movember 3, 2006 Pattern Recognition & Analysis B
(no distinction is made between upper case v
and lower case letters). v
The list of Notes documents is updated

dynamically as you type. b

7 The Search field cannot be used to search the text within notes in the Notes
editor. Therefore, it is hidden when the Notes Documents list is closed.

1. Select the first Notes document and hold down Control ( 3 on the Mac) as you select the remain-
ing notes.
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Exporting and Importing Notes Documents

You can share your notes with someone else by exporting and importing Notes documents.
Perhaps someone could not attend a session and would like to review your notes while playing a
recording of the session. Or maybe two of you (who both attended a session) would like to
compare notes.

You may also want to export notes to open them in another application to edit or print them.

Exporting Notes Documents
Notes can be exported in one of two formats.

=  For sharing notes with others to use within an Elluminate Live! session, export them as
Notes documents (.eln files).

=  For importing notes into other applications, export them as text files (.txt files).

Notes Document (.eln file): An .eln document is the format used within Elluminate Live! It is not
suitable for importing into other applications as other applications cannot interpret them (making

them unreadable). However, as .eln files retain all timestamp and formatting information, they are
the format required to share notes with others. When imported back into Elluminate Live!, they are
perfectly readable.

Text File (.txt file): A .txt file can be opened by any

o [ORTENTATTON SESHTON]
application that reads text files. Because .txt files do not | [March zs, zooo]

. . . . . [Viwian]
retain time stamp and formattlng 1nf0rmat.10n, they‘ A .txt File can be opened by any
cannot be used to share notes with others in Elluminate | application that reads text files.
Live! However, if you want to edit or print a Notes [Vivian]

document in another application, export them as .txt Because .txt files do not retain
. . . time stamp ahd formatting
files as the notes will be in a readable format (as in the information, they are not a good

sample to the right). choice if wou want to share notes
p g ) with aother.

@ Another way to export notes is simply to copy and paste them into another
application. As with exporting via a .txt file, the text formatting (bold, italics, etc.)
will not be retained.

It is possible to export either one or multiple Notes documents at once.

/7 If the multiple documents pertain to the same session (same name and
date), they are automatically compounded into a single file during export. See
Using Compound Notes on page 257 for more information.
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To export Notes documents, follow the steps below:

1. From the Notes Documents list, select the

Notes document(s) you want to export.! — = = —
ey P =|To @ s [evl[ | Iy
2. Click on the | i Export Notes button at the

Date Session
top of the Notes window. The Save file dialog |rpg4y ORIENTATION SESSION A
will open. -

3. Browse to the directory in which you want to
save your Notes documents. (Elluminate
Live! will remember this location the next

i Export Hotes button

time you export Notes documents.)

@ save
Save in: |B My Documents w | 53 'ﬂ|| E
Ty |5 Downloads (2] ty Pictures | Snagl
4 ; 3 =) ELM Help backup |25 My Received Files ) Snagl [ Apply to Al
My Recent =) Ming Pics [C5) My Videos [C5) Snagl o
Diocuments Use same Folder
El__] My Du:u:ll.lments [C5) Mew Folder and File Format For
F['-' My Music =) Rachel phatos all other documents
< | >
Desktop
File name:  |06-10-09-ELIVE 8.5 SESSION N
‘ _.J ‘ Files of type: | Mate Dacuments (*.eln) “

March 23, 2007 RIEMTATICN SESSION

Movember 17, 2006
Movember 3, 2006 Pattern Recognition & &..,

Moke Documents (*.elm)

4. Select the file format in which you want to save your Notes documents.

5. Enter a name for your Notes document. (See Notes Document Filenames on page 254 for
further information.)

6. If you are exporting multiple documents, and you want them all to be saved in the same
format and in the same location, check the Apply to All checkbox.

7. Click on Save. If you are saving multiple notes files at once, you will be required to click
on Save for each one.

Notes Document Filenames

By default, the file name of an exported Notes document is named as follows:

<Date>-<Session Name>.eln

where <Date> is the date the notes were taken and <Session Name> is the name of the session
for which the notes were taken. The format of the date is determined by your system preferences.

1. To select more than one Notes document, select the first document and hold down Control ( & on
the Mac) as you select the remaining documents.
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7 It you change the name of a Notes document during export, and import the
renamed document back into Elluminate Live!, the name within the Notes
Documents list will be the same as it was before export — it will be listed using
the name and date of the session for which the notes were taken.

Importing Notes Documents

Imported notes behave the same way as notes that
were created locally. They can be viewed, edited,
deleted and reorganized just like local Notes
documents.

To import Notes documents, follow the steps below:

1.

2.

Click on the | @ Import Notes button at the
top of the Notes window. The Open file
dialog will open.

7 Only .eln files can be imported as
only they contain the information
required by Elluminate Live! — such as
timestamps and formatting information.

Select the document(s) you wish to import.

@ Open

Import Hotes button

S|l @ == =8> g
Session
ORIENTATION SESSION ~
ORIEMTATION Y T
March 23, 200 SPECTRAL ANALYSIS
March 15, 2007 ORIEMTATION SESSION
Mowvember 17, 2006 Latin Class L3
Mowvember 3, 2006 Patkern Recognition & 4.,
| fuinl -l hi- T, H v
. ~
. Note Taking =
Listening
Listening is an essential learning toal,
however, research shows that humans are 3
nnnnn lisk Temdivsicd =l e mim e =l sl

Laoak in: |;g sample Files on 'fs1}datalDocumentation . V| 53 ,5'||E|

X

[ QA Cantent
EI Maote-Taking Intro Compounded. eln

D

Iy Recent E| Mote-Taking Inkra.eln

Documents =) poketakingintro20070403104703-0600400. &ln
F‘[‘_‘

Deskiop

File: name: |'|:| Compounded.eln

Moke-Taking Inkro.en” |

[ Qpen ]

)

Files of type: |Note Documents (+,&ln)

v

Cancel
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3. Click on Open. The imported Notes
document(s) will appear in the Notes
Documents list. (If the Notes
Documents list was previously closed,
it will be opened to display your
imported Notes document.)

If you import notes from someone
else for a session for which you
already have your own notes, or if you
import more than one set of notes for
the same session, Elluminate Live/
will distinguish the Notes documents
by appending the authors’ names to
the session name (as in the example to
the right).

‘,—:,Q,(‘ Size: 12 | | | Lii
Dake Sessian
Today ORIENTATION SESSION ~

Mote-Taking Intro (Ricksy)
k Moke-Taking Inkro (Lucy)
ORIEMTATION SESSION
SPECTRAL AMALYSIS
ORIEMTATION SESSION

L] P R B Tn L —ki |

|

Compounded notes is a nice Feature that lets you view
multiple note documents simultaneously in the Notes
window.

Or you might have complementary infarmation in two
documents that you want to see simultaneously.

IF you have multiple note documents For a particular
session, they will appear as separate lines in the list of
sessions of the Mokes window. b’

/" Imported Notes documents are copied to the Notes storage directory.
Therefore, the original notes files you imported are no longer required and, if you

like, you can delete them.

Deleting Notes Documents

When you delete a Notes document, it is
removed from the Notes Documents list and
deleted from the Notes storage directory.

V Be careful when deleting
Notes documents — deletion is
permanent.
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ORIENTATION SESSION
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To delete Notes documents, follow the steps below:

1.
2.

From the Notes Documents list, select the Notes document(s) you want to delete.!

Click on the _'M Delete Notes button. A
message dialog will appear, asking you to

confirm the delete operation. 9 Are vou sUre you want ko delete the notes
\‘-‘f’ for the selected sessions permanently?

Delete Notes

Click on Yes to complete the deletion.

Deleting the Notes Document for the Current Session

If you try to delete the Notes document for the current session, it will remain listed in the Notes

Documents list since the current session must always have a Notes document open into which you
can enter notes. However, the contents of the Notes document (the actual notes) will be deleted. If
you do not enter new notes before the session ends, no notes will be saved for the current session.

Using Compound Notes

Elluminate Live! lets you view multiple Notes documents simultaneously by compounding
(merging) the documents together as one in the Notes editor. This is a great way to compare your
notes with those written by someone else for the same session.

1. To select more than one Notes document, select the first document and hold down Control ( & on
the Mac) as you select the remaining documents.
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When you have multiple Notes documents for a @ Not
. . . . ores
particular session, they appear as separate items in

the Notes Documents list. The name of each author | ._‘:| | G @ s |12 ™ | | | |
is appended to the session name. Date Session

In the Notes editor, each note is prefaced by the
name of its author. The notes are sorted by
timestamps (not visible to you), just as they are in a
single Notes document.

A compound Notes document behaves like a
“normal” document. You can add, move, edit or
delete notes. The changes you make are saved to
their respective underlying Notes documents. In the
example to the right, if you edited the first note, it
would be saved to Ricky’s Notes document.

When you add new notes, if you are the author of
one of the underlying Notes documents, the new
notes will be added to your Notes document.
However, if you didn’t author any of the underlying
documents, the new notes will be added to the first
underlying document (the first one listed in the
Notes Documents list). In the example to the right,
Vivian’s note will be added to Ricky’s Notes
document.

If you want to save the compound notes, you can

Today ORIENTATION SESSION A

Moke-Taking Inkro (Ricks

Mote-Taking Inkra (Lucy)

Ricky
Compounded notes is a nice feature that lets
wou view multiple note documents

simultaneously in the Notes window.

Lucy
If you took notes during a session and
you want to compare your notes with
those of someone else, use the
compound notes feature.
Wivian
I can add my own notes to compound
notes. This is my comment on Ricky and
Lucy's notes.
Ricky
If you have complementary information in bwo
documents that you want to see
simultaneously, use the compound notes
feature,

Luiy
When two people take notes of the

merge them into a single document by exporting them. (See Exporting Notes Documents on
page 253.) Once exported, it can be managed like any other Notes document (e.g., searched,
deleted, compounded with yet another Notes document, etc.).
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Viewing Notes in a Recording

Notes are tied to events in a session via an internal
clock. When viewing a recorded session, the Notes
window automatically moves a marker (arrow)
through the notes to point to the notes that were
entered at specific times during the session.

The Notes window does not automatically open
when you begin playing a recording. You must open
it manually (see Opening and Closing the Notes
Window on page 242).

If you pause, rewind or forward the recording, the
marker will move in the Notes document in
accordance with the current time of the recorded
session.

If the current note is out of view, the editor will scroll
to it automatically. The arrow marker is always
aligned with the top of the note. However if the note
is significantly taller than the arrow, a vertical tail
will cover the entire height of the note to make sure
the indicator is always visible.

@GN

B @ slzvl |
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X

otes

Their sense of hearing is excellent, and their 2
evesight is the best in the entire animal

woarld, Mot anly can hawks see greater

distances than humans, but their visual

acuity (the ability to see dearly) is sight times

that of ours, Hawks also see in color,

In many animal species the males are larger
and stronger, but in hawks the difference in
size between the sexes is reversed, and
females are larger. This sexual difference is
often appreciable. In some species such as
the Sharp-shinned Hawks, females can weigh
twice as much as the males,

In the West, hawks typically breed in the late
spring or early summer, Most hawks pair for
life, but if one partner dies, the other wil
quickly find a new mate. Some pairs remain
together year round; others may separate
after the breeding season. 7

_/ If no notes were taken for the recorded session, a new blank Notes
document will be created, allowing you to enter notes about the recording.

Editing Notes in a Recording

Other than the arrow marker, there is basically no
difference between notes in a recording and notes in
a live session. Notes can be edited, inserted and
deleted while you play a recording in the same way
as can be done during a live session. (Refer to
Taking Notes on page 243 and Working with Notes
on page 247.) Just like notes in a live session, they
are automatically saved and any changes will over-
write the original notes file.
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times as much, ~

Hawlks are effective predators, They catch,
kill, and eat a wide varigty of other animals in
order to survive, This predation is not mean
or cruel, It has been going on For millions of
years and is, in Fact, a necessary Function

which helps to maintain nature's balance,
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Notes in Recordings

When you select a note, and it is the current note at

this point of the recording, the arrow marker changes ~[FESRESEEES
from gray to the highlight color for your operating ._“;| & | @ s [12 v | |
system.

Hawks are effective predators. They catch,
kill, and eat a wide variety of other animals in
arder to survive. This predation is not mean or

While you edit the text of a note, the recorded

session continues and the arrow marker moves to the cruel, It has been going on for millons of

t notes in th der th tak vears and is, in Fact, a necessary function
NExi notes in the order they were taken. which helps to maintain nature's balance.
Subsequently, as the Notes editor scrolls down, you Note: add more info here on introducing

non-indigenous species to an

may lose sight of the note you are editing. ecosystem.

Although all hawks have certain basic

@ Pause the recording to keep the similarities such as keen evesight, hooked —
. . K beaks and taloned Feet, a wide diversity of
note you are edltlng in focus — dlSplayed Forms exists among them. For instance, an
within the visible portion of the Notes American Kestrel weights only 4 ounces, while
. a Bald Eagle can weigh 13 pounds - 52 times
editor. as much.

Their sense of hearing is excellent, and their
evyesight is the best in the entire animal world.
Mot only can hawks see greater distances w
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Chapter 15: Miscellaneous Windows

Besides the basic panels that appear in the Main window (Participants, Chat, Audio, and
Whiteboard) you may have access to additional windows.

Some of the windows described in this chapter are launched by the Moderator and will appear in
front of the Main window.

Timer Window

The Timer in Elluminate Live! is a clock that Moderators can use to effectively manage sessions. It
can be useful in helping you pace yourself and stay on track with your assignments. The Timer
appears in its own separate window on your desktop, showing the time counting either up or down,
depending on how the Moderator has set the Timer.

You can hide, show and move the Timer window at any time.

Minute indicator

Hour indicator Second indicator

Close button Timer gl

Message ——f———# assignment 2 Assignment 2

e —*% 04:15:38 | L)l 04:15:14

When the Timer has expired, you will be notified by an audible tone and/or visual notification
(such as the one below). Anyone in the session can turn their own audible and visual notifications
off. For details, see Setting Notification Preferences on page 11.

C{:: The “Assignment 2° timer has timed out.

Dismiss

Hiding and Showing the Timer Window

Both Moderators and Participants can hide and show their own Timer windows. This will not
affect whether or not the Timer window is shown to, or hidden from, others in the session.
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Timer Window

The Show/Hide Timer Button

When the timer is running, the E—;‘- Show/Hide Timer button is added to the Elluminate Live!
toolbar. This button can be toggled back and forth to hide and show the Timer window.

When the Timer window is visible (as when the Timer first starts), this button is the Hide Timer
button (highlighted in white). When you click on the Hide Timer button, the button changes to the
Show Timer button (no highlighting). To make the Timer visible again, click on the Show Timer
button.

Hiding the Timer

Hiding the Timer window does not interfere with the time (does not stop the timer). There are a
few ways to hide the timer:

v" Click on the f-:j Hide Timer button on the toolbar.
Click on the Close button in the Timer window.

v
v' Enter Ctrl+W ( 8 W on Mac).
v' Enter ALT+F4 (Windows, Linux and Solaris only).

_/ Whenever a new Timer is started, the Show/Hide Timer function is reset —
the timer will be visible.

Showing the Timer
To bring a hidden Timer window back into view, do one of the following:

v' Select Timer from the Window menu.

v" Click on the f-:j Show Timer button on the toolbar.

Showing and Hiding the Timer from within the Mini-Controller

If a Timer is running, you can view it through the Mini-Controller (see 7he Mini-Controller on
page 37).

When you switch to the Mini-Controller, the Timer is hidden. To show the Timer, click on the f-:j
Show Timer button. The Timer will appear as a fly-out panel attached to the Mini-Controller.

Assignment 2

» 00:02:13

Page 262



Elluminate Live!
version 10.0

@Zumma‘fz Livel

To hide the Timer, click on the %) Hide Timer button. The button will revert back to the Show
Timer button.

Bringing the Timer into Focus

When you have a number of windows open, you may want to bring the Timer window into focus
(make it the active window). To do so, select Timer from the Window menu.

/7’ The Timer item is present in the Window menu only when the Timer is
enabled (running or paused).

Moving the Timer Window

You can move the Timer by dragging the window’s title bar.You can move it either inside or
outside of the Elluminate Live! window (if it is inside, it will always remain on top).

The Timer window will appear in the same location each time a new Timer is started — until you
move it again.

Quiz Window

The Moderator is able to administer multiple choice and short answer quizzes during the session
using the Quiz Manager feature. A quiz consists of questions and the results can be published for
the Participants to review.

Responding to Quiz Questions

When a Moderator administers a quiz, the Quiz Manager window will appear in front of your main
Elluminate Live! window, displaying the first question. If the Moderator set a time limit for the
quiz, the time remaining will be displayed in the lower right corner of the Quiz Manager window.

& Quiz Manager f'5_<|

Game Show Trivia &-

? In 2004, what T.V. game show had the highest all time winning participant?
[] Let's Ialze a Dreal
] Willionaire
[ Jeopardy
[ Wheel of Fortune

| 4150 ]
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Quiz Window

To answer the quiz questions, in the Quiz Manager window,

Select a response for multiple choice questions or enter your answer into the text box provided for
short-answer questions.

Use the i « » ® arrow buttons or drop-down menu (shown below) to navigate between
questions.

@ Quiz Manager rg|
Game Show Trivia %
4 < B Bl |5/5-Whowas the original host of the The $25,000 Pyramid |
= T LTCCLE = L= e = 1= paL= | TT o s TIgr T T AT LRIRLE L= == ==

215 - Who is the host of Wheel of Fortune?

35 - What is the name of the person that turns the letters on Wheel of Fortune?
O Dick 415 - Who was the original host of America's Who Want's to Be a Millionaire?

5/5 - Who was the original host of the The $25,000 Pyrarmid

Once you have completed the quiz, click the E%« Hand In button.

You will receive a message querying whether you wish to hand your quiz in. The message will
also inform you if you have not answered all of the questions. Click Yes to submit the quiz. Click
No to return to the quiz.

Viewing Quiz Results

Once the quiz has been completed the Moderator may show the results. You will be able to view
each question along with your response and the correct response (identified with a green
checkmark). A summary of the responses from all of the Participants will be displayed graphically.
Use the i « » ® arrow buttons or drop-down menu (shown below) to navigate between
questions.

@ Quiz Manager, &l

Game Show Trivia %

[] Dick qf 415 - who was the original host of &merica's Who Wwant's to Be a Millionaire?
qf 5/5 - who was the original host of the The $25,000 Pyramid
v‘ Bill Cullen

[] John Dawidson o)
[ Howie Mandel o)
Mo answer I 3 ¥ (1

4/5 correct answers, 1 must be marked by the instructor,
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Web Tour Window

There are two ways for a Moderator to show session attendees web sites: in a Web Tour or a Web
Push.

The Web Tour window will appear in front of the Main window. In a Web Tour, the Moderator, as
the tour guide, has more control of what you will see. If you are viewing the web site via the Web
Tour window, you can browse on your own within the site. The moment the Moderator moves
within the Web Tour window (clicks on a link or pushes you to a different URL), you will move
with the Moderator.

With a Web Push, the Internet URL opens up in your own web browser. This window is outside
the Elluminate Live! session and you have full control of your own windows — you can type URLs
into the browser, use your own bookmarks and close the window. When the Moderator moves to
another web page (pushes you to a different URL), that page will open up in a new browser
window.

To start or view a Web Tour, you must be one of the following systems:
= any supported Windows system
= any Mac OS X 10.6 or higher running a 32-bit or 64-bit JVM
*  Mac OS X 10.5 running a 32-bit JVM

If you are on one of the following systems, you will be able to perform or view a Web Push only.
Therefore, when a Moderator starts a Web Tour, users on these systems will see the specified web
page open in their default web browsers (a Web Push):

* any Linux or Solaris system

=  Mac OS X 10.5.x running a 64-bit JVM (Java 1.6)

In Elluminate Live! 8.5 recordings, Mac OS X users will see Web Tours as
Web Pushes, where each page of a Web Tour will open in a new external web
browser window.

soLaris é If you are running Linux or Solaris, in order to see both the Web Push
browser window and Elluminate Live! at the same time, you may want to select
the Minimal Window Layouts (Narrow or Flat), so that the Whiteboard is hidden.
You will be able to move the browser window into the vacated Whiteboard area.
When the Moderator finishes with the website, you will be askedto close your
browser and return to the Elluminate Live! window.
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Web Tour Window

/" Inaweb tour, if you get an error (displayed in the Web Tour window)
something like “This program cannot display the webpage”, it may be because
you are connected to the Internet through a proxy server and need to turn the
Popup Blocker preference off. For details, see Enabling Popups in the Browser
(Windows only) on page 266.

Enabling Popups in the Browser (Windows only)

The web browser embedded in Elluminate Live! is, by default, configured to block popup windows
during web tours. When you are connected to Elluminate Live! through a proxy server that
requires you to enter authentication information, the Popup Blocker will prevent the authentication
dialog from “popping up” and you will not be able to provide authentication credentials to the
proxy server.! In this case, you need to disable the Popup Blocker the Preferences dialog.

/ This preference setting is available on Windows systems only.

1. Open the Preferences dialog in one of the following ways:

v From the Tools menu, select Preferences... (Windows, Linux & Solaris)
From the Elluminate Live! menu, select Preferences (Mac OS X)

v Enter Ctrl+Comma (Windows, Linux & Solaris)
Enter 3 , (Mac OS X)

2. In the left pane of the Preferences dialog, select Popup Blocker under Web Tour. The
Popup Blocker preferences panel appears.

@ Preferences fil
-Display Settings Y
‘-Viewing Options 0 The embedded web browser can be configured to blodk
B8 Video popup windows, When used with a web proxy requiring

user authentication, this can prevent the popup used to

?""DEWEE Disconnection provide authentication credentials to the proxy.

%----Frame Rate
L WNindow Settings If you are using an authenticating web proxy, you should

Wb Tour turn this off.

o nup Blocker

& # Vihiteboard Block Popups
E'----O|:|E|'|CI1"ﬁce.u:ur5|

[ Restore Defaults + l

<

3. De-select Block Popups.

1. You will get an error something like, “This program cannot display the webpage.”
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4. Click on OK to save your preferences and close the Preferences dialog, Apply to save
your preferences and leave the Preferences dialog open or Cancel to close the Preference
dialog without saving any of your changes.

When you change the Popup Blocker, Elluminate Live! will remember this setting each time you
join another session.

7 You can restore your Popup Blocker to the default. For details on restoring
default preferences, see Restoring Default Settings on page 8.

Multimedia Window

The Multimedia feature allows a Moderator to play a multimedia file or a multimedia URL in your
session.

/' The appropriate players must be installed to view these files. The
Multimedia feature will first attempt to play the file in the Multimedia window
and if this is not possible, it will then attempt to open the file up in your machine’s
supported media player.

If the Multimedia window is open on your screen, when the Moderator closes their Multimedia
window, the Multimedia window will close on your screen.

Session Plan Window

A Moderator may use an Elluminate Plan! session plan to conduct the session and may (or may
not) show that plan to all session attendees. Session plans are created in a standalone desktop
application called Elluminate Plan! They are essentially a session outline that automates various
session activities, helping the session Moderator run the session. As a Participant you cannot
interact with the session plan, only view it, save it or print it — and only if permitted by the
Moderator.
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Session Plan Window

If a Moderator selects the option to show session plans to Participants, your Session Plan window
will open automatically, displaying the Plan Outline. The window has the following components:

Close
Save Print Window
Title har @ Session Plan - GettingStartedModerator E|
Tool bar L-‘J [P
"  GettingStarted -
. # G0 ko Screen “Ellurinate Live! Moderakor
Training"
Covered ducti
indicators Introduction
| » Welcome ko Gething Sharked with Elluminats Live)
For Moderators braining,  This s the First of three - Scroll bar
rasses that will Feach vou how ko lzad an
Elluminate Live) session,
Progress —_ ,|:> # Gota Screen “Getting Starked with Elluminate
marker Live! For Moderatars"

/# G0 ko Screen "Introductions"
4 Go ko Screen "Warld Map®
User Interface Overview
T Present
# o ko Screen “The Moderator Interface”

n 1 I ) TR, SR

Closing and Reopening the Session Plan Window
To close the window, do one of the following:

v Enter Ctrl+W ( 8 W on Mac).

v' Enter ALT+F4 (no Mac equivalent).

v" Click on the Close Window button in the title bar of the window.

To reopen the window, select Window > Session Plan.

Saving Session Plans

Participants can save session plans only as plain text — not as fully functioning session plan files.
The plain text version contains only the text that is displayed by the session plan for Topics,
Actions and Text Items, indented appropriately to reflect the Plan Outline.

@ A plain text outline can be useful as a basis for taking class notes.
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To save a session plan file, do the following:

1. Open the Save Session Plan dialog by doing one of the following:

v" Select File > Save > Session Plan.

v Press Ctrl+S ( 8 S on Macintosh).

/' Ifyou have the main Elluminate Live! window in focus
(rather than the Session Plan window), when you press the
keyboard shortcut, you will be presented with a dialog from
which you need to select Session Plan from a list of printable files
(others are Chat Conversation and Whiteboard).

v" Click on the Save button in the Plan Outline toolbar.

2. Select the file type in which to save your session plan — .elpx for native format or .txt for a

plain text file.

2. Enter a name for your saved file and click on Save.

Printing Session Plans

Participants print session plans. The printout will include only the text that is displayed by the
session plan for Topics, Actions and Text Items, indented appropriately to reflect the Plan Outline.

To print a session plan, do one of the following:

v" Select File > Print.
v’ Press Ctrl+P ( 8 P on Macintosh).
v" Click on the Print button in the Plan Outline toolbar.

@ If required, first specify your page setup options in the Page Setup dialog
(File > Page Setup).
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Chapter 16: The Graphing Calculator

To display the calculator, select Graphing Calculator from the Window menu. The calculator is
displayed in front of the other windows. Resize or re-position the Graphing Calculator window as
desired.

G Graphing Calculator [‘S__<| Cloze Window button
W axis
¥ oaxis
Select Poirt button
haorvee Yisible Area buttan
Zoom Out button Grid Spacing menu
Zoom In button Privacy menu

Restore Defaults buttor

_ — ]
v=| 8| (<=5 Evaluate butt
Function boxes ! [ Evaluals butlans
v=| Y 2=
* Range Y Range History menu
Set Display Region boxes —— M-E.Dunu | |s.0000 | M-S.mun | |5.0000 |
hdinimum X value Winimum % alue
Mazximum X Walue Maxitmum % Walue

Opening and Closing Graphing Calculator Window

To open the window, select Window > Graphing Calculator.

Closing the Graphing Calculator window will not affect any of the work you have already done —
it just closes the window. To close the window, do one of the following:

v' Enter Ctrl+W ( 8 W on Mac).
v' Enter ALT+F4 (Windows, Linux and Solaris only).

v" Click on the Close Window button in the title bar of the window.
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Private and Shared Calculators

The Graphing Calculator feature supplies everyone with two calculators: a private and a shared
calculator.

Anyone can open and use their private calculator, which is visible only to them. Participants do not
need any permissions to use the private calculator, however, they can access it only if the Follow
Moderator option is turned off (which it is by default).

The shared calculator resides on the Moderator’s application. The Moderator must give each
Participant the Calculator permission in order to use the shared calculator. No permission is
required to view the shared calculator.

Both Graphing Calculators function identically.

Switching between the Private and Shared Graphing Calculator

You can switch back and forth between calculators when 1) the Follow
Moderator option is turned off and 2) you have been granted the calculator v|[shared [+ Ey

permission by the Moderator (so you can access the shared calculator). To
switch between the two calculators, select Shared or Private from the drop Shared
down menu in the Graphing Calculator window. wllz=..

The information on your private calculator does not change or get deleted when you switch
between private and shared calculators.

Using the Shared Graphing Calculator

If the Moderator selected the Follow Moderator option for the calculator, your shared calculator
displays exactly what the Moderator has displayed on his or her shared calculator. You may use
the shared calculator only if the Moderator has given you permission. You will not be able to close
or switch to your private calculator when the Moderator has Follow Moderator selected.
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Graphing Functions Using the Calculator

You can enter only explicit functions in the Graphing Calculator. The calculator allows you to plot
two functions on the same grid. If your function contains a variable, it must be represented by an x.

1. Type your function in the Function box and press Enter to graph it.

@ Graphing Calculator [‘5_<|

[] Fallow Moderatar

W2

w=xinx]

QR E: vl [

Y= w2 v|[><=... ]
¥ = |sin(><]| v||x= i
AwRange————— YRange
M-S.unnn | s.o000 | M-S.nnnn | s.0000 |

2. Optionally, you can enter a second function in the second function box. Your first function
is graphed in blue, the second in red.

Entering Mathematical Operators and Functions

The following table lists the allowable mathematical operators.

Type To perform this operation...
+ Add

- Subtract

* Multiply
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Graphing Functions Using the Calculator

Type To perform this operation...

/ Divide

A Exponent

() Parenthesis (to indicate order of operation)

Use the following abbreviations for these functions and numbers.

Type To represent this function or number...
sqrt Square Root

abs Absolute Value

log Logarithm (base 10)
In Natural Logarithm
sin Sine

cos Cosine

tan Tangent

csc Cosecant

sec Secant

cot Cotangent

asin Arcsine

acos Arccosine

atan Arctangent

pi i

e e
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/7 Trigonometric functions are graphed in radians.

Displaying the Function History

Both function entry fields maintain a history of the ten most recent functions that you graphed.
When you exit the session, all the functions are erased.

Click the drop down arrow button next to the function field to display the history of graphed
functions for that field.

\EHE@MU.D v | private v|m
- X=...

Evaluating Functions

1. Enter a value or expression for X in the Y= text box.

@E@Hihl.ﬂ || Private \qm
=[xl v|[x=.]

- | v/ (=]

-5.0000 | |5.0000 -5.0000 | [s.0000 |

"X Range——— "'f Range

2. Click the button to evaluate Y for the given value of X. The Solve Function dialog
box appears.

Solve Function x-1 &l

Salve For v where x =
2 v

Mark the resulting point on the grapke

(09 H Cancel ]

Doc Revision 1.0 Page 275



Selecting and Displaying Points on the Graph

Select the option Mark the resulting point on the graph if you want the coordinates of the
result plotted on your graph.

Click OK to accept your changes and dismiss the dialog box. Your result is displayed in
the Solve Function information box.

Solve Function x-1

\5) y=1l.0atx=2.0

Click OK to dismiss the information box and view the coordinates on your graph. The
coordinates are displayed and plotted on the graph. You can zoom out or move the display
region to view the plotted coordinates on your graph.

@ Graphing Calculator r‘s_<|

QI e[

Y= v"x_ i

Selecting and Displaying Points on the Graph

Select the 4~ button on the calculator and then click a point on the grid. The point is identified
with a green X and the x- and y-coordinates for the point are displayed to four decimal places.

(-4.3333,-3.9352)

Page 276



Elluminate Live!
version 10.0

@Zumimah, Livel

To display an x- or y-intercept or a point of intersection

1. Select the = button on the calculator.

2. Drag a selection box over a region that contains an x- or y-intercept or a point of
intersection of two functions to display the coordinates for a point.

N |
| Mm

If you select a region that has more than one point of interest, the point will be identified in the
following order of preference:

1. Point of intersection
2. x-intercept
3. y-intercept

If you select a region that has more than one point of equal priority, only the point with the lowest
x-value will be plotted. Alternatively, you can re-select a region with only one point of interest.

/" The calculator displays the coordinates of only one point at a time.

Changing the Calculator Display Region

Setting the Display Region and Grid Spacing

The display region of the graph is defined by the X range and Y range values. The Grid Spacing
draws visible lines that correspond to tick points on the x- and y-axis. By default, the display
region is set at —5 to 5 for the X range, —5 to 5 for the Y range and the Grid Spacing is set to 1.

To display a different region of the graph, enter values for the X range and Y range and set the
Grid Spacing.

Q&)1+

V= |xt+2 W | =
W= |sin(x) w || %=
x Range x Range e
-J.oood | |S.0000 -4.0000 | |5.0000 po | |5.0000
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Changing the Calculator Display Region

Zooming In and Out

To zoom in, click the G-'\ button and then click the region of the graph you want to zoom in on.
You can zoom in as many times as you need until you see the level of detail that you require.

To zoom out, click the Q button and then click the display region. Click the display region again
to zoom out to see more of the display.

Moving the Graph in the Display Region

Click the 4-I+ button and then click and drag the display region to move the graph with your
mouse.

A

— &

-Iq 1.0 % ||Shared » || -ﬂ 1.0 w|[Shared ||
You can also re-position the display region by selecting the options on the Restore Defaults menu:

# |[Shared E ‘

IE m
Defaulk Graph Are
K= l

W

= Center Graph: This option is dependent on your current X and Y range and centers the
graph in the display region based on those values. If you had changed the grid size, this
option will not restore the grid defaults.

»  Default Graph Area: Centers the graph and resets the maximum and minimum Display
Region values back to the defaults (-5, 5 for both X and Y axes). If you had changed the
grid size, this option will not restore the grid defaults.
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