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SAS Overview

The Blackboard Collaborate Session Administration System (SAS) provides ASP
clients with the ability to

Register users

Create and schedule web conferencing sessions

Invite participants to the scheduled sessions

Allow access to recorded sessions

Generate usage reports and export data

arwpdPE

This guide is intended for the system administrators and provides an overview of
the SAS.

Getting Started

Blackboard Collaborate will create a Manager and an Administrator account for
each new customer and will provide you with the usernames and passwords.
This will allow you to access all of the SAS features.

To log in:

1. Goto https://sas.elluminate.com/site/external/login/user or your designated
website.

2. Enter their Username and Password provided to you by Blackboard
Collaborate and click Login.

User Login

Please log in by specifying your Username and Password

Username:

Password:

Lost your password?

Login °

You are now logged into you're My Schedule page on the server. From this
page you can view a schedule of sessions by selecting from the available options
and clicking Display Schedule.

A series of tools are available from Utilities. You can create sessions, create
user accounts, edit and/or view existing users and manage their privileges and
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settings. Many of the utilities are applets, which consist of a series of panels that
guide you through the steps.

A summary of the features and capabilities is provided in this document.

Creating Sessions Using the SAS

When scheduling sessions various settings are available including:
» Preload whiteboard, plan and multimedia content
= Assign multiple moderators
= Define various session settings
= Create and select a cost center
» |nsert teleconferencing information

Sample Manager Utilities Page

User Management @ Contact Management ©
#» Users Manage and Upload Users. #» Contacts Manage and Upload Contacts
Session Management @ Advanced Settings Management @
» Courses Manage Course Templates, Instances, Sessions. » Session Types Manage Blackboard Collaborate Session Types.
% Drop Ins Manage Drop n Templates and Sessions. #» Labels Wanage Blackboard Collaborate Labels.
P Meetings WManage Meeting Sessions, Defaults, and Email Invitations. » Levels MWanage Course, Drop In, Meeting and User Levels.

#» Redirect URLs WManage Session Redirect URLs.
File Management @
#» Files WManage Recording, MultiMedia, and Whiteboard/Plan Files. Cost Center Management L
®» Cost Center Manage Cost Centers.

Three types of sessions can be created in the SAS:
= Meetings
0 ASP clients are able to create online meetings using a simple
HTML interface or a series of panels. Two types of meeting
rooms can be created:
= One-time meetings: Sessions can be created for a specific
duration to conduct online training sessions or meetings.
= Open meeting rooms. Open rooms can be created over a
longer duration and can be used as virtual offices or as
virtual conference rooms. These meetings can be
available for a day, a week, a month or even a year.

For meetings, participants can be invited through a customized
email invitation, which provides information about the session and
contains a single click access to the session. Meeting invitations
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also include a link for adding the meeting to the attendee’s
Outlook calendar.

For meetings where the session participants are not known in
advance, a guest link can be provided which allows the
participants to identify themselves just before entering the meeting
— thus a single link can be emailed or posted on a website to allow
access to that meeting for as many people as are licensed by the
customer.

These meetings can be recorded for future access and playback.
The recordings can be easily played back by a single mouse click
on the link generated by the SAS.

= Courses

0 ASP clients are able to set up and define sessions that may run
over a longer duration and consist of multiple sessions. These
courses can be set up to deliver training programs or academic
courses. Administrators may restrict access to these sessions by
enrolling specific users in the sessions or by specifying levels of
access to participants. An email confirmation can also be sent to
enrolled participants and moderators.

In order to access these sessions, attendees must be registered
on the SAS and have a username and password. Moderators and
participants can then log into the Blackboard Collaborate website
at https://sas.elluminate.com/site/external/login/userwith their
registered username and password.
= Once users log in, they will be able to access the My
Schedule page which is the gateway to the rest of the
SAS features and functionality. From here, users can view
system notices, view their schedule of sessions, join
sessions, enroll in courses, playback recorded sessions,
download the required software, step through an online
orientation, access training resources and access online
help files.

= Dropins
o0 Drop Ins are a combination of both Meetings and Courses where

participants can easily access sessions using a link and
Administrators use a similar scheduling mechanism to Courses
allowing them to easily schedule recurring sessions.
Administrators are able to set up and define sessions that may run
over a longer duration and consist of multiple meeting times.
Moreover, sessions can have unique passwords associated to
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them and therefore multiple unique links that allow users to join
the same session.

In order to access these sessions, moderators can either be
registered on the SAS and log into the SAS with their registered
username and password or a generic link can be provided for a
moderator. For participants, all they need is a link to join the
session.

Creating Users
There are five roles within SAS as follows:

= Manager - this is the overall administrator for the organization. The
Manager is responsible for the administration of the organization.
Blackboard Collaborate will create this account and provide the
necessary information. The Manger does not own any users or sessions
but is able to create and manage all users, sessions, recordings, and pre-
loads for any administrator or supervisor. The Manager is also able to
monitor usage, disk space, define cost centers, quotas and generate
attendance reports for all sessions.

= Administrators - This is the administrator for a faculty/department or
region. Blackboard Collaborate will create one account and provide the
necessary information. It is the role of the Administrator to create
additional user account and sessions. The Manager is also able to create
multiple Administrator accounts.

= Supervisors - This is a regional / area manager or school administrator /
teacher (unlimited but the number of concurrent users is limited by
license). Although Supervisors cannot actually create Participant
accounts, every Participant is assigned to a Supervisor; therefore, a
minimum of one Supervisor account is required in the SAS. The Manager
and Administrator can create multiple Supervisor accounts.

* Moderators — These are the session leaders (unlimited but the number of
concurrent users is limited by license). Multiple Moderator accounts can
be created and are only needed if you are creating Courses or Drop Ins.
The Manager and Administrator can create Moderator accounts.

= Participants — These are the session attendees (unlimited but the
number of concurrent users is limited by license). Participant accounts
are only needed if you are creating Courses. The Manager and
Administrator can create Participant accounts.
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Each Administrator has its own set of users and sessions allowing that
department/campus to operate as an independent organization. The diagram
below demonstrates how your organization can be structured in the
administration system. With this structure, customers are able to create multiple
administrators and give them specific privileges to create and monitor the
sessions offered in their department or campus. The Manager can see sessions
and users across administrative groups. Administrators however can only see
sessions and users within their administrative group.

Manager
Administrator 1 Administrator N
| | Supervisor N Moderator N
Supervisor 1 Moderator 1 |
| Participant N
Participant 1 |
Supervisor 2 Moderator 2

Participant 2

Accessing Sessions

= Meetings and Drop Ins are accessible by clicking a URL or by logging into the
SAS and locating the session on the My Schedule page.

o When the attendee clicks on the link, an automatic check will be done
to see if they have the required software. If not, they may be
prompted to download and install the software. Users only need to do
this the first time they use Blackboard Collaborate web conferencing.

» For all users accessing Courses or for Moderators accessing a Drop In, users
must be registered in the SAS and be provided with their username and
password.

0 Once users log in, they will be able to view their schedule of sessions,
join sessions, enroll in courses, playback recorded sessions,
download the required software, and access an online orientation.
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Sample My Schedule Page

Criteria for Displaying Session Schedule Display Schedule =
Category Courses Drop Ins I'-.-1-3-3tings
be offline during this Sort Order @ By Time ® By Mame
information about the Start Date 2011 [=] Aug =] 03 [=] ]

End Date 2011 [=] Aug =] 03[=] &
Time Zone Eastem {North America/US, GMT -05:00) E| Observe DST

Blackboard Collaborate Orientation B

Help »  RowsPerPage @15 ©25 ©50 ©100

Time Zone Converter »

Launch Offline Session »

Use the offiine session to practice using the
tools or to view a saved whiteboard file.

My Schedule

My Schedule displays the schedule for your selected time period (up to a week).
Set the display criteria and click Display Schedule to view the table. The
schedule will show the sessions that you have access to: whether you are
enrolled in or moderating the session, if you are set to the appropriate level, and
if the session access is public. Click on the name of the session to view a
description and more information.

Som e 1 me e [ oweony oot [ eon | o [ion

Wed Aug 03 2011 12:15 PM 11:58 PM STUDY GROUP ROOM 1 NONE John Smith View Edit Delete Join

This is also where you can join sessions running on the current day. To join a
session, simply click the Join link. If you are scheduled as a moderator for a
session, when you click the Join link, you will enter the classroom as the
moderator. The Join link will only be available within a certain boundary time.

@éj If users do not have the required software to run a
web conferencing session, the first time they log into the
SAS they will be redirected to the Software page.
Instructions are provieded for downloading and installing
the required software.

Profile

To change or update your contact information, username or password, click
Profile on the menu bar. Update the information displayed and save your
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changes. Profile will only be available if the user has the privilege to edit their
profile. Managers may enable or disable this when creating the user’s account.

My Schedule Profile Utilities Reports Software Logout

Reports

The following usage reports are available:
= User Summary Report (Manager, Administrator and Supervisor)
» Administrator Summary Report (Manager only)
= Supervisor Summary Report (Manager & Administrator)
» Participant Summary Report (Supervisor only)
= Session Summary Report (Manager & Administrator)
* Running Session Report (Manager & Administrator)
» Session Attendance Report (Manager, Administrator and Supervisor)
» Meeting Information Report (Manager, Administrator and Supervisor)
= Course Registration Report (Administrator & Moderator)
» Participant Attendance Report (Manager, Administrator and Supervisor)
= Metric Report (Manager only)

Reports can be generated for any time period and in HTML format or as a CSV
file (Comma Separated Value file) which can be opened with MS Excel or a
similar third party software tool. With these reports, Managers, Administrators
and Supervisors can obtain the following information:

= List of all attendees in a particular session

» Qverall usage of web conferencing sessions including rooms, attendees
and recordings

=  General information on users and sessions

= Alist of all registered users in a Course and a summary of their
information

= List of all courses in which a participant has registered
= The cost center with which the session was associated

The SAS allows Managers and Administrators to export data from within various
utilities in the SAS. These fields can be sorted and filtered before the data is
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exported to a CSV or all of the data can be exported and sorted once in the CSV
file. Export features are available in the following utilities:

Users

Files

Courses

Meetings

Drop Ins

Software

Java Web Start must be installed and configured prior to joining a web
conferencing session. If the user does not have this software installed, they will
be redirected to the Software page the first time they log into the SAS. To
download and install the necessary software, follow the instructions provided on
the page. Session attendees should be encouraged to download and install the
required software well in advance of their first session. A First Time Users
section is available for all attendees from our Support Portal

at http://support.blackboardcollaborate.com.

Resources

The resource section is available from the My Schedule tab and it provides the
following options.

Resources |

Blackboard Collaborate Orientation B

Help 3
View Room Dashboard 3
Time Zone Converter o}

= Blackboard Collaborate Orientation
A short orientation that provides an overview of the main features in the
web conference and instructs participants on how to test their audio using
the Audio Setup Wizard.

© Blackboard Collaborate
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= Help
Help will direct participants to the On-Demand Learning Center where

they will find additional training resources and user guides.

= Time Zone Converter
The Time Zone Converter will help participants confirm the correct start

time for a session.

Time Zone Converter

Date/Time 201 [=] Aug [=] 03[=] 0= : 45 AMz] E
From Time Zone Mountain (Morth America/Canada, GMT -07:00) El Observe DST
To Time Zone Central European (Europe/Switzerand, GMT +01:00) E| Observe DST

© Blackboard Collaborate
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Utilities

Each user will have various utilities available to them. Some utilities are applets
where each applet contains a number of panels that will guide the user through

the tasks required. An overall summary of each utility is provided here along with

information on which users have access to the utility.

@’//’é Some utilities may not be available to the user as it
depends on their Blackboard Collaborate license or the set
of privileges that the Manager assigns.

\ [Manager ||Administrator ||Supervisor |Moderator |Participant

|
Create Users v v | [ | |
Manage Users | v | v [ [ | |
Create Meetings | v | v [ [ | |
Create Courses | v | v | [ | |
Create Drop-ins | v | v [ [ | |
Enroll Users in v v
Courses
View Reports I v [ |~ | |
Manage Storage v v
Quota
Pre-load Content | v | v | | | |
Create Cost v
Centers
Create Labels v [ [ | |
‘Create Levels H v H H H H ‘
Create Session v
Types
Customize Email v v
Templates
Join Sessions [ v | v [ L v [ |
View Recordings || v | v | L H |

© Blackboard Collaborate
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Session Management

Meetings

Using the Meetings utility, Managers, Administrators and Supetrvisors (if they
have been given the privilege to manage meetings) can create meetings of a
specific duration or open meeting room. Meeting attendees join the session from
a URL or by logging into the SAS and finding the session on My Schedule.
Meeting attendees can be selected from a list of contacts. Contacts can be
imported from an email address book or from the users registered in the SAS.

By selecting the participants who will be attending the meeting, you will be able
to send a customized email invitation to them. The email invitation will provide
information about the meeting, a link for adding the meeting to the attendee’s
Outlook calendar, a link to join the meeting and will provide information about the
required software.

Furthermore, when creating the meeting, you can select the following options:

= Record the meeting. If the meeting is set to be recorded, a customized
email can be automatically sent to attendees at the conclusion of the
meeting containing the recording link. The recording link can also be
retrieved directly from the SAS.

= A personal greeting or description of the meeting can be inserted into the
body of the email invitation.

= Whiteboard, plan and multimedia files can be preloaded into the meeting.

» |nvite attendees as moderators (referred to as “chairs”) or participants
(referred to as “guests”). Attendees can be selected from user accounts
or contacts. You may allow attendees to invite others to the meeting by
providing a generic guest link.

= Define classroom settings including the moderator name, the number of
minutes prior to the start time of the meeting that users will be able to join
the room, determine various session settings such as whether you wish to
record the meeting — either automatically or allow the moderator to start
and stop the recording, allow session privileges to be granted
automatically to the attendees, establish an exit re-direct URL and
determine if the moderator supervises the room.

© Blackboard Collaborate
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Schedule a Meeting

From the My Schedule page, users can create Meetings using an HTML
interface by clicking on the Schedule a Meeting button located in the
Resources box. This has the same functionality as the Meeting utility described
above and allows Administrators and Supervisors to quickly and easily create
meetings.

Session Name Mid-term exam review

Session Starts 2011 [=] Aug[=] 08[=] 2= : 3= fux E
Session Ends 2011 [=] Aug[=] 08[=] o= : 3= mME &

Select Advanced Fields to set the time zone and set the Minimum/Maximum
Level if the feature has been enabled in your login group.

Advanced Fields

Time Zone Eastemn (Morth America/US, GMT -05:00) E| Observe D3T
Minimum Level NONE [=]
Maximum Level NOME [=]

© Blackboard Collaborate

15



Select Default Fields to review and change your meeting settings. You can
save your preferred settings by clicking Save as Defaults.

Default Fields

Version

Hosted By

Session Type

Label Type

Hotify Invitees

Must Be Supervised
Permissions On
Enable Recording

Email Recording Link

Enable Recording Viewer Details

Allow In-Session Invitations

Hide Attendee Names

Video Quality

Boundary Time
Max Talkers
Max Cameras

Moderator Phone

Moderator Phone PIN

Participant Phone

Participant Phone PIN

Session SIP or Phone?

Session SIP/Phone

Session SIP/Phone PIN

Save as Defaults >
11 [=]

Moderator

MONE [=]
DEFAULT [=]

Automatically send e-mail notification to invited users.

Chairs may view Private messages between paricipants.

Invitees have full privileges when they join the session.

Enables the Moderator to turn the recorder on and off during the session.

If a recording is made, session attendees who were invited to the session using the
SAS are automatically emailed after the session with recording playback information.

Captures additional recording viewer details. Viewers will be prompted to enter a
name and/or email address ifthe SAS cannot determine appropriate values for these
fields.

Provide the ability to invite guest users via email to an active session.
[E] Hide the names of the attendees in recordings.

FINE COLOR E| Wideo Quality setting to use when recording an Blackboard

Collaborate session.

15 The number of minutes before the start time a participant may join the session.
2 The number of talkers who may talk simultaneously in the session.

2 The number of web cameras that may stream simultaneously in the session.
1-866-565-1212 The telephone number that moderators may use to

connect to the telephone conference.

1-866-565-1212 The PIN used by moderators to access the telephone conference.

1-866-565-1212 The telephone number that participants may use to
connect to the telephone conference.
923304 The PIM used by participants to access the telephone conference.

@ Phone © SIP Indicates ifthe Session SIPPhone is a telephone number or SIP
address.

1-866-565-1212 The telephone number or SIP address that the
Blackboard Collaborate session will use to connect to the telephone conference.

1-866-555-1212 The PIM used by the Blackboard Collaborate session to access the
telephone conference.

© Blackboard Collaborate
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Default Field:

Version — select the desired version. Note you may only see one
version.

Hosted By will contain the name of the person who is creating the
meeting. This is an administrative function and you may leave the
default.

Session Type and Label Type are optional fields and will be
populated with NONE, and DEFAULT. If your organization is using
these fields, select the appropriate choice from the drop-down list.

Check Notify Invitees to automatically notify all invitees, who are
invited through the SAS, about the session.

Check Must Be Supervised if you want the Moderator to view private
messages sent between participants.

Check Permissions On if you want participants to enter the session
with privileges such as audio, video, chat and whiteboard.

Check Enable Recording if you want to give the Moderator the ability
to start and pause the recording during the session.

To automatically email the recording link to invited participants, check
Email Recording Link. Note that only participants who are invited
through the SAS will receive the email from the server. Optionally, the
moderator will receive the direct link to the recording in the email
notification. Then using their own email client, the moderator can
distribute the recording link. Enable Recording Viewer Details
allows viewers to be prompted to enter a name and /or email

address if the SAS cannot determine appropriate values for these
fields (i.e. when recording link is accessed after logging into the SAS).

To invite someone to your session from within the session, check
Allow In-Session Invitations. The In-Session Invitation feature will
be enabled for the web conferencing session.

Hide Attendee Names hides the names of all attendees in the
recording.

If using live video and recording the session, select the quality desired
in the Video Quality field.

Enter a Boundary Time. The boundary time determines how early
participants can enter the session.

Enter desired Max Talkers. Enter a number between 1 and 6. From
within the web conferencing session, the moderator can adjust this
number.

© Blackboard Collaborate
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e Enter desired Max Cameras. Enter a number between 1 and 6. From
within the web conferencing session, the moderator can adjust this
number.

e Enter the Moderator Phone number, which is the number the
moderator of the teleconference, may use to connect.

e Enter the Moderator Phone PIN number.

e Enter the Participant Phone number which is the number anyone
wishing to access the audio portion of the session will dial into.

e Enter the Participant Phone PIN number.

e Select Session SIP or Phone. Some teleconference providers will
use a Session Initiation Protocol (SIP) instead of a phone number.
Check with your Blackboard Collaborate administrator is you are
unsure of which one to select.

o Enter the Session SIP/Phone PIN. If using a Phone PIN, it is
recommended that you enter the Moderator PIN and have the session
dial into the teleconference as the moderator of the phone
conference. The moderator of the session will use VolP. If the
moderator of the session wants to use the teleconference, then enter
the Participant PIN.

Courses

Managers and Administrators can use the Courses utility to create regularly
scheduled sessions that may run over a longer duration and consist of multiple
sessions (these are called “courses”). Only registered users (i.e. have a user
account) can attend these sessions. Specific users can be enrolled in the
sessions or sessions can be open to all SAS registered users. Administrators
can enable Courses to be recorded. Playback of the recorded sessions can be
made available to all registered users or only to those that attended the sessions.

Steps for creating a course:
1. Create a template. This provides basic information about the course.

2. Create an instance. This is a particular offering of the course for example
Fall semester. The course can be set open enroliment for all users or
only to those who are specifically enrolled in the course. Pre-defined
email enroliment and withdrawal templates are selected; enrollment
maximums are set and late enrollments is allowed or disallowed. The
instance is associated with the template.
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3. Create the sessions. Sessions are actual meeting times. Sessions have
a start date, end date, start time and end time. Sessions also have an
assigned moderator, a boundary time (number of minutes prior to the
session start time that users will be able to join the room), determine
various session settings such as whether you wish to record the session
— either automatically or allow the moderator to start and stop the
recording, grant permissions to participants upon entry to the session,
and determine if the moderator supervises the room (i.e. is able to
monitor private chat). For each session, you can also preload whiteboard,
plan and multimedia files.

Course Enrollment

The Course Enrollment utility is available to Administrators and Supervisors who
have been given the permission to enroll Participants in courses. The utility is
also used to view all courses that have been created and to enroll participants in
and withdraw participants from these courses. If the participant’'s email address
has been provided, a confirmation message may be emailed to the participant
when they are enrolled in or withdrawn from a course.

Drop Ins

Using the Drop Ins utility, Managers and Administrators can set up and define
sessions that may run over a longer duration and consist of multiple meeting
times as Drop Ins. Moreover, sessions can have unique passwords associated to
them and therefore unique links. Managers first create passwords that will then
be associated to the sessions. Multiple passwords can be associated with each
room. In order to access these sessions, moderators can either be registered on
the SAS and log into the SAS with their registered username and password or a
generic link can be provided for a moderator. For participants, all they need is a
link to join the session.

Participants only need a link to join the session. From the Advanced button for a
session, you can obtain links which consists of a uniquely defined password.
Furthermore, when creating the session, you can select the following options:

* You may record the meeting. If you set the meeting to be recorded, a
customized email can be automatically sent to the moderator at the
conclusion of the meeting containing the recording link. Or the link to the
recording can be retrieved as well.

* You can select the moderator, set the number of minutes prior to the start
time of the session that users will be able to join the room, determine
various session settings such as whether you wish to record the session
— either automatically or allow the moderator to start and stop the
recording, allow privileges to be granted automatically to the participants,
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and determine if the moderator supervises the room. For each session,
you can also preload whiteboard and multimedia files.

User Management

Users

The Users utility is available for you to create and manage Administrator,
Supervisor, Moderator and Participant accounts. The SAS allows you to have
multiple Administrator accounts. The advantage to this is, when implementing
Blackboard Collaborate across multiple departments and on an enterprise-wide
level, you may wish to have separate Administrator accounts for each
department and make each Administrator responsible for creating their own
courses and users for their department. Participant and Moderator accounts are
only necessary if you are creating Courses and Drop-ins.

This utility allows you to:

= Register new users (Administrator, Supervisors, Moderators and
Participants) in the database.

» View, edit and delete existing registered users and their information.
Passwords are encrypted for all users. The ability to reset or retrieve
passwords is provided.

Prior to creating new accounts, review the existing user privileges and the time
zone setting from the User Defaults button and revise if necessary.

When creating new users, you will be asked to provide basic information about
the user. All usernames must be unique across the entire SAS. To ensure this
you must define your own naming convention for your users. You can also set a
“Display Name” for users — this is the name that appears in the web conferencing
session. It is recommended that you also set the correct time zone for each
user. This way, when the user logs in, their My Schedule page will display the
schedule of sessions in their local time zone.

From the Advanced button, the Upload Users button allows Administrators to
register multiple Supervisors, Moderators or Participants in a single process. The
utility requires users be listed in a comma separated value (CSV) format prior to
uploading. The CSV format must be defined first and can be configured to your
preference.

éi/ This utility will only be available after you create at
least one Supervisor account using the Users utility.
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You may provide many fields of information for each user including:

User Group: (P = Participant, M = Moderator, S = Supervisor)
Username

Password

Display Name

First Name

Last Name

Email Address

Time Zone (various selections for time zones are available)
Daylight Savings Time Observed (True, False)

Country

Province/State/County

Municipality

Postal/Zip Code

Street Address

Area Code

Phone Number

User Level

Once the users are uploaded, you may change these privileges/settings and
provide additional information about individual users by using the Users utility.

Advanced Settings Management

Session Types

This utility allows Managers to specify their own categories for courses and
meetings. Some examples of session types could include: Meeting, Event,
Seminar, Lecture, and Faculty Meeting. These can be as specific or open-ended
as desired. This is ideal for customers who wish to track how Blackboard
Collaborate is being used in their organization. The SAS provides a default type
of "None" for use without any additional configuration. Then when Administrator
and Supervisors are scheduling sessions, they can make the appropriate
selection from a drop-down menu.

Levels

This utility allows Managers to specify their own levels of access for courses and
for categorizing participants. Some examples of level types could include:
Beginner, Intermediate, and Advanced with a weighting of 1, 2 and 3,
respectively. The level types can be as specific or open-ended as desired and
the weighting must be any whole number where the highest number corresponds
to the highest level. When creating Participant accounts, the Administrator is
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able to select a level for each participant. Then, when creating a Course or Drop
In, the Administrator is able to set the minimum and maximum level and thereby
permitting access to participants if they fall into the appropriate level. The SAS
provides a default type of "None" with a weighting of “0” for use without any
additional configuration by the Administrator. Then when Administrators are
scheduling sessions, they can make the appropriate selection from a drop-down
menu.

Labels

This utility allows Managers to specify labels within the web conferencing
session. These labels will appear in the web conferencing interface when it is
launched. You may tailor the labels based on your preference or to the type of
session conducted. Some examples of label types could include: Lecture,
Student, Professor or Seminar, Participant, Facilitator. The SAS provides a
default set of labels for use without any additional configuration by the
Administrator. When selected as Administrators and Supervisors are scheduling
there session, the default labels will result in the web conferencing interface
using the labels: Session, Participant, and Moderator. Administrators and
Supervisors can make the appropriate label selection from a drop-down menu
when scheduling a session.

Cost Center Management

Cost Center

This utility allows Managers to specify cost centers for their organization. Cost
centers are ideal for organizations that need a method to easily track which
departments are using Blackboard Collaborate 11. Then when Administrators
and Supervisors are scheduling sessions, they can make the appropriate
selection from a drop-down menu. Also, in attendance reports, sessions are
corresponded to the selected cost center allowing you to track the number of
sessions, participants and minutes used.

File Management

File Types

The Manager and Administrator can monitor their storage space taken on the
server. This consists of:

e Recording files

¢ Multimedia files
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¢ Whiteboard files
e Plan files

At any time, you can view the amount of space used and the percentage of the
guota taken. Using the available buttons, you can view and delete files from your
account.

Contact Management

Contacts

The Contacts tools are available for you to import your contacts from your email
address book so that they can be invited to Meetings without entering their
contact information each time.

This utility is available to Manager, Administrators and Supervisors and allows
them to create new contacts in the SAS address book and view / edit existing
contact information. By default, all Managers, Administrators, Supervisors and
Moderators that are already registered as users will appear as contacts.

When creating new contacts, you will be asked to provide basic information
about the user. It is recommended that you set the correct time zone for each
contact. This way, when they receive their email invitation about a meeting, the
time of the meeting will be displayed in their local time zone. Also you may share
your contacts with other Administrators or Supervisors in your organization.

Furthermore, Administrators and Supervisors can customize which fields they
would like to include when importing their contacts from their email address book.
The utility requires contacts be listed in a comma separated value (CSV) format
prior to uploading. The CSV file format is customizable to each Administrator and
Supervisor and includes the fields:

e Salutation
First Name
Last Name
Email Address
Description
Country
Province/State/County
Area Code
Phone Number
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Enrollment Management

Enroll in a Course

This utility will only be available to Participants if they have been given the
privilege to self-enroll in courses and if there is at least one course currently
available. Clicking on this link will show a listing of all courses the participant is
able to enroll in. To enroll in a course, the participant simply clicks Enroll next to
the session. If the administrator entered the participant’'s email address when
creating the account, an email notification will be sent to them.

Withdraw from a Course

This utility will only be available to Participants if they have been given the
privilege to self-enroll in courses and if they are currently registered in at least
one course. Clicking on this link will show a listing of all courses the participant is
currently enrolled in. To withdraw from a course, the participant simply clicks
Withdraw. If the administrator entered the participant's email address when
creating the account, an email notification will be sent to them.

Reporting

There are several standard reports available to Managers and Administrators. To
access these reports, the Manager or Administrator must log server and navigate
to the Reports page. Managers and Administrators can track attendance and
usage for all sessions. The available standard reports which provide information
on attendance are:

* Running Session Report

= Session Attendance Report

= Participant Attendance Report

= Metric Report

Export tools are also available in many of the utilities allowing Managers and
Administrators to extract data from the SAS into a CSV file. This allows
Managers and Administrators to customize the data on which they want to report.

This document reviews the available standard attendance reports and how to use
the export data feature in the SAS.
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é’i/ Some utilities may not be avialable to the user as it
depends on their Blackboard Collaborate license or their
set of privileges that the Manager assigns.

Comprehensive Reports

Running Session Report

The Running Session Report allows Managers and Administrators to generate a
report on the sessions which are currently running. This report can be created in
HTML or as a CSV file and provides information on which Meetings, Courses and
Drop Ins are currently running and the names of the users currently participating.
As such, Administrators can view how many sessions are running and how many
users are currently online.

To generate a Running Session Report, select the:

= Administrator or all Administrators (this is only available at the Manager
level). If you are logged in as an Administrator, the report will be run for
sessions in your administrative group.

= Session Category (Courses, Drop Ins and/or Meetings)

= Qutput Type for the report (either HTML or CSV file)

» Time Zone and if you observe Daylight Savings Time

= Rows Per Page to be shown when using HTML output Type

Running Session Report Criteria

Rows Per Page

Category Courses Drop Ins Meetings
Output Type @ HTML © Cc3v
Time Zone Eastem (Morth America/US, GMT -05:00) El Observe DST

@15 © 25 ©s0 © 100

o

Then click View Report to generate the report.

The report provides information for each session currently running including the
name of the session, the start and end time of the session, the name of the
moderator of the session, information about the participants in the room (the
number of participants, their name, the date and time they joined and how long
they have been in the room).
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Session Attendance Report

The Session Attendance Report provides Managers and Administrators the
ability to create detailed attendance reports for sessions over a defined period.
This report can be generated for Courses, Meetings and Drop Ins and allows you
to view which sessions have the most active participation.

To generate a Session Attendance Report, select the:

» Administrator or all Administrators (this is only available at the Manager
level)

= Session Category (Courses, Drop Ins and/or Meetings)

= Sort Order (whether you want the information displayed by date or by
session name)

= QOutput Type for the report (either HTML or CSV file)

= Start and end date of the report

» Time Zone and if you observe Daylight Savings Time

* Rows Per Page to be shown when using HTML output Type

Session Attendance Report Criteria

Category # courses Dr-:lp Ins r-.-1eetings
Sort Order @ By Time © By Name
Output Type @ HTML © csv

Start Date 2011 [=] Awl=] 08[=]
End Date 01 [=] Awl[=] 0=

Time Zone Eastem (North AmericasUS, GMT -05:00) E| Observe DST

o

Rows PerPage @15 @25 @50 @100

Then click View Report to generate the report.

The report provides detailed information on the attendees including the names of
participants that attended the session, if they were the chair of the session, when
they joined and how long they were in the session. The report also provides
session information including the start and end time of each room. If the room
was recorded, in the HTML report, the link to the recording is provided.

Metric Report

The Metric Report allows Managers to obtain a summary of usage in their
account over a defined period of time. This report provides the Manager the
activity information from a selected date onwards.
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To generate a Metric Report, select the:

Output Type for the report (either HTML or CSV file)

Start date of the report

Time Zone and if you observe Daylight Savings Time

The Duration of the report which includes one day, one week or even to
the present day.

Metric Report Criteria

Output Type @ HTML © csv

StartDate 2011 [=] Aug[=] 08[=] T
Time Zone Mourtain (Morth America/Canada. GMT -07:00) E| Observe DST

Duration

) Start Date To Present 0 One Year ©) One Month 2 One Week @ One Day

Then click View Report to generate the report.

For the selected duration, the report provides values for the number of rooms,
maximum concurrent rooms, the number of attendees including total and unique
attendees, and the number of recordings created. Using the duration option,
information can be gathered for day, week, month or a longer time frame.

Field Definitions

Total Rooms: A Meeting/Course/Drop-In session can be created for a
short duration for an individual session or a longer duration to be used as
a virtual office. Users can join a session during its scheduled time and
each instance (launching) of a session is called a “room”. Therefore a
session can have multiple rooms. A “room” can have a single attendee or
multiple attendees. The number of Rooms can be correlated to the
number of “meetings” a customer hosted.

Max Concurrent Rooms: For all of the scheduled sessions, this is the
maximum number of “Rooms” which ran simultaneously in the given time
period.

An Attendee? When a user clicks on a session URL, a request is sent to
the web conferencing hosting infrastructure for a JNLP file. A JNLP file is
a launch file that is generated for Java applications which contains all the
required information for the user to join a session. Each time a session
link is clicked and a JNLP file is generated, the SAS captures it as a
unigque attendee to a session regardless of whether the user entered the
same name to join the session. Even if a user joins the session, leaves
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momentarily and then rejoins the session through the session URL they
were sent, they will be counted as another unique attendee to the session
as this will result in a new request for a JNLP file. So an attendee is
neither dependent on the username or the IP address.

Rejoined Attendees: An attendee is counted as rejoined in one of two
ways:

o0 If a user connects and disconnects from the session (i.e. Session
> Leave Session and Session > Join Session), they will be
recognized as rejoined attendee.

o If you are saving JNLP files and joining sessions from the JNLP,
you are not counted as a unique attendee. (note: this is not
recommend when joining sessions)

Unique Attendees: An attendee is considered unique if they have an
Attendee record created for them when they join a session (Consume a
join link and create a JNLP).

Total Attendees: This is the total of Rejoined attendees and Unique
attendees.

Recordings: This is the number of recordings created by the users in that

group.

Participant Attendance Report

The Participant Attendance Report allows Managers and Administrators to query
participant attendance based on the number of sessions that they attended over
a defined period of time. This report is only available for Courses and allows the
Manager or Administrator to view which participants are most active in terms of
attending sessions.

To generate a Participant Attendance Report, select the:

Output Type for the report (either HTML or CSV file)

Supervisor or all Supervisor

Number of sessions (equal to, more than, less than, more than or equal
to, less than or equal to a certain number value)

Start and end date of the report

Time Zone and if you observe Daylight Savings Time

Rows Per Page to be shown when using HTML output Type
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Participant Attendance Report Criteria

Output Type @ HTHL © csv

Select A Supervisor JSMITH_SUPERVISOR El (Owns the Participants)

Number Of Sessions  equals [=] O

Start Date 201 [=] Awl=] 08[=] &

End Date 201 [=] Awl[=] 08[=] &

Time Zone Mountain {Morth America/Canada. GMT -07:00) El QObserve DT
Rows Per Page @15 ©25 @50 © 100

Then click View Report to generate the report.

The report provides the names of the participants meeting the selected
attendance criteria. Using the available link, more details are available which
show the session, which the participant attended along with detailed attendance
information including when they joined each session and their active time in the
session.

Exporting Data

The SAS allows Managers and Administrators to export data from various utilities
in the SAS. Fields can be sorted and filtered before the data is exported to a
CSV or all of the data can be exported and then sorted once in the CSV file.
Export features are available in the following utilities:

= Files

= Courses
» Meetings
= DroplIns
= Users

The following buttons will be available at various panels and utilities.

%, = This button will be available in each of the above utilities
&po'ff” at various places in the panels. This is the first step in
Data exporting data and where an export sort/filter panel and

further options will be presented.
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%Dﬁﬁ’ This exports the data in the available panels to a CSV

Summary file.

%. =y This exports the data in available panels and details in
[l

each of the columns to a CSV file.
Export
Dietails

% This exports session and recordings links for the
ok selected Meetings, Courses and Drop Ins.

File Management

The export function in the Files utility allows you to do obtain information on your
recordings and preloads. As examples, the export function allows you to:

= Review recordings in your account and determine when they were
created and last viewed

= Determine which recordings have been viewed the most

= Determine how many times a recording (or recordings) was viewed

= Determine the names and email addresses of those who viewed a
recording (this is only available if the feature to track viewers has been
enabled for the recording)

* For plan, whiteboard and multimedia files, track which sessions they are
assigned to and how many times they have been downloaded.

Example: Recordings

Consider the view below and selecting the recordings shown:

Export Recording File

G @ @ 54 @ 54 1 of 1

Previous | |sort/Fiks None || iy || ERS First||Prav ( 5 items) Next| Last
Reom Name FieName [ crestes|[_5te(ie) | Atendees | equesis [ Downoads |

JON'S TEST OF MIKE COURSE ALL PERMIS [ 2011-05-11.0850 M. AB04B205CC487452807698792E | 2011-05-11 09:04 AM 0.0268 2 0 o

RECORDINGZ 2011-04-21.1231.M.6D2CEB20833B0 7785 3F 4EE3FZ | 2011-04-21 01:23 FM 0.0288 1 1 [}

RECORDING2 2011-04-21.1231.M.8CBB28C20238C29865456025F | 2011-04-21 01:24 FM 0.0212 1 [) [}

REGORDING4 2011-04-21.1332.M.55A0C5C4CFCOS0T4AEODDATF | 2011-04-21 01:34 PM 0.0288 1 [} [}

| RECORDINGS 2011-04-28.1446.M.356AE54C501CTTATATI SASFDT | 2011-04-28 02:48 FI 0.0191 1 1 1
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Clicking on Export Summary exports the data in the panel to provide the output

below:
A B C D E F G H
1 Room Name Qwner Name File Name Created Size (MB) [Attendees |Requests |Downloads
2 |10 STEPS TO SUCCESSFUL PROJECT MANAGEMENT EVENTS-ADMINISTRATOR |2009-08-20.1004.C.570431A944899309DEB0ASECE1B75C.ver | 20/08/2009 14:11 6.4079| 137, 486 245
3 |17 WAYS TO MAKE THE DULLEST MEETING COME ALIVE [EVENTS-ADMINISTRATOR |2006-07-13.0806.C.92E48B828F D28F019EDB6812E32B52.ver | 13/07/2006 12:18) 6.4357] 212 1131 767
4 |17 WAYS TO MAKE THE DULLEST MEETING COME ALIVE [EVENTS-ADMINISTRATOR |2008-01-06.0801.C OF791762F472F76033558237EC07CT ver 06/01/2009 12:20|  62.2815 181 58| 43
5 |5 GAMES IN 50 MINUTES EVENTS-ADMINISTRATOR |2009-07-15.1000.C.FFA3645E591D0794E06039830EB870,/var | 15/07/2009 14:15 6.5135 360 1267 669
6 |AFKID'S EVE VIEW OF AN INNOVATIVE CLASSROOM EVENTS-ADMINISTRATOR |2009-05-14.1046.C.ADEAB213784BE036680B0FAFCACFIE var | 14/05/2009 15:17|  60.5469) 205 963 506

Clicking instead on the Export Details button, drills down further into each of the
columns and the following fields are reported on for each of the selected

recordings:

Room Name
Owner Name
File Name
Created

Size (MB)
Requested
Downloaded
IP Address
Viewer Name
Viewer Email

A partial file is shown below:

c
L [File Name

Notes:

Created
1 2009-07-15.1000.C FFA3645E591D0794EC6039830E887D.ve 15/07/2009 14:15
3 2009-07-15.1000.C FFA3645E591D0794EC6039830E887D.ve 15/07/2009 14:15

D E

F G H

Size (MB] Requested Downloaded IP Address Viewer Name
65135 20/07/2009 16:44 20/07/2008 16:44 7425544164  Heather Clevenger
65135 20/07/2008 17:10 20/07/2008 17:11 74.255.44.164 Zemina Hasham

1

viewer Email
heatherc@elluminate.com
zeminsh@gmail.com

e Requested = shows the date and time when a user clicked on a link to a
recording and requested the JNLP file.

¢ Download = shows the date and time when the recording file started to
launch once the JNLP was requested.

e |P Address = shows the IP address of the user.

¢ Viewer Name and Email = shows the name and email address the user
entered on the launch page (this is only available when the session is
configured to track viewer details).

Example: Plan and Whiteboard Preloads

In the Files utility, click on Plan/Whiteboard. From Export Data, clicking on
Export Summary exports the data in the panel to provide the sample output

below:
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BERE- NI R F TR

File Name
next_steps_moderator_v96_oct2009.whp
getting_started_moderator_v96_oct2009.whp
gettingstarted_training_class_march2010.whd
nextstepsvd6_march2010.whd
planlgettingstartedmarch2010v2 whd
sas_training_class_v4.2_march2010.whd

Owner Name

EVENTS-ADMINISTRATOR
EVENTS-ADMINISTRATOR
EVENTS-ADMINISTRATOR
EVENTS-ADMINISTRATOR
EVENTS-ADMINISTRATOR
EVENTS-ADMINISTRATOR

Created

Size (MB) Meetings Courses Droplins Defaults APls

23/10/2009 18:00  6.6815
23/10/2009 18:26 5.0566
16/03,/2010 11:22 9.5098
16/03/2010 11:36  10.8673
14/03/2010 22:46 4 6789
15/03,/2010 19:01 43608

49
48
34
32
12

&

[=RE=RE=RE-Rr-0E~]
[=RE=RE=RE-R-0E~]
oo o0oooo

Clicking instead on the Export Details button, drills down further into each of the
columns and the following fields are reported on for each of the selected
preloaded files:

File Name
Owner Name
Created

Size (MB)
Requested
Downloaded
Delay

IP Address
Room Name
Attendees

A sample partial file is shown below:

File Mame

Joa|ma|m o nra| =

Notes:

Dwner Mame Created

getting_started_moderator_u36_oct2009wbp EVENTS-ADMIMISTRATO  23M0/2008 12:26
getting_started_moderator_u36_oct2009wbp EVENTS-ADMIMISTRATO  23M0/2008 12:26
gettingstarted_trzining_class_march20i0wbd  EVENTS-ADMIMISTRATO  16M32010 122
gettingstarted_trzining_class_march20i0wbd  EVENTS-ADMIMISTRATO  16M32010 122
gettingstarted_trzining_class_march20i0wbd  EVENTS-ADMIMISTRATO  16M32010 122
next_steps_moderator_u36_oct2009.ubp EVENTS-ADMIMISTRATO  2310¢2008 12:00
next_steps_moderator_u36_oct2009.ubp EVENTS-ADMIMISTRATO  2310¢2008 12:00

50566
50566
46092
46092
46092
EESG
EESG

Size [ME) Fiequested

2ZEA0/2009 10:18
2EM01200917:45
220201742
ZHOZMNAT4E
2410342010 12:48
041112009 12:48
041120091747

Downloaded

2EM02009 1016
2EH0{200917:45
22032001742
2HOZZ00 AT 46
2410342010 12:48
041112009 12:46
041112009 17:47

Delay IP Address
0 216.220.49.214
0 74.200.25.235
0 7420025234
0 216.220.49.213
0 BGNM0IEE171
0 216.220.49.213
0 7420025234

Foom Name

GETTIMG STARTED WwITH ELLUMINATE LIVE! FOR MODERATORS
GETTIMG STARTED WwITH ELLUMINATE LIVE! FOR MODERATORS
GETTIMG STARTED WwITH ELLUMINATE LIVE! FOR MODERATORS
GETTIMG STARTED WwITH ELLUMINATE LIVE! FOR MODERATORS
GETTIMG STARTED WwITH ELLUMINATE LIVE! FOR MODERATORS
MEXT STEPS WITH ELLUMINATE LIVE! FOR MODERATORS

MEXT STEPS WITH ELLUMINATE LIVE! FOR MODERATORS

Created = shows the date and time the file was uploaded to the server.
Requested = shows the date and time the session was launched and the

file was requested

Download = shows the date and time when the file downloaded. Typically
for preloads, the Requested and Download values are the same.

Delay = is the time between the requested and the download. A delay of
0 means that there was no latency between the Blackboard Collaborate
server making the request and the download of the file.

IP Address = this belongs to Blackboard Collaborate server.

Session Management

The export function in the Meetings, Courses, Drop Ins utilities allows you to do
obtain information on your sessions. As examples, the export function allows

you to:
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e Track how many sessions have been created in your account

Determine which sessions have been the most active (ie. have the most
number of Rooms)

o Determine which sessions have never been accessed (ie. have the
number of Rooms = 0)

e Obtain the list of attendees in a session
For sessions, export the session owner link, guest link and recording link
to easily distribute session access information

Example: Meetings

Consider the Session panel for Meetings as shown:

Export Meeting Sessions
E— [ I —
€) Q |ENE
Previous | |Sort/Filts All None Slﬁnﬁgm %l;g

Crhwner Mame Session Mame
™| BB30-ADMIN L]
BE20-ADMIN 0

Clicking on Export Summary takes in the data visible in the panels to a CSV file
as shown below:

A B C D E F G H 1
1 |Owner Name !Session Name Session Start Session End Invitees Rooms  Attendees Recordings API
2 |BB30-ADMIN |1 SESSION 5/6/2011 9:45 5/6/2011 10:45 1 0 0 0 TRUE

Clicking instead on the Export Details button, drills down further into each of the
columns and the following fields are reported on for each of the selected
sessions:
e Owner Name
Session Name
Session Start
Session End
Room Opened
Room Closed
Attendee Name
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Active

File Name
File Created
File Size (MB)

A sample partial file is shown below:

A B c D E F G H [} ] K
(Owner Name Session Name Session Start Session End Room Opened Room Closed  Attendee Active File Name File Created File Size (MB)
[JSMITH_SUPERVISOR STUDY GROUP ROOM 8/3/201110:15 8/31/2011 11:15 UNINITIALIZED UNINITIALIZED 000:00:00 UNINITIALIZED 0

Clicking on Export Links provides a CSV file with the fields below:
e Owner Name

Playback Link
Playback List
Playback Table

e Session Name
e Session Start
e Session End

e Owner Link

e Guest Link

[ ]

[}

[ ]

Example: Courses

With Courses, at the Instance panel, Managers and Administrators will see the
option to Export Enrollees. Clicking on this provides a CSV file with the fields
below:

Template Name

Instance Name

Enrollee Name

Login Name

Email Address

Supervisor Name

Attended Count (indicates how many sessions they have attended)

User Management

The export function in the Users utility allows you to obtain information on your
users. As examples, the export function allows you to:
e Obtain user account information
¢ Determine which users are associated with which Administrator or
Supervisor
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o Determine which users have not logged into their account

To download the report
1. From the Users panel, click the Download Users button.
2. Click Save and select the location to save the report.
3. Export the report into your software program.

The following fields appear in the report.
Group Name
Download Date
First Name
User Last Name
Display Name
Email Address
User Role
Administrator (shown for Supervisors, Moderator and Participant roles
only)
Supervisor (shown for Moderator and Participant roles only)
o Active (True equals Active; False equals Inactive)
Login Count (indicates the number of times user has logged into the SAS)

Managing Your SAS Session Quota

Your Session Quota is based on the number of sessions from Meetings, Courses
and Drop Ins that have been scheduled in your account. These are past, current
and future sessions. It is important to minimize the number of sessions in your
account for faster performance. The SAS will display session information more
quickly if the number of sessions is minimized.

By default, Blackboard Collaborate will set your session quota to 10,000. To stay
within your quota, you'll need to delete sessions that are no longer needed. Note
that even if the session is deleted, the attendance reports and the recording links
are still available.

Monitoring the Session Quota

With your Manager account, from the Reports tab, the report titled “Session
Summary Report” will allow you to monitor your session quota.
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From this report, you will be able to see your Session Quota, the percentage
used and the distribution of sessions amongst Meetings, Courses and Drop-ins.
An example account is shown in the image below. We recommend that you
check this report frequently and as you approach 80% of your quota.

Session Summary Report
10000 29.73
Session %0
CatEguw U"attE"dEd “mm
Course 0.00 0 0 0 0 0
Drop In 50.00 2 0 0 0 2
Meeting 13.38 2826 141 1 3 2971
Totals 13.40 2828 141 1 3 2973

Each of the Meetings, Courses and Drop In utilities provide the ability to delete
single or multiple sessions.

@‘3/; Web conferencing sessions created through a LMS
integration should be deleted from within the LMS and not
from the SAS.
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