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Page 1

Using this Guide
This guide describes how to find information and generate reports in SAS.

Who Should Use This Guide
This guide assumes you have credentials to log in to SAS and have one of the following roles in
SAS:

l Manager

l Administrator

l Supervisor

l Moderator

l Participant

Note: The reports that are available to you and the information presented
to you by SAS is determined by your role (Manager, Administrator, etc.).

These roles, and other SAS-specific terms, are defined in the Glossary.



Prerequisites
This guide assumes you have read the SAS Getting Started Guide. This guide,

and other SAS training material, is available on the On-Demand Learning Center:

http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-Center.aspx

Introduction To Reporting
There are three types of reporting tools provided in SAS.

l reports

l utilities screens

l data exports

Reports
Reports are designed to give quick access to some of the most commonly-requested data. They
are available from Reports page.

Summary Reports

Summary reports that present dashboard type information. They offer little or no ability to drill
down into further details.

For an example, see the Session Summary Report on page 35.

Comprehensive Reports

Comprehensive reports enable you to select data based on some criteria, such as a date range.
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They have two important options: HTML output and CSV output.

l HTML output provides a formatted report with drill down capability. The report presents
high-level and also provides links so you can access details as you require them.

l CSV output saves the information to a CSV (Comma Separated Variable) text file that you
can view and manipulate offline. These files can be easily imported into spreadsheet pro-
grams such as Microsoft Excel.

For an example, see theMeeting Information Report on page 45.

Utilities Screens
The Utilities Page provides access to a large number of screens showing detailed information on
all aspects of SAS.

For an example, see Users on page 73.

3Using this Guide



Sorting and Filtering Data

In many places, SAS enables you to sort and filter the data in the utilities screens. For example,
the Users screen can be filtered to only show the results for specific users. This sorting and fil-
tering is accomplished though Sort/Filter screens which look like this:

For more information, see Using Sort/Filter Screens on page 15.
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Data Export

Many of the utilities screens also enable you to export data to a CSV text file. These text files
often contain more information that is presented on the screen and also provide more ability to
sort and filter the data.

For more information, seeWhat Information Can I Export to a Text File? on page 13.

Where To Go From Here
l The Quick Start on page 9 lists some common reporting questions and how to answer
them.

l The Glossary defines terms specific to SAS.

l Reports Page on page 17 describes the reports.

l Utilities Page on page 69 describes the utilities screens and data exports.

l For information on theMy Recordings page, see the SAS Recordings Guide available
on the On-Demand Learning Center:

http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-Center.aspx

Getting Help

Documentation and Learning Resources
Documentation and learning resources (for all Blackboard Collaborate products) are available on
the On-Demand Learning Center, which can be reached as follows:

o In your browser, enter the following address:

http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-Center.aspx
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Technical Support
Blackboard Collaborate technical support and the support Knowledge Base are available through
the Support Portal:

http://support.blackboardcollaborate.com

Community
We encourage Blackboard Collaborate users of all levels (administrators, instructors and stu-
dents) to submit questions to Ask the Doctors, a free question-and-answer forum moderated
by an expert team of your fellow Blackboard Collaborate users. Their goal is to provide quality
answers to your questions in a highly responsive manner, while building a global knowledge base
for online teaching and learning.

You can find Ask the Doctors at the link below:

http://discussions.blackboard.com/forums/default.aspx?GroupID=9

Messages posted in the Ask the Doctors forum do not go to our Support Team. If you require
technical support assistance to resolve a problem, please contact Technical Support (see the
headingTechnical Support in this section).

Blackboard Collaborate Product Feedback
Blackboard Collaborate welcomes your comments and suggestions. If you have an idea for a new
feature or enhancement, or would like to send other feedback, please send an email to
BBCollaborateFeedback@blackboard.com.

Your feedback will be sent directly to our Product Management Team.

Conventions Used in this Guide
These types of notes may be used in this guide to highlight information:

Note: Notes are used to highlight important information or to present
asides relevant to the topic at hand.

Tip: Tips provide helpful information on how to most effectively use a
particular feature of the product.
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Caution: Cautions alert you to potentially confusing terminology or
difficulties that may occur when using the product.

Warning:Warnings alert you to potentially serious problems.
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Quick Start

Some Common Questions

To answer these questions ... Use these screens ...

Who attended a session, and for how long? l Session Attendance Report
on page 39

Who attended a specific room? l Room Attendees on page
338

Who has been invited to a Meeting? l Meeting Invitees on page
298

Who is enrolled in a Course? l Course Enrollees (Past and
Present) on page 111

How can I see overall usage for a period of time?
Which month had the most usage? How many
attendees were there? How many rooms?

l Metric Report on page 57



To answer these questions ... Use these screens ...

What platforms are users using? How many users are
joining sessions via mobile devices?

l Metric Report on page 57

How can I see whether I am reaching my file quota? l Login Group File Summary
on page 306

l Administrator File Sum-
mary on page 310

l Supervisor File Summary
on page 314

Where Can I Find Information On ... ?

Information about
...

Can be found here ...

Administrators l Users on page 73

l Administrator Advanced Settings on page 81

attendance l Participant Attendance Report on page 54

l Session Attendance Report on page 39

l Room Attendees on page 338

attendees l Attendance Participant Detail Report on page 56

l Attendee List on page 42

l Attendee Log List on page 43

l Advanced Attendee Information on page 340

l Attendee Log on page 346

l Attendee Map on page 343

l Room Attendees on page 338

Contacts l Contacts on page 369

cost centers l Cost Centers on page 409

Course enroll-
ment

l Course Registration Report on page 49

l Course Enrollment on page 169

l Course Enrollees (Past and Present) on page 172
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Information about
...

Can be found here ...

Course instances l Course Instances on page 108

l Course Enrollment on page 169

Courses l Courses on page 93

defaults l Meeting Defaults on page 255

l Drop In Defaults on page 185

Drop Ins l Drop Ins on page 177

email noti-
fications

l Course Email Notifications on page 115 in Courses, and Course Email
Notifications on page 173 in Course Enrollment

l Course Email Templates on page 120

l Drop In Email Templates on page 189

l Drop In Email Notifications on page 237

files l Files on page 305

labels l Label Types on page 385

levels l Levels on page 395

links l Advanced Course Session Information on page 131

l Export Course Sessions on page 128

l Export Meeting Sessions on page 301

Managers l Users on page 73

l Manager Advanced Settings on page 79

Meetings l Meetings on page 245

Moderators l Users on page 73

l Moderator Advanced Settings on page 85

Participants l Users on page 73

l Participant Advanced Settings on page 87
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Information about
...

Can be found here ...

passwords l Drop In Passwords on page 181

l Drop In Templates That Reference The Email Template on page 192

l Drop In Templates on page 183

l Export Drop In Templates on page 239

l User Profile Information on page 77

l Manager Advanced Settings on page 79

l Administrator Advanced Settings on page 81

l Supervisor Advanced Settings on page 83

l Moderator Advanced Settings on page 85

l Participant Advanced Settings on page 87

quotas l Session Summary Report on page 35

l User Summary Report on page 19

l Administrator File Summary on page 310

l Administrators on page 309

l Login Group File Summary on page 306

l Supervisor File Summary on page 314

l Supervisors on page 313

recordings l Recording Files on page 333

redirect URLs l Redirect URLs on page 407

templates l Course Sessions Belonging To Course Template on page 105

l Export Course Templates on page 99

l Course Email Templates on page 120

l Course Instances that Reference the Email Template on page 123

users l Users on page 73

whiteboard/Plan
files

l Whiteboard/Plan Files on page 316
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What Information Can I Export to a Text File?

Information about
...

Can be exported from these screens ...

Courses Export Course Instances on page 116

Export Course Sessions on page 128

Export Course Templates on page 99

Drop Ins Export Drop In Sessions on page 196

Export Drop In Templates on page 239

Files Export Multimedia File on page 266 in Courses, Drop Ins, andMeetings

Export Multimedia File on page 364 in Files

Export Recording File on page 350

Export Whiteboard/Plan File on page 274 in Courses, Drop Ins, andMeet-
ings

Export Whiteboard/Plan File on page 330 in Files

Meetings Export Meeting Sessions on page 301
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Using Sort/Filter Screens
When navigating the screens in SAS, you will often be given the chance to sort and filter the
information via screens like this:

You choices here will affect what is shown after the Sort/Filter screen.



l To see all the information in its default presentation, just click Accept.

l To re-order the columns, drag them up or down in the Column Order area.

l To filter the information:

1. Use the first drop-down menu to choose the operator for the column.

l ALL – Selects records with all values for this column.

l = – Selects records where the values are equal to the specified value.

l <> – Selects records where the values are not equal to the specified value.

l > – Selects records where the values are greater than the specified value.

l < – Selects records where the values are less than to the specified value.

l >= – Selects records where the values are greater than or equal to the spec-
ified value.

l <= – Selects records where the values are less than or equal to the specified
value.

2. Use the area to the right of the first drop-down menu to set the specified value. For
some columns (such as the Login Role in the example shown above), this will be
choice from another drop-down menu. For other columns, (such asUsername in
the example shown above), this will be any text you enter.

3. Optionally, choose asc to sort the data in ascending order, or dsc for descending
order.
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Reports Page
The Reports page gives access to some of the most commonly requested reports.

How To Get Here
l Select the Reports tab.

Note: The items available on this screen depend on your role.



Links On This Screen

Summary Reports

Link Shows Is Available To Leads to

User Summary Report A summary of infor-
mation about all users.

Manager,
Administrators,
Supervisors

User Summary
Report on the fac-
ing page

Administrator Sum-
mary Report

A summary of infor-
mation about Admin-
istrators.

Manager Administrator Sum-
mary Report on
page 22

Supervisor Summary
Report

A summary of infor-
mation about Super-
visors.

Manager,
Administrators

Supervisor Sum-
mary Report on
page 26

Participant Summary
Report

A summary of infor-
mation about Par-
ticipants.

Supervisors Participant Sum-
mary Report on
page 31

Session Summary
Report

A summary of infor-
mation about all ses-
sions.

Manager,
Administrators

Session Summary
Report on page 35

Comprehensive Reports

Link Shows Is Available To Leads to

Running Session
Report

Information about cur-
rently running sessions.

Manager,
Administrators

Running Session
Report on page 36
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Session Attendance
Report

Information about
attendance for sessions.

Manager,
Administrators,
Supervisors

Session Attendance
Report on page 39

Meeting Information
Report

Information about all
theMeetings that
occurred in a given
time period.

Manager,
Administrators,
Supervisors

Meeting Infor-
mation Report on
page 45

Course Registration
Report

Information about reg-
istrations of Enrollees
in Courses.

Manager,
Administrators,
Moderators

Course Reg-
istration Report on
page 49

Participant Attend-
ance Report

Information about
attendance of Par-
ticipants.

Manager,
Administrators,
Supervisors

Participant Attend-
ance Report on
page 54

Metric Report Various metrics for
your login group.

Manager Metric Report on
page 57

User Summary Report
This report shows a summary of information about users. Managers, Administrators and Super-
visors can run this report.

1. On the main SAS page, click the Reports link.

2. In the Summary Reports section, click the User Summary Report link.

The User Summary Report opens. This report shows different information depending on
your role.

For Managers and Administrators
For Managers and Administrators, the report looks like this:
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Information On This Screen

Item Description

User Quota The login group's quota for the number of users.

Quota Used By Users You
May Manage

The quota used by the users managed by you and your sub-
ordinates.

% Quota Used By Users
You May Manage

The quota, in percent, used by the users you are responsible
for.

Role The role.

Registered The number of registered users with this role.

Active The number of active users.

% Active The percentage of active users.

Inactive The number of inactive users.

% Inactive The percentage of inactive users.

Log Ins > 0 The number of users who have logged in at least once, at any
time.

% Log Ins > 0 The percentage of users who have logged in at least once.

Log Ins = 0 The number of users who have never logged in at least once.

% Log Ins = 0 The percentage of users who have never logged in at least
once.

Log Ins Today The number of users who have logged in today.

% Log Ins Today The percentage of users who have logged in today.
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For Supervisors
For Supervisors, the report looks like this:

Information On This Screen

Item Description

User Quota The quota for the number of users you can manage.

Quota Used By Users You
May Manage

The number of users counting towards your quota.

% Quota Used By Users You
May Manage

The percentage of users counting towards your quota.

Total Participants The total number of Participants.

Active Participants The number of active Participants.

Accepted Code of Conduct How many users have accepted the Code of Conduct.

Whether this is required is configured on the Participant
Advanced Settings screen.

Attended At Least 1 Session How many users have attended at least one session.

May Modify Own Profile How many users have the privilege to modify their own
profile.

See Participant Advanced Settings on page 87.

May Enroll In Courses How many users have the privilege to enroll themselves in
Courses.

See Participant Advanced Settings on page 87.
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See Also

l Users on page 73

Administrator Summary Report
This report shows a summary of information about Administrators. Only Managers can run this
report.

1. On the main SAS page, click the Reports link.

2. In the Summary Reports section, click the Administrator Summary Report link.

The Administrator Summary Report opens.
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Information On This Screen

Item Description

Admin The number of the administrator in this list.

Last Name The user's last name.

First Name The user's first name.

Username The user's username.

Status The user's status. May be Inactive or Active. Managers
can change a user's status by using the User Profile
Information screen.

May Modify Own Profile Whether the user can modify their own profile. (The
profile can be viewed on the User Profile Information
screen.)

Note: This permission, and the ones below,
are configured on the Administrator
Advanced Settings screen.

May Create Courses Whether the user can create Courses.

May Create Drop Ins Whether the user can create Drop Ins.

May Create Meetings Whether the user can createMeetings.

May Upload Contacts Whether the user can upload Contacts.

May Upload Multimedia Files Whether the user can upload multimedia files (such as
PowerPoint files).

May Upload Users Whether the user can upload files containing infor-
mation about users to add to the SAS.

May Upload Whiteboard or
Plan Files

Whether the user can upload Whiteboard or Plan files.

Details Clicking the View link shows more information about
the Administrator. See Details.
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Details
If you click the View link in the Details column, the report shows this:
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Information On This Screen

Item Description

Login Information

Login Group The name of the login group.

Username The user's username.

User Display Name The user's display name.

Email Address The user's email address.

Time Zone The user's time zone.

Observe DST Whether the user observes Daylight Savings Time.

Registered The date and time the user was registered in SAS.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to
SAS checkbox on the User Profile Information screen.)

Profile Information

Title The user's honorific title. (For example, "Mr." or "Ms.".)

First Name The user's first name.

Last Name The user's last name.

Area Code The user's area code.

Phone Number The user's phone number.

City/Town The city or town where the user resides.

Prov/State The province or state where the user resides.

Country The country where the user resides.

Administrator Information

Administrator
Description

A description of the item.

Supervisor Count The number of Supervisors this Administrator manages.

Participant Count The total number of Participantsmanaged by all Supervisors man-
aged by this Administrator.
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Item Description

Moderator Count The total number of Moderatorsmanaged by this Administrator.

Course Templates The number of Course templates owned by this Administrator.

Drop In Templates The number of Drop In templates owned by this Administrator.

Meeting Sessions
(Administrator)

The number of sessions this Administrator owns.

Meeting Sessions
(Supervisor)

The number of sessions owned by Supervisors below this Admin-
istrator.

May Modify Own
Profile

Whether the user can modify their own profile. (The profile can be
viewed on the User Profile Information screen.)

May Manage
Supervisors

Whether the Administrator may manage Supervisors.

May Manage Par-
ticipants

Whether the Administrator may manage Participants.

May Manage Mod-
erators

Whether the Administrator may manageModerators.

May Manage
Courses

Whether the Administrator may manage Courses.

May Manage Drop
Ins

Whether the Administrator may manage Drop Ins.

May Manage Meet-
ings

Whether the Administrator may manageMeetings.

Many of these items are configured on the Administrator Advanced Settings on page 81.

See Also

l Users in the Utilities Page section

Supervisor Summary Report
This report shows a summary of information about Supervisors. Managers and Administrators
can run this report.
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1. On the main SAS page, click the Reports link.

2. In the Summary Reports section, click the Supervisor Summary Report link.

The Supervisor Summary Report opens.

Information On This Screen

Item Description

Supervisor The number of the Supervisor in this list.

Last Name The user's last name.

First Name The user's first name.

Username The user's username.

Status The user's status. May be Inactive or Active. Managers can change a
user's status by using the User Profile Information screen.

Description A description of the item.

Administrator The Administrator who manages this Supervisor.
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Item Description

Meeting Count The number of Meetings this Supervisor owns.

May Modify Own
Profile

Whether the user can modify their own profile. (The profile can be
viewed on the User Profile Information screen.)

Note: This permission, and the ones below, are con-
figured on the Supervisor Advanced Settings screen.

May Enroll Par-
ticipants in
Courses

Whether the user can enroll Participants in Courses.

May Create Meet-
ings

Whether the user can createMeetings.

Details Shows more information about the Supervisor. See Details.

Details
If you click the View link in the Details column, the report shows this:
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Information On This Screen

Item Description

Login Information

Login Group The name of the login group.

Username The user's username.

User Display
Name

The user's display name.

Email Address The user's email address.

Time Zone The user's time zone.

Observe DST Whether the user observes Daylight Savings Time.
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Item Description

Registered The date and time the user was registered in SAS.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Profile Information

Title The user's honorific title. (For example, "Mr." or "Ms.".)

First Name The user's first name.

Last Name The user's last name.

Area Code The user's area code.

Phone Number The user's phone number.

City/Town The city or town where the user resides.

Prov/State The province or state where the user resides.

Country The country where the user resides.

Supervisor Information

Supervisor
Description

A description of the item.

Participant
Count

The number of Participants in all Courses, Drop Ins, and Meetings
owned by this Supervisor.

May Modify
Own Profile

Whether the user can modify their own profile. (The profile can be
viewed on the User Profile Information screen.)

May Modify Par-
ticipant Profile

Whether the user can modify Participants' profiles.

May Enroll Par-
ticipants in
Courses

Whether the user can enroll Participants in Courses.

Many of these items are configured on the Supervisor Advanced Settings on page 83.

See Also

l Users on page 73
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Participant Summary Report
This report shows a summary of information about Participants. Only Supervisors can run this
report.

1. On the main SAS page, click the Reports link.

2. In the Summary Reports section, click the Participant Summary Report link.

The Participant Summary Report opens.

Information On This Screen

Item Description

Participant The number of the Participant in this list.

Last Name The user's last name.

First Name The user's first name.

Username The user's username.

Status The user's status. May be Inactive or Active. Managers
can change a user's status by using the User Profile
Information screen.

Course Sessions Attended The number of Course sessions this user has attended.
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Item Description

Code Of Conduct Whether this user has agreed to the Code of Conduct.

Whether this is required is configured on Participant
Advanced Settings screen.

May Modify Own Profile Whether the user can modify their own profile. (The
profile can be viewed on the User Profile Information
screen.)

Note: This permission, and the ones below,
are configured on the Participant Advanced
Settings screen.

May Create Courses Whether the user can create Courses.

May Enroll in Courses Whether the user can enroll in Courses.

Details Clicking the View link shows more information about
the Participant. See Details.
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Details
If you click the View link in the Details column, the report shows this:
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Information On This Screen

Item Description

Login Information

Login Group The name of the login group.

Username The user's username.

User Display Name The user's display name.

Email Address The user's email address.

Time Zone The user's time zone.

Observe DST Whether the user observes Daylight Savings Time.

Registered The date and time the user was registered in SAS.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to
SAS checkbox on the User Profile Information screen.)

Profile Information

Title The user's honorific title. (For example, "Mr." or "Ms.".)

First Name The user's first name.

Last Name The user's last name.

Area Code The user's area code.

Phone Number The user's phone number.

City/Town The city or town where the user resides.

Prov/State The province or state where the user resides.

Country The country where the user resides.

Administrator Information

Administrator The Administrator who owns this user.

Supervisor The Supervisor who owns this user.
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Item Description

Sessions Attended The number of sessions this user has attended.

Accepted Code of
Conduct

Whether this user has agreed to the Code of Conduct.

Acknowledged
Orientation
Reminder

Whether this user has acknowledged the orientation reminder.

Whether this is required is configured on Participant Advanced
Settings screen.

May Modify Own
Profile

Whether the user can modify their own profile. (The profile can be
viewed on the User Profile Information screen.)

May Enroll in
Courses

Whether the user can enroll in Courses.

See Also

l Users in the Utilities Page section

Session Summary Report
This report shows a summary of information about sessions. Managers and Administrators can
run this report.

1. On the main SAS page, click the Reports link.

2. In the Summary Reports section, click the Session Summary Report link.

The Session Summary Report opens.
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Information On This Screen

Item Description

Session Quota The number of sessions your login group is allowed to use.

Session Quota
Used

The number of sessions you are currently using.

Session Cat-
egory

The category of session: Course, Drop In,Meeting, or none.

% Unattended The percentages of sessions that were unattended.

Past The number of sessions that occurred in the past.

Idle The number of sessions that are currently idle.

An idle session is one that is scheduled but which doesn’t have a Room
currently open. (So no one is in attendance.)

Running The number of sessions that are currently running.

For more information, see the Running Session Report below.

Future The number of sessions that are scheduled to occur in the future.

Totals The total number of sessions.

See Also
Courses, Drop Ins, andMeetings in the Utilities Page section

Running Session Report
This report shows information about currently running sessions. Managers and Administrators
can run this report.

1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click the Running Session Report link.
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3. On the Running Session Report Criteria screen, select the information you are inter-
ested in.

Notes:
1) The Select An Administrator list is available only to the Man-
ager.
2) If you are the Manager, you can scroll down to the bottom of the
Select An Administrator list to select All Administrators.

4. Select the output format (HTML or CSV for a comma-delimited text file).

5. Click View Report.

The Running Session Report opens.

Information On This Screen

Item Description

Date The date the session started.

Starts The time the session started.

Name The name of the session.

Category The category of session: Course, Drop In,Meeting, or none.

Type The session type. (One of the types defined on the Session Types screen.)
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Item Description

Cost
Center

The cost center for the session.

Supervised Whether the session is supervised. (Whether the Moderator can view private
messages sent between Participants.)

Attendees The number of attendees in the session.

Attendees Click the View link to see more information about the attendees. See Active
Attendee List below.

Information in the CSV File

If you chose to export to a CSV file, the running.csv file contains one line per attendee. It
contains the same information as the screen plus these fields:

Item Description

Attendee The name of the attendee.

Was Chair Whether the attendee was a Chair.

Joined At The date and time the attendee first joined the session.

Left At The date and time the attendee last left the session.

Active For The total time the attendee was active in the session.

Active Attendee List
Clicking View in the Attendees column displays the Active Attendee List.
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Information On This Screen

Item Description

Attendee The number of the attendee in this list.

Attendee Name The name of the attendee.

Authentication How the attendee authenticated to join the session.

l Chair Password – they used the Chair's password.

l Non-Chair Password – they used the password for Non-Chair
attendees.

l Invitee UID – they were invited to the session.

l Drop In Password – they used a password for a Drop In.

Is Chair Whether the attendee a Chair of the session.

Is User Whether the user is registered in SAS.

Joined At The date and time the attendee first joined the session.

Active For The total time the attendee was active in the session.

Session Attendance Report
This report shows information about attendance in sessions. Managers, Administrators, and
Supervisors can run this report.

1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click the Session Attendance Report link.
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3. On the Running Session Report Criteria screen, select the sessions you are inter-
ested in.

Notes:
1) The Select An Administrator list is available only to the Man-
ager.
2) If you are the Manager, you can scroll down to the bottom of the
Select An Administrator list to select All Administrators.

4. Select the output format (HTML or CSV for a comma-delimited text file).
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5. Click View Report.

The Session Attendance Report opens.

Information On This Screen

Item Description

Date The date of the session.

Starts The date and time the session started.

Ends The date and time the session ended.

Name The name of the session.

Duration The duration of the session.

Category The category of session: Course, Drop In,Meeting, or none.
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Item Description

Type The session type. (One of the types defined on the Session Types screen.)

Cost
Center

The cost center for the session.

Owner The owner of the session.

Attendees Click the View link to see more information about the attendees. See
Attendee List below.

Details Click the View link to see more information about the room. See Room
Detail Report on page 44.

Information in the CSV File

If you chose to export to a CSV file, the attendance.csv file contains one line per attendee.
It contains the same information as the screen plus these fields:

Item Description

Attendee The name of the attendee.

Was Chair Whether the attendee was a Chair.

Joined At The date and time the attendee joined the session.

Left At The date and time the attendee left the session.

Active For The total time the attendee was in the sessions.

Attendee List
If you click the View link in the Attendees column on the Session Attendance Report, the
Attendee List screen opens.
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(You can also open this screen by clicking the View link in the Attendee List row of the
Room Detail Report on next page.)

Information On This Screen

Item Description

Attendee The number of the attendee in this list.

Attendee Name The name of the attendee. (This is the name they entered when they
joined the session, not necessarily their username in SAS.)

Authentication How the attendee authenticated to join the session.

l Chair Password – they used the Chair's password.

l Non-Chair Password – they used the password for Non-Chair
attendees.

l Invitee UID – they were invited to the session.

l Drop In Password – they used a password for a Drop In.

Is Chair Whether the attendee a Chair of the session.

Is User Whether the user is registered in SAS.

Launch Count The number of times that attendee launched the session.

First Join The date and time the attendee first joined the session.

Last Leave The date and time the attendee last left the session.

Total Active The total time the attendee was active in the session.

Logs Click the View link to see information about logs for the attendee. See
Attendee Log List below.

Attendee Log List
If you click the View link in the Logs column on the Attendee List, the Attendee Log List
screen opens.
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Information On This Screen

Item Description

Count The number of the row. If the user joined the session multiple times, there
will be one row for each time the user joined the session.

Joined When the attendee joined.

Left When the attendee left.

Duration The duration that the attendee was in the session.

Room Detail Report
If you click the View link in the Details column on the Session Attendance Report, the Room
Detail Report screen opens.
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Information On This Screen

Item Description

Owner The owner of the room.

Opened The date and time the room was opened.

Closed The date and time the room was closed.

Duration The total time the room was open.

Category The category of session: Course, Drop In,Meeting, or none.

Type The session type. (One of the types defined on the Session Types screen.)

Cost
Center

The cost center for the room.

Version The name of the web conferencing server that was used to host the room.

Recorded Whether the room was recorded or not.

Attendee
List

Click the View link to see more information about the attendees. See
Attendee List on page 42.

Meeting Information Report
This report shows information about all theMeetings that occurred in a given time period. Man-
agers, Administrators, and Supervisors can run this report.

1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click theMeeting Information Report
link.
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3. On theMeeting Information Report Criteria screen, select the information you are
interested in.

4. Select the output format (HTML or CSV for a comma-delimited text file).

5. Click View Report.

The Meeting Information Report opens.
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Information On This Screen

Item Description

Date The date of the Meeting.

Starts The date and time the Meeting started.

Ends The date and time the Meeting ended.

Name The name of the Meeting.

Type The category of session: Course, Drop In,Meeting, or none.

Hosted By The name of the host.

Version The version of web conferencing that was used to run the Meeting.

Rooms The number of rooms used by the Meeting.

Invitees The number of users invited to the Meeting.

Attendees The number of attendees in the Meeting.

Record-
ings

The number of recordings for this Meeting.

Details Click the View link to see more information about the Meeting. See Details
below.

Information in the CSV File

If you chose to export to a CSV file, the info.csv file contains the same information as the
screen.

Details
If you click the View link in the Details column on the Meeting Information Report, the
Details screen opens.
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Information On This Screen

Item Description

Session
Name

The name of the session.

Session Type The session type. (One of the types defined on the Session Types screen.)

Hosted By The name of the host.

Admin-
istrator

The Administrator who owns the Supervisor for this Meeting.

Supervisor The Supervisor who owns this Meeting.

Session
Starts

The start date and time of the session.

Session Ends The end date and time of the session.
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Item Description

May Join
Session

The date and time that attendees can join the session. (The Session Start
time minus the boundary time.)

Version The version of Blackboard Collaborate web conferencing that will be used
to host the session.

Session
Access

The access restrictions for the session.

l Private – access to the session is restricted to the session creator.

l Restricted – access to the session is restricted to individuals with
whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the session is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Recording
Mode

The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded when
the first attendee joins the session.

l Disabled – The session cannot be recorded.

Recording
Access

The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session cre-
ator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

See Also

l Meetings

Course Registration Report
This report shows information about registrations of Enrollees in Courses. Managers, Admin-
istrators, and Moderators can run this report.

49Reports Page



1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click the Course Registration Report
link.

3. If you are the Manager, select the Administrator you are interested in and click View
Report.

Notes:
1) This screen is available only to the Manager.
2) You can scroll down to the bottom of the Select An Admin-
istrator list to select All Administrators.

4. Select the information you are interested in.

Note: The Select A Coursemenu is available only to Managers
and Administrators.

5. Select the output format (HTML or CSV for a comma-delimited text file).

6. Click View Report.

The Course Registration Report opens.

50 Reports Page



Information On This Screen

Item Description

Instance Info Information about the Course.

Click the purple link to see more information. See Details below.

Last Name The user's last name.

First Name The user's first name.

Display Name The user's display name.

Username The user's username.

Email The user's email address.

Date Enrolled The date and time the user was enrolled in the Course.

Notifications The number of notifications sent to the user.

Details
This screen shows details about a Course.
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Information On This Screen

Item Description

Template Name The name of the template.

Instance Name The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Hosted By The name of the host.

Course Start
Date

The date the Course starts.

Course End Date The date the Course ends.

Late Enrollment Whether late enrollment is allowed.

See Course Instances on page 170.

Open Enroll-
ment

Whether open enrollment is allowed.

Self Enrollment Whether users can enroll themselves.

Enrolled Count The number of users enrolled in the Course.

Max Enrollees The maximum number of users who can enroll in the Course.

Minimum Level The minimum level of user who can attend.

Maximum Level The maximum level of user who can attend.

Sessions Click the View link to see more information about the Course ses-
sions. See Course Session List below.

Enrollees Click the View link to see more information about the Enrollees. See
Enrollees on the facing page.

Course Session List
This screen lists Course sessions.
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Information On This Screen

Item Description

Session The number of the session in this list.

Start The start date and time of the session.

End The date and time the session ends.

Duration The duration of the session.

Rooms The number of rooms used by the session.

Enrollees
This screen lists Course Enrollees.
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Information On This Screen

Item Description

Participant The number of the Participant in this list.

Username The user's username.

First Name The user's first name.

Last Name The user's last name.

Administrator The Administrator who owns this user.

Supervisor The Supervisor who owns this user.

Enrollment Status The status of this user's enrollment. ENROLLED or WITHDRAWN.

Date Enrolled The date the user enrolled.

Date Withdrew If the user withdrew, the date it occurred.

See Also

l Course Enrollment on page 169

Participant Attendance Report
This report shows information about attendance of Participants. Managers, Administrators, and
Supervisors can run this report.

1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click the Participant Attendance Report
link.
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3. On the Participant Attendance Report Criteria screen, select the information you
are interested in.

Notes:
1) The Select A Supervisor list is available only to Managers and
Administrators.
2) You can scroll down to the bottom of the Select A Supervisor
list to select All Supervisors.

4. Select the output format (HTML or CSV for a comma-delimited text file).

5. Click View Report.

The Participant Attendance Report opens.
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Information On This Screen

Item Description

Attendee The number of the attendee in this list.

Login
Name

The user's username.

Last Name The user's last name.

First
Name

The user's first name.

Supervisor The Supervisor who owns this user.

Note: This is shown only to Managers and Administrators.

Sessions Click the View link to see more information about the attendees. See Attend-
ance Participant Detail Report below.

Information in the CSV File

If you chose to export to a CSV file, the attendance.csv file contains the same information
as the screen plus the following fields:

Item Description

Room Number The number of the room in this list.

Room Name The name of the room.

First Join The date and time a user first joined the room.

Total Active The total time attendees were in the room.

Attendance Participant Detail Report
If you click the View link in the Sessions column, the Attendance Participant Detail Report
opens.
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Information On This Screen

Item Description

Room Number The number of the room in this list.

Room Name The name of the room.

First Join The date and time a user first joined the room.

Total Active The total time attendees were in the room.

Metric Report
This report shows various metrics for your login group. Only the Manager can run this report.

1. On the main SAS page, click the Reports link.

2. In the Comprehensive Reports section, click theMetric Report link.

3. On theMetric Report Criteria screen, select the information you are interested in.

4. Select the output format (HTML or CSV for a comma-delimited text file).
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5. Click View Report.

The Metric Report opens.

Information on this Screen

Item Description

Period The reporting period.

Rooms Started The number of rooms that were started.

Max Concurrent
Rooms

The maximum number of concurrent rooms that were open.

Rejoined Attend-
ees

The number of attendees who rejoined rooms.

Unique Attend-
ees

The number of attendees who joined only once.

Total Attendees The total number of attendees (the Rejoined Attendees plus the Unique
Attendees).

Recordings The number of recordings made.

Linux The number of Linux desktop machines used to connect to the rooms.

Macs The number of Apple Macintosh desktop machines used to connect to
the rooms.

Windows The number of Windows desktop machines used to connect to the
rooms.
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Item Description

Desktop
Unknowns

The number of desktop machines running an unidentified operating
system used to connect to the rooms.

Desktop Total The total number of desktop machines used to connect to the rooms.

Android Phones The number of Android phones used to connect to the rooms.

Android Tablets The number of Android tablets used to connect to the rooms.

iPads The number of iPads used to connect to the rooms.

iPhones & iPods The number of iPhones and iPods used to connect to the rooms.

Mobile
Unknowns

The number of unidentified mobile devices used to connect to the
rooms.

Mobile Total The total number of mobile devices used to connect to the rooms.

Information in the CSV File

If you chose to export to a CSV file, the metric.csv file contains the same information as the
screen (except that the Period field is split into two fields: From and To).

Plotting Room and Recording Metrics
You can also view graphics plots of the data by clicking the following links.
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l Plot Room Metrics – Shows the number of rooms.
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l Plot Room and Attendee Metrics – shows the number of rooms and the number of
attendees.
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l Plot Room and Recording Metrics – shows the number of rooms and the number of
recordings.
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l Plot Attendee Metrics – shows the number of attendees.
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l Plot Rejoined Attendee Metrics – shows the number of attendees who rejoined a
room. (High numbers may indicate that users are having connectivity issues.)
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l Plot Total and Rejoined Attendee Metrics – shows the number of attendees and
the number of those who rejoined a room.
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l Plot Recording Metrics – shows the number of recordings.
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l Plot Device Use Metrics – shows the type of device (such as Windows computer,
iPhone, or iPad) that was used to access the rooms.
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Page 69

Utilities Page
The Utilities page provides utilities to configure SAS and to examine SAS data in detail.

How To Get Here
l Select the Utilities tab.



Note: The items available on this screen depend on your role.

Links On This Screen

Link Is Available To Leads to

Users Manager, Administrators, Super-
visors

Users on page 73

Courses Manager, Administrators Courses on page 93

Course Enroll-
ment

Administrators, Supervisors Course Enrollment on page 169

Drop Ins Manager, Administrators Drop Ins on page 177

Meetings Manager, Administrators, Super-
visors

Meetings on page 245

Files Manager, Administrators, Super-
visors

l If you are the Manager, this
link opens the Login Group
File Summary screen.

l If you are an Administrator,
this link opens the Admin-
istrator File Summary
screen.

l If you are a Supervisor, this
link opens the Supervisor
File Summary screen.

Contacts Manager, Administrators, Super-
visors

Contacts on page 369

Session Types Manager, Administrators, Super-
visors

Session Types on page 375
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Link Is Available To Leads to

Labels Manager, Administrators, Super-
visors

Label Types on page 385

Levels Manager, Administrators, Super-
visors

Levels on page 395

Redirect URLs Manager Redirect URLs on page 407

Cost Centers Manager, Administrators, Super-
visors

Cost Centers on page 409

Recordings Moderators, Participants My Recordings. See the
SAS Recordings Guide.
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Users
The Users section shows information about users.

A user is anyone registered in the SAS. This includesManagers, Administrators, Supervisors,
Moderators, and Participants.

How To Get Here
l Click the Users link on the Utilities Page.

You must be a Manager, Administrator, or Supervisor to access the Users link.

Where This Leads
l If you are the Manager, the Users link opens the Users screen .

l If you are an Administrator or Supervisor, the Users link opens the Participant Users
screen.



Users Flowchart

74 Users



Users
This screen shows information about users.

l If you are the Manager, then this shows all users.

l If you an Administrator, then this shows your Moderators, Supervisors, and all users
owned by those Supervisors.

l If you are a Supervisor, this shows all the users you own.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Login Role The user's role.

Username The user's username.

Last Name The user's last name.

First Name The user's first name.

Level The user's level.

Administrator The Administrator who is the owner of this user.

Note: This column is only visible if you are the Manager.

This field is blank if the user is an Administrator.

Supervisor The Supervisor of this user.

This field is blank if the user is a Supervisor or Moderator.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Logs The number of times the user has been logged as logging in.

Logs can be viewed on the Login Logs screen.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View detailed information about a
user.

1. Select
one
user.

2. Click the
Edit but-
ton.

User Profile Information on the fac-
ing page

View information about logins for
a user.

1. Select
one
user.

2. Click the
Logs
button.

Login Logs on page 90
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Exporting Data (Manager Only)
To export data about users to a text file:

1. Deselect all rows.

2. Press Export Summary.

This saves user.csv, a comma-separated text file, to disk.

This file contains the same information as the Users screen plus this field:

Item Description

Email Address The user's email address.

How To Get Here

l Click the Users link on the Utilities Page.

User Profile Information
This screen shows detailed information about a user.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Role The user's role.

Administrator The Administrator who owns this user.

Supervisor The Supervisor who owns this user.

Username The user's username.

Password The user's password.

Display Name The user's display name.

Email Address The user's email address.

Active Whether the user is active or not.

Time Zone The user's time zone.

Level The user's level.

Login Logs The number of times the user has been logged as logging in.

Logs can be viewed on the Login Logs screen.

Title The user's honorific title. (For example, "Mr." or "Ms.".)

First Name The user's first name.

Last Name The user's last name.

Description A description of the item.

Country The country where the user resides.

State The province or state where the user resides.

City The city or town where the user resides.

Phone The user's phone number.

Registered The date and time the user was registered in the SAS.

Deactivated If the user was deactivated, the date and time it was done.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information
about the user.

Click the Advanced
button.

One of the following:

l Manager Advanced Set-
tings below

l Administrator Advanced
Settings on page 81

l Supervisor Advanced Set-
tings on page 83

l Moderator Advanced Set-
tings on page 85

l Participant Advanced Set-
tings on page 87

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

See the Users Flowchart on page 74.

Manager Advanced Settings
This screen shows detailed information aboutManagers.

79Users



Access
You must be a Manager to access this screen.
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Information On This Screen

Item Description

Username The Manager's username.

May Mod-
ify

The items that this Manager may modify:

l Username – The user's username.

l Password – The user's password.

l Display Name – The user's display name.

l Email Address – The user's email address.

l Profile – All the other items on the User Profile Information screen
besides Username, Password, and Email Address.

l Reserved Seats – The number of reserved seats, used for login
groups with a "concurrent seat license".

Security Whether this Manager can manage user passwords.

May Man-
age

The items that this Manager may manage (own).

May
Upload

The items that this Manager may upload.

May
Enroll

Whether this Manager can enroll Participants in Courses.

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

3. On the User Profile Information screen, click Advanced.

See the Users Flowchart on page 74.

Administrator Advanced Settings
This screen shows detailed information about Administrators.
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Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Username The Administrator's username.

May Mod-
ify

The items that this Administrator may modify for any user that they man-
age:

l Username – The user's username.

l Password – The user's password.

l Display Name – The user's display name.

l Email Address – The user's email address.

l Profile – All the other items on the User Profile Information screen
besides Username, Password, and Email Address.

l Reserved Seats – The number of reserved seats, used for login
groups with a "concurrent seat license".

Security Whether this Administrator can manage user passwords.

May Man-
age

The items that this Administrator may manage (own).

May
Upload

The items that this Administrator may upload.

May
Enroll

Whether this Administrator can enroll Participants in Courses.

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

3. On the User Profile Information screen, click Advanced.

See the Users Flowchart on page 74.

Supervisor Advanced Settings
This screen shows detailed information about Supervisors.
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Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Username The Supervisor's username.

May Mod-
ify

The items that this Supervisor may modify for any user that they manage:

l Username – The user's username.

l Password – The user's password.

l Display Name – The user's display name.

l Email Address – The user's email address.

l Profile – All the other items on the User Profile Information screen
besides Username, Password, and Email Address.

l Reserved Seats – The number of reserved seats, used for login
groups with a "concurrent seat license".

Security Whether this Supervisor can manage user passwords.

Many
Manage

The items that this Supervisor may manage (own).

May
Upload

The items that this Supervisor may upload.

May
Enroll

Whether this Supervisor can enroll Participants in Courses.

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

3. On the User Profile Information screen, click Advanced.

See the Users Flowchart on page 74.

Moderator Advanced Settings
This screen shows detailed information aboutModerators.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Username The Moderator's username.

May Mod-
ify

The items that this Supervisor may modify for any user that they manage:

l Username – The user's username.

l Password – The user's password.

l Display Name – The user's display name.

l Email Address – The user's email address.

l Profile – All the other items on the User Profile Information screen
besides Username, Password, and Email Address.

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

3. On the User Profile Information screen, click Advanced.

See the Users Flowchart on page 74.
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Participant Advanced Settings
This screen shows detailed information about Participants.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Username The Participant's username.

May Mod-
ify

The items that this Participant may modify for any user that they manage:

l Username – The user's username.

l Password – The user's password.

l Display Name – The user's display name.

l Email Address – The user's email address.

l Profile – All the other items on the User Profile Information screen
besides Username, Password, and Email Address.

Attributes Options for the user.

l May self-enroll in Courses – Whether they can enroll themselves
in Courses.

l Must accept the 'Code of Conduct– Whether they must accept
the code of conduct.

l Must acknowledge the Orientation reminder – Whether they
must acknowledge the orientation reminder.

l Has accepted the Code of Conduct – Whether they have
accepted the code of conduct.

l Has acknowledged the Orientation reminder – Whether they
have acknowledged the orientation reminder

How To Get Here

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Edit.

3. On the User Profile Information screen, click Advanced.

See the Users Flowchart on page 74.

Participant Users
This screen shows information about Participants.
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Access
You must be a Supervisor to access this screen.

Information On This Screen

Item Description

Username The user's username.

Last Name The user's last name.

First
Name

The user's first name.

Level The user's level.

Email
Address

The user's email address.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Logs The number of times the user has been logged as logging in.

Logs can be viewed on the Login Logs screen.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about when a user has
logged in.

1. Select a user.

2. Click the
Log button.

Login Logs below

How To Get Here

l Click the Users link on the Utilities Page.

See the Users Flowchart on page 74.

Login Logs
This screen shows information about when a user has logged in.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Date/Time The date and time the user logged in.

Log Type The type of the log.

l LOGIN – the user logged in.

l REMINDER – (not currently used)

l NOTIFICATION – a new user is created.

Details The user's username and IP address.

How To Get Here

If you are a Manager or Administrator

1. Click the Users link on the Utilities Page.

2. On the Users screen, select a User and click Log.

If you are a Supervisor

1. Click the Users link on the Utilities Page.

2. On the Participant Users screen, select a User and click Log.
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Chapter 7

Page 93

Courses
This section shows information about Courses.

How To Get Here
l Click the Courses link on the Utilities Page.

You must be a Manager or Administrator to access the Courses link.



Information Available In This Section

You can find information about ... On this screen ...

Attendees l Room Attendees on page 338

l Advanced Attendee Information on page 340

l Attendee Log on page 346

l Attendee Map on page 343

l Export Course Templates on page 99

l Export Course Instances on page 116

Course Administrators l Course Administrators on page 97

Course Chairs l Course Chairs on page 113

Course Instances l Course Instances on page 108

l Export Course Instances on page 116

l Export Course Templates on page 99

l Course Instances that Reference the Email Template
on page 123

Course Sessions l Course Sessions on page 124

l Advanced Course Session Information on page 131

l Course Sessions Belonging To Course Template on page
105

l Export Course Sessions on page 128

l Export Course Templates on page 99

Course Templates l Course Templates on page 103

l Course Sessions Belonging To Course Template on page
105

l Export Course Templates on page 99

l Rooms on page 280

Email l Course Email Notifications on page 115

l Course Email Templates on page 120

l Course Instances that Reference the Email Template
on page 123
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You can find information about ... On this screen ...

Enrollees l Course Enrollees (Past and Present) on page 111

l Export Course Instances on page 116

See also Course Enrollment on page 169.

Recordings l Recording on page 283

l Recording Downloads on page 348

Rooms l Rooms on page 280

URLs l Export Course Templates on page 99

l Advanced Course Session Information on page 131

l Export Course Instances on page 116

Plan, Whiteboard, and Mul-
timedia Files

l Whiteboard/Plan Files on page 272

l Export Whiteboard/Plan File on page 274

l Whiteboard/Plan Downloads on page 277

l Multimedia Download(s) on page 269

l Export Multimedia File on page 266

l Whiteboard/Plan Downloads on page 277

l Export Whiteboard/Plan File on page 274

Where This Leads
l If you are the Manager, the Courses link opens the Course Administrators screen.

l If you are an Administrator, the Courses link opens the Course Templates screen.
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Courses Flowchart

96 Courses



Course Administrators
This screen shows information about the Administrators.
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Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

May Manage Whether this Administrator may manage Courses.

Username The user's username.

Display Name The user's display name.

Last Name The user's last name.

First Name The user's first name.

Templates The number of Course templates owned by this user.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about an Admin-
istrator's Course templates.

1. Select a row.

2. Click the Tem-
plate button.

Course Templates on
page 103

Export information about Course tem-
plates to a text file.

1. Deselect all
rows.

2. Click the
Export Data
button.

Export Course Tem-
plates below

How To Get Here

l Click the Courses link on the Utilities Page.

See the Courses Flowchart on page 96.

Export Course Templates
This screen shows information about Course templates and allows you to export information to
a text file. This includes information about the following:

l instances of those templates

l attendees of those instances

l Enrollees of those instances

l recordings of those instances
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Owner Name The owner (creator) of the Course template. Only the owner can modify
the template.

Note: This column is only shown if you are the Manager.

Template
Name

The name of the template.

Instance
Name

The name of the Course instance.

Instance Start The date and time the instance starts.

Instance End The date and time the instance ends.

Sessions The number of sessions for this instance.

Attendees The number of attendees for sessions in the instance.

Enrollees The number of users enrolled in the instance.

Recordings The number of recordings for sessions in the instance.
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Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. The values in this file are
the same as shown on the Export Course Templates screen.

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This saves sas_export.csv, a comma-separated text file, to disk. There is a separate line for
each attendee in each room. This file contains the same information as the Export Course Tem-
plates screen plus the following fields:

Item Description

Session
Start

The date and time the session started.

Session
End

The date and time the session ended.

Room
Opened

The date and time the room opened.

Room
Closed

The date and time the room closed.

Attendee
Name

The name of the attendee.

(If there were no attendees for the session, this will be blank.)
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Item Description

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS check-
box on the User Profile Information screen.)

File
Name

If there is a recording, the name of the recording file.

File
Created

If there is a recording, the time and date the file was created.

File Size
(MB)

If there is a recording, the size of the recording file.

Exporting Links (URLs)

To export data about links to a text file:

1. Select one or more rows.

2. Press Export Links.

This saves sas_export.csv, a comma-separated text file, to disk. The file contains one row
per session. This file contains the same information as the Export Course Templates screen plus
the following fields:

Item Description

Session
Start

The date and time the session started.

Session
End

The date and time the session ended.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

Exporting Data About Enrollees

To export a summary to a text file:
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1. Select one or more rows.

2. Click Export Enrollees.

This saves sas_export.csv, a comma-separated text file, to disk. There is one file per
Enrollee. This file contains the following information:

Item Description

Template
Name

The name of the template.

Instance
Name

The name of the Course instance.

Enrollee
Name

The name of the user enrolled in the Course.

Login Name The user's username.

Email
Address

The user's email address.

Supervisor
Name

The Supervisor who owns this user.

Attended
Count

The number of attendees in all the rooms used by the all the sessions for
this instance of the this template.

How To Get Here

1. Click the Courses link on the Utilities Page.

2. Do one of the following:

l If you are the Manager, on the Course Administrators screen select an Admin-
istrator and click Export Data.

l If you are an Administrator, on the Course Templates screen select a template and
click Export Data.

See the Courses Flowchart on page 96.

Course Templates
This screen shows information about Course templates and their Course instances.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Course Template The name of the Course template.

Min Level The minimum level of users who can attend an instance of this tem-
plate.

Max Level The maximum level of users who can attend an instance of this tem-
plate.

Instances The number of instances of this template.

Description A description of the item.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about a Course
template's instances.

1. Select a row.

2. Click the
Instance
button.

Course Instances on page 108

View information about the ses-
sions for a template.

1. Select a row.

2. Click the Ses-
sion button.

Course Sessions Belonging To
Course Template below

Export information to a text file. 1. Deselect all
rows.

2. Click the
Export
Data button.

Export Course Templates on
page 99

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

See the Courses Flowchart on page 96.

Course Sessions Belonging To Course Template
This screen shows information about Course sessions for the Course template specified in the
Course Templates screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Instance The name of the Course instance.

Start
Time

The date and time the instance starts.

End
Time

The date and time the instance ends.

Session
Type

The session type. (One of the types defined on the Session Types screen.)

Label
Type

One of the label types as defined on the Label Types screen.
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Item Description

Access The access restriction for the instance.

Rec.
Mode

The recording mode for the instance.

l Manual – The Chair can manually start and stop recording.

l Automatic – The session automatically starts being recorded when the
first attendee joins the session.

l Disabled – The session cannot be recorded.

Rec.
Access

The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals with
whom you have shared the link and to users who have an SAS account
and were registered for the session.

l Public – access to the recording is unrestricted and available to anyone
who has the recording link and to all users who have an SAS account.

Rooms The number of rooms that have been opened for this instance.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about the rooms for an
instance.

1. Select a row.

2. Click the
Room but-
ton.

Rooms on page 280

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Session.

See the Courses Flowchart on page 96.
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Course Instances
This screen shows information about Course instances.

Note: If you are an Administrator, you can also find information about
Course instances in the Course Enrollment section.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Course
Instance

The name of the Course instance.

Start Date The date the instance starts.

End Date The date the instance ends.

Sessions The number of sessions for this instance.

Enrollees The number of users enrolled in the instance.

Chairs The number of Chairs for this instance.

Course Tem-
plate

The name of the Course template.

Host Name The name of the host.
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Item Description

Max Enroll-
ees

The maximum number of users who can enroll in this Course.

Session Type The session type. (One of the types defined on the Session Types screen.)

Description A description of the item.

Options Options for the Course.

l Allow late enrollment – users may enroll after the Course's
start date

l Open enrollment – any user can enroll regardless of whether
they have an SAS account

l Participants may enroll – Participants may enroll themselves

l Notify Enrollees –send Enrollees an email to confirm their
enrollment

l Notify Chairs – Notify Chairs by email when a Drop In is created
or modified.

Email Tem-
plates

The email notification that will be sent.

l Chair Add – to Chairs, if another Chair is added

l Chair Update – to Chairs, if the Course is updated

l Chair Remove – to Chairs, if a Chair is removed

l Enrollee Enroll – to Enrollees, when they enroll

l Enrollee Update – to Enrollees, if the Course is updated

l Enrollee Withdraw – to Enrollees, if they withdraw

l Recording – to attendees if there is a recording of the session.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View information about email tem-
plates.

1. Deselect all rows.

2. Click the Email
Templates but-
ton.

Course Email Templates
on page 120

View information about Course ses-
sions.

1. Select a row.

2. Click the Session
button.

Course Sessions on page
124

View information about Course
Enrollees.

1. Select a row.

2. Click the Enrollee
button.

Course Enrollees (Past
and Present) below

View information about Course
Chairs.

1. Select a row.

2. Click the Chair
button.

Course Chairs on page
113

Export information about Course
instances to a text file.

1. Deselect all rows.

2. Click the Export
Data button.

Export Course
Instances on page 116

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

See the Courses Flowchart on page 96.

Course Enrollees (Past and Present)
This screen shows information about Course Enrollees.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

State The Enrollee's status in the Course. ENROLLED or WITHDRAWN.

Username The user's username.

Display Name The user's display name.

Administrator The Administrator who owns this user.

Supervisor The Supervisor who owns this user.

Enrolled The date this user was enrolled in the Course.

Withdrew The date this user withdrew from the Course.

Logs The number of emails logged as being sent to this user.
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Where To Go From Here

You Can ...
By Doing This
...

Which Leads To This Screen
...

View information about logs (emails logged
being sent to an Enrollee).

1. Select
a row.

2. Click
the
Log
button.

Course Email Noti-
fications on page 173

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Enrollee.

See the Courses Flowchart on page 96.

Course Chairs
This screen shows information about Course Chairs.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Role The user's role.

Username The user's username.

First Name The user's first name.

Last Name The user's last name.

Email Address The user's email address.

Logs The number of emails logged as being sent to this user.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about emails
sent to a Chair.

1. Select a
row.

2. Click the
Log but-
ton.

Course Email Notifications on the
facing page

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Chair.

See the Courses Flowchart on page 96.

Course Email Notifications
This screen shows information about emails sent to a user.

This user can be a Chair that was selected on the Course Chairs screen or an Enrollee that was
selected on the Course Enrollees (Past and Present) screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Email Type The type of the email.

CHAIR ADD, CHAIR UPDATE, or CHAIR REMOVE.

Email Sent The date and time the email was sent.

Email To The email address the notification was sent to.

Email From The email address the email was sent from.

Status The delivery status of the notification.

UNKNOWN, INVALID, UNSENT, SENT, or DELIVERED.

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.
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4. On the Course Instances screen, select an instance and click Chair.

5. On the Course Chairs screen, select a Chair and click Log.

See the Courses Flowchart on page 96.

Note: If you are an Administrator or Supervisor, there is another screen
called Course Email Notifications available in the Course Enrollment sec-
tion.

See Also

l Drop In Email Notifications on page 237

Export Course Instances
This screen shows information about Course instances and allows you to export information to
a text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Template Name The name of the template.

Instance Name The name of the Course instance.

Instance Start The date and time the instance starts.

Instance End The date and time the instance ends.

Sessions The number of sessions for this instance.

Rooms The number of rooms used by the instance.

Attendees The number of attendees in the instance.

Enrollees The number of users enrolled in the instance.

Recordings The number of recordings for this instance.

Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the same
information as the screen.

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This saves sas_export.csv, a comma-separated text file, to disk. There is one line per
attendee. This file contains the following information:
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Item Description

Template Name The name of the template.

Instance Name The name of the Course instance.

Instance Start The date and time the instance starts.

Instance End The date and time the instance ends.

Owner Name The user who owns this Course template.

Session Start The date and time the session started.

Session End The date and time the session ended.

Room Opened The date and time the room opened.

Room Closed The date and time the room closed.

Attendee Name The name of the attendee.

Active The time the user was active in the room.

File Name If there is a recording, the name of the recording file.

File Created If there is a recording, the time and date the file was created.

File Size (MB) If there is a recording, the size of the recording file.

Exporting Links (URLs)

To export data about links to a text file:

1. Select one or more rows.

2. Press Export Links.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:
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Item Description

Template
Name

The name of the Drop In template.

Instance
Name

The name of the Course instance.

Session
Start

The date and time the session starts.

Session
End

The date and time the session ends.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

Exporting Data About Enrollees

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Enrollees.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:

Item Description

Template
Name

The name of the template.

Instance
Name

The name of the Course instance.

Enrollee
Name

The name of the user enrolled in the Course.

Login Name The user's username.

Email
Address

The user's email address.
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Item Description

Supervisor
Name

The Supervisor who owns this user.

Attended
Count

The number of attendees in all the rooms used by the all the sessions for
this instance of the this template.

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Export Data.

See the Courses Flowchart on page 96.

Course Email Templates
This screen shows information about Course-related email templates.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Template
Type

The type of the email notification that will be sent with this template.

l Chair Add – to Chairs, if another Chair is added

l Chair Update – to Chairs, if the Course is updated

l Chair Remove – to Chairs, if a Chair is removed

l Enrollee Enroll – to Enrollees, when they enroll

l Enrollee Update – to Enrollees, if the Course is updated

l Enrollee Withdraw – to Enrollees, if they withdraw

l Recording Link – to attendees if there is a recording of the ses-
sion.

Name The name of the email template.

Description A description of the item.

Courses The number of Courses that use this template.

Default Whether this Content Type (text or HTML) is the default for this type of
notification.

Content Type Whether the content is text or HTML.

Sender Name The name that will be shown as the sender for this email.

Sender Email The address that the email will be shown as coming from.

Email Sub-
ject

The subject line for the email.

Email Text The text of the email.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about Course
instances that use a template.

1. Select a
row.

2. Click the
Course
button.

Course Instances that Reference the
Email Template on the facing page
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How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Email Templates.

See the Courses Flowchart on page 96.

Course Instances that Reference the Email Template
This screen shows information about Course instances that use the email template that was
specified on the Course Email Templates screen.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Date The date the instance starts.

End Date The date the instance ends.

Max Enroll The maximum number of users who can enroll in the Course.

Enrollees The number of users enrolled in the instance.

Sessions The number of sessions for this instance.

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Email Templates.

5. On the Course Email Templates screen, select a template and click Course.

See the Courses Flowchart on page 96.

Course Sessions
This screen shows information about Course sessions.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Start Time The date and time the session starts.

End Time The date and time the session ends.

Version The version of Blackboard Collaborate web conferencing that will be
used to host the session.

Rec. Mode The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded when
the first attendee joins the session.

l Disabled – The session cannot be recorded.

Mmx The number of Multimedia files uploaded for this session.

Wbd The number of Whiteboard or Plan files uploaded for this session.

Rooms The number of rooms used by the session.
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Item Description

Course Tem-
plate

The name of the Course template.

Course
Instance

The name of the Course instance.

Access The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session cre-
ator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an
SAS account.

Label Type One of the label types as defined on the Label Types screen.

Cost Center The cost center for the session.

Boundary
Time

The boundary time for the session.

Max Talkers The maximum number of users who can use the microphone at the same
time.

Max Cameras The maximum number of users who can use video cameras at the same
time.

Description A description of the item.

Session Exit
URL

The URL which Blackboard Collaborate web conferencing will call when
the session ends. (Optional.)

See also the Redirect URLs screen.

If URLs are specified both here and on the Redirect URLs screen, the
one specified here will take precedence.
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Item Description

Options

Session is
supervised

Permits Chairs to view all private chat messages in the session.

Permissions
granted on
enter

All users who join the session as non-Chairs are granted full permissions
to session resources such as audio, whiteboard, etc.

All par-
ticipants are
Chair

All users will join the session as a Chair.

Follow Chair
(Whiteboard)

Have Participants follow the Chair when the Chair moves to different
pages in the whiteboard.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information about
a session.

This includes:

l Plan and whiteboard
files

l multimedia files

l URLs

1. Select a row.

2. Click the
Advanced but-
ton.

Advanced Course Session Infor-
mation on page 131

View information about
rooms for a session.

1. Select a row.

2. Click the
Rooms but-
ton.

Rooms on page 280

Export information to a text
file.

1. Deselect all
rows.

2. Click the
Export Data
button.

Export Course Sessions on next
page
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How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

See the Courses Flowchart on page 96.

See Also

l Course Sessions in the andWhiteboard/Plan Files sections

Export Course Sessions
This screen shows information about Course sessions and allows you to export information to a
text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Template
Name

The name of the template.

Instance
Name

The name of the Course instance.

Session
Start

The date and time the session starts.

Session
End

The date and time the session ends.

Rooms The number of rooms used by the session.

Attendees The number of attendees in all the rooms used by the all the sessions for
this instance of the this template.

Recordings The number of recordings for all the rooms used by the all the sessions for
this template.

Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen.

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:
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Item Description

Template Name The name of the template.

Instance Name The name of the Course instance.

Session Start The date and time the session starts.

Session End The date and time the session ends.

Owner Name The owner of the session.

Instance Start The date and time the instance starts.

Instance End The date and time the instance ends.

Room Opened The date and time the room opened.

Room Closed The date and time the room closed.

Attendee Name The name of the attendee.

Active The time the user was active in the room.

File Name If there is a recording, the name of the recording file.

File Created If there is a recording, the time and date the file was created.

File Size (MB) If there is a recording, the size of the recording file.

Exporting Links (URLs)

To export details to a text file:

1. Select one or more rows.

2. Click Export Links.

This file contains the following information:
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Item Description

Template
Name

The name of the template.

Instance
Name

The name of the Course instance.

Session
Start

The date and time the session starts.

Session
End

The date and time the session ends.

Owner
Name

The owner of the session.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Export Data.

See the Courses Flowchart on page 96.

Advanced Course Session Information
This screen shows information about Course sessions.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session
Name

The name of the session.

Session
UID

A unique identifier of the session.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about the Whiteboard
and Plan files used by the session.

Click the first
Plan/Whiteboard but-
ton.

Whiteboard/Plan
Files on page 272

View information about the multimedia
files used by the session.

Click the firstMul-
timedia button.

Multimedia Files on
page 264

How To Get Here

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

See the Courses Flowchart on page 96.

Multimedia Files
This screen shows information about the multimedia files used by one of the following:

l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Description A description of the item.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select a row.

2. Click the Down-
loads button.

Multimedia Download(s)
on page 269

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Multimedia File on
page 266

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

See the Drop Ins Flowchart on page 178.
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3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

See theMeetings Flowchart on page 246.

See Also

l Multimedia Files in the Files section

Export Multimedia File
This screen shows information about multimedia files and lets you export the information to a
text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:
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Item Description

File Name The name of the file.

Owner
Name

The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.
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4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l Export Multimedia File in the Files section

Multimedia Download(s)
This screen shows information about when multimedia files have been downloaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.
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3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.

See Also

l Multimedia Downloads in the Files section

Whiteboard/Plan Files
This screen shows information about the whiteboard files and Plan files used by one of the fol-
lowing:

l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Description A description of the item.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select one row.

2. Click the Down-
loads button.

Whiteboard/Plan Downloads
on page 277

Export information to a text file. 1. Deselect all
rows.

2. Click the
Export Data
button.

Export Whiteboard/Plan File
on page 274

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

See the Drop Ins Flowchart on page 178.
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3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

See theMeetings Flowchart on page 246.

See Also

l Whiteboard/Plan Files in the Files section.

Export Whiteboard/Plan File
This screen shows information about whiteboard files and Plan files and lets you export the
information to a text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:
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Item Description

File Name The name of the file.

Owner Name The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The delay between the time the file was requested and when it was deliv-
ered.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.
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4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l in the Files section.

Whiteboard/Plan Downloads
This screen shows information about when whiteboard files and Plan files have been down-
loaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.
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How To Get Here

 1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.
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See Also

l in the Files section.

Rooms
This screen shows information about rooms.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Information On This Screen

Item Description

Room Name The name of the room.

Opened The date and time the room was opened.

Closed The date and time the room was closed.

Attendees The number of attendees in the room.

Recorded Whether the room was recorded or not.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Cost Center The cost center for the session.

Server The name of the web conferencing server that was used to host the
room.

Version The name of the web conferencing server that was used to host the
room.

Created The date and time that the room was created.

Opened The date and time that the room was created.

Launch Dura-
tion

How long it took to launch the room.

Room Duration How long the room was open.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about attendees for
the room

1. Select a row.

2. Click the Attend-
ees button

Room Attendees on
page 338

View information about recordings for
the room.

1. Select a row.

2. Click the
Recording but-
ton.

Recording on page 283
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

See theMeetings Flowchart on page 246.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Recording
This screen shows information about a recording.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Description An optional description of the recording.
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Item Description

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals with
whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Enable
Recording
Viewer
Details

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View information about downloads of
the recording.

Click the Down-
loads button.

Recording Downloads
on page 348

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

See the Courses Flowchart on page 96.
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2) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

See theMeetings Flowchart on page 246.

3) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

See the Drop Ins Flowchart on page 178.

Recording Downloads
This screen shows information about downloads for the recording specified on the Recording
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Viewer Name The name of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Viewer Email The email address of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Room Name The name of the room that the recording was made in.

Attendees The number of attendees in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

7. On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

 2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

6. On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

5. On the Recording screen, click Downloads.

See theMeetings Flowchart on page 246.
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4) Via Files

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Downloads.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Room Attendees
This screen shows information about attendees for the room specified on the Rooms screen.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Attendee The name of the attendee.

First Join The date and time the attendee first joined the room.

Last Leave The date and time the attendee last left the room.

Active The time the attendee was active in the room.

Logs The number of logs for this attendee.

Logs can be viewed on the Attendee Log screen.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information about an
attendee.

1. Select a row.

2. Click the
Advanced
button.

Advanced Attendee Infor-
mation on page 340

View a map of an attendee's loca-
tion.

1. Select a row.

2. Click the
Map button.

Attendee Map on page 343

View information about an attend-
ee's attendance.

1. Select a row.

2. Click the Log
button.

Attendee Log on page 346

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Advanced Attendee Information
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session Name The name of the session.

Attendee Name The name of the attendee.

IP Address The IP address of the attendee.

Country The country where the attendee resides.

Prov/State The province or state where the attendee resides.

City/Town The city or town where the attendee resides.

ISP The Internet Service Provider for the attendee.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Advanced.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Advanced.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Advanced.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Advanced.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Attendee Map
This screen shows a map with the location of the attendee specified on the Room Attendees
screen.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.
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6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and clickMap.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and clickMap.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and clickMap.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and clickMap.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Attendee Log
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Joined The date and time the user joined the room.

Left The date and time the user left the room.

Active The time the user was active in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Log.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Log.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Log.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Log.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Chapter 8

Page 169

Course Enrollment
This section shows information about which users are enrolled in which Courses.

How To Get Here
l Click the Course Enrollment link on the Utilities Page.

You must be an Administrator or Supervisor to access the Course Enrollment link. (This sec-
tion is not visible to Managers.)

Where This Leads
l The Course Enrollment link opens the Course Instances screen.



Course Enrollment Flowchart

Course Instances
This screen shows information about Course instances.
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Note: Managers and Administrators can also find information about
Course instances in the Courses section.

Access
You must be an Administrator or Supervisor to access this screen.

Information On This Screen

Item Description

Course Name The name of the Course template.

Instance Name The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Date The date the instance starts.

End Date The date the instance ends.

Max Enrollees The maximum number of users who can enroll in the Course.

Enrolled The number of users enrolled in the instance.

Sessions The number of sessions for this instance.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about people who are or
who have been enrolled in the Course.

1. Select a
row.

2. Click the
Enrollee
button.

Course Enrollees (Past
and Present) below

How To Get Here

l Click the Course Enrollment link on the Utilities Page.

See the Course Enrollment Flowchart on page 170.

Course Enrollees (Past and Present)
This screen shows information about Course Enrollees.

Access
You must be an Administrator or Supervisor to access this screen.
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Information On This Screen

Item Description

State The Enrollee's status in the Course. ENROLLED or WITHDRAWN.

Username The user's username.

Display Name The user's display name.

Administrator The Administrator who owns this user.

Supervisor The Supervisor who owns this user.

Enrolled The date this user was enrolled in the Course.

Withdrew The date this user withdrew from the Course.

Logs The number of email notifications that are logged for this user.

The logs can be viewed on the Course Email Notifications screen.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about the logs for a
user.

1. Select a
row.

2. Click the
Log but-
ton.

Course Email Notifications
below

How To Get Here

1. Click the Course Enrollment link on the Utilities Page.

2. On the Course Instances screen, select a Course instance and click Enrollee.

See the Course Enrollment Flowchart on page 170.

Course Email Notifications
This screen shows information about Course-related emails sent to users.
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Access
You must be an Administrator or Supervisor to access this screen.

Information On This Screen

Item Description

Email Type The type of the email.

ENROLLEE ENROLL, ENROLLEE WITHDRAWN, or ENROLLEE
UPDATE

Email Sent The date and time the email was sent.

Email To The email address the notification was sent to.

Email From The email address the email was sent from.

Status The delivery status of the notification.

UNKNOWN, INVALID, UNSENT, SENT, or DELIVERED.

How To Get Here

1. Click the Course Enrollment link on the Utilities Page.

2. On the Course Instances screen, select a Course instance and click Enrollee.

3. On the Course Enrollees (Past and Present) screen, select an Enrollee and click Log.
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See the Course Enrollment Flowchart on page 170.

Note: If you are a Manager or Administrator, there is another screen
called Course Email Notifications available in the Courses section.

See Also

l Drop In Email Notifications on page 237
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Chapter 9

Page 177

Drop Ins
This section shows information about Drop Ins.

How To Get Here
l Click the Drop Ins link on the Utilities Page.

You must be a Manager or Administrator to access the Drop Ins link.

Where This Leads
l If you are the Manager, the Drop Ins link opens the Drop In Administrators screen.

l If you are an Administrator, the Drop Ins link opens the Drop In Templates screen.



Drop Ins Flowchart
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Drop In Administrators
This screen shows information about Administrators for Drop Ins.
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Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

May Man-
age

Indicates whether or not the Administrator may manage Drop Ins. See
Administrator Advanced Settings on page 81.

Username The user's username.

Display
Name

The user's display name.

Last Name The user's last name.

First
Name

The user's first name.

Templates The number of Drop In templates this Administrator has.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about templates
for Drop Ins.

1. Select one row.

2. Click the Tem-
plates button.

Drop In Templates on page
183

View information about pass-
words for Drop Ins.

1. Deselect all rows.

2. Click the Pass-
word button.

Drop In Passwords below

Export information to a text file. 1. Deselect all rows.

2. Click the
Export Data
button.

Export Drop In Templates
on page 239

How To Get Here

l Click the Drop Ins link on the Utilities Page.

See the Drop Ins Flowchart on page 178.

Drop In Passwords
This screen shows information about passwords for Drop Ins.

Passwords are optional. Managers and Administrators can assign one or more of these pass-
words to a Drop In template via the Drop In Templates screen. Managers can also do it by click-
ing Add Drop In on this screen.
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Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

Drop In Pass-
word

The password.

Type The type of password (CHAIR or NON-CHAIR).

If you log in with a Chair password, you will be a Chair in the session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Level One of:

l ADVANCED

l INTERMEDIATE

l BEGINNER

l NONE

Drop Ins The number of Drop Ins that use this password.

Description A description of the item.
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How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. On the Drop In Administrators screen, select an Administrator and click Password.

See the Drop Ins Flowchart on page 178.

Drop In Templates
This screen shows information about Drop In templates.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Drop In Tem-
plate

The name of the Drop In template.

Min Level The minimum level of users who can attend an instance of this template.

Max Level The maximum level of users who can attend an instance of this template.

Sessions The number of sessions for this instance.

Passwords The number of passwords for this template.

(To see what passwords have been assigned, click Remove
Passwords.)

If you are the Manager, you can view and edit passwords via the Drop In
Passwords screen.

Chairs The number of Chairs for this instance.

Host Name The name of the host.

Description A description of the item.

Email Tem-
plates

The email template that will be used when the specified action occurs.

l Chair Add – The template for the email that is sent to the Chair
when a Chair is added.

l Chair Update – The template for the email that is sent to the
Chair when the Drop In is updated.

l Chair Remove – The template for the email that is sent to the
Chair when a Chair is removed.

l Recording – Email that is sent when a recording is made of the
session.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about the default
settings for new Drop Ins.

1. Deselect all rows.

2. Click the Drop
In Defaults but-
ton.

Drop In Defaults below

View information about the templates
for email notifications.

1. Deselect all rows.

2. Click Email
Templates.

Drop In Email Tem-
plates on page 189

View information about sessions that
use a template.

1. Select one row.

2. Click Session.

Drop In Sessions on
page 193

View information about Chairs for a
template.

1. Select one row.

2. Click the Chair
button.

Drop In Chairs on page
236

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Drop In Tem-
plates on page 239

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

See the Drop Ins Flowchart on page 178.

Drop In Defaults
This screen shows information about the default settings for new Drop Ins.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

General

Host Name The name of the host.

Access The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Session Type The session type. (One of the types defined on the Session Types screen.)

Label Type One of the label types as defined on the Label Types screen.

Cost Center The cost center for the session.
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Item Description

Boundary
Time

The boundary time for the session.

Max Talkers The maximum number of users who can use the microphone at the same
time.

Max Cam-
eras

The maximum number of users who can use video cameras at the same
time.

Version The version of Blackboard Collaborate web conferencing that will be used
to host the session.

Chair Email Templates

Chair Add The template for the email that is sent to the Chair when a Chair is added.

See Drop In Email Templates on page 189.

Chair
Update

The template for the email that is sent to the Chair when the Drop In is
updated.

See Drop In Email Templates on page 189.

Chair
Remove

The template for the email that is sent to the Chair when a Chair is
removed.

See Drop In Email Templates on page 189.

Options

Notify
Chairs

Notify Chairs by email when a Drop In is created or modified.

Session is
supervised

Permits Chairs to view all private chat messages in the session.

Permissions
granted on
enter

All users who join the session as non-Chairs are granted full permissions to
session resources such as audio, whiteboard, etc.

All par-
ticipants are
Chair

All users will join the session as a Chair.

Raise hand
on enter

When users join the session, they will automatically raise their hand.

Follow Chair
(White-
board)

Have Participants follow the Chair when the Chair moves to different
pages in the whiteboard.
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Item Description

Whiteboard
is pro-
prietary

The whiteboard cannot be saved or printed.

Allow In-Ses-
sion invites

Enable Chairs to invite other users to join the session from within the ses-
sion.

Hide Names
in Record-
ings

For privacy, hide the names of attendees in the recordings.

Recording

Mode The recording mode for the Drop In.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded when
the first attendee joins the session.

l Disabled – The session cannot be recorded.

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Video Qual-
ity

The quality level of video used in the session. Higher quality (such as "Fine
Color") takes more bandwidth than lower quality (such as "Coarse Gray").

Email the
recording
link

Whether to automatically email the recording link to invited Participants.
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

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Email The email template that will be used when a recording is available.

Teleconference Section
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Item Description

Chair Phone The phone number used by the Chair.

PIN The PIN (numeric password)for the Chair Phone.

Non-Chair
Phone

The phone number used by non-Chair Participants. The information is for
display purposes only in the Blackboard Collaborate session (so Par-
ticipants know what telephone number and PIN to use to connect to the
teleconference).

PIN The PIN (numeric password) for the Non-Chair Phone.

Type Whether the Session SIP/Phone field should be validated as a Session
Initiation Protocol (SIP) or phone number.

Session
SIP/Phone

The Session Initiation Protocol (SIP) or phone number used by the ses-
sion. Sometimes referred to as the session bridge.

PIN The PIN (numeric password) for the Session SIP/Phone.

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Drop In Defaults.

See Drop Ins Flowchart on page 178.

Drop In Email Templates
This screen shows information about templates for emails sent to users of Drop Ins.
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Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Template
Type

When this template will be used.

l Chair Add – to Chairs, if another Chair is added

l Chair Update – to Chairs, if the Course is updated

l Chair Remove – to Chairs, if a Chair is removed

l Enrollee Enroll – to Enrollees, when they enroll

l Enrollee Update – to Enrollees, if the Course is updated

l Enrollee Withdraw – to Enrollees, if they withdraw

l Recording Link – to attendees if there is a recording of the ses-
sion.

Name The name of the email template.

Description A description.

Drop Ins The number of Drop Ins using this template.

Default Whether this Content Type (text or HTML) is the default for this type of
notification.

Content Type Whether the content is text or HTML.

Sender Name The name that will be shown as the sender for this email.

Sender Email The address that the email will be shown as coming from.

Email Sub-
ject

The subject line for the email.

Email Text The text of the email.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about Drop In tem-
plates that use a given email tem-
plate.

1. Select
one
row.

2. Click
the
Drop
In but-
ton.

Drop In Templates That Ref-
erence The Email Template on
next page
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How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Email Templates.

See the Drop Ins Flowchart on page 178.

Drop In Templates That Reference The Email Template
This screen shows which Drop In templates use the email template that was specified on the
Drop In Email Templates screen.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Drop In Tem-
plate

The name of the Drop In template.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Date The date and time the sessions for this template start.

End Date The date and time the sessions for this template end.

Sessions The number of sessions for this template.

Passwords The number of passwords for sessions that use this template.

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Email Templates.

4. On the Drop In Email Templates screen, select a template and click Drop In.

See the Drop Ins Flowchart on page 178.

Drop In Sessions
This screen shows information about Drop In sessions.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Start Time The date and time the session starts.

End Time The date and time the session ends.

Version The version of Blackboard Collaborate web conferencing that will be
used to host the session.

Rec. Mode The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded when
the first attendee joins the session.

l Disabled – The session cannot be recorded.

Mmx The number of Multimedia files uploaded for this session.

Wbd The number of Whiteboard or Plan files uploaded for this session.

Rooms The number of rooms used by the session.

194 Drop Ins



Item Description

Access The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session cre-
ator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an
SAS account.

Label Type One of the label types as defined on the Label Types screen.

Cost Center The cost center for the session.

Boundary
Time

The boundary time for the session.

Max Talkers The maximum number of users who can use the microphone at the same
time.

Max Cameras The maximum number of users who can use video cameras at the same
time.

Session Exit
URL

The URL which Blackboard Collaborate web conferencing will call when
the session ends. (Optional.)

See also the Redirect URLs screen.

If URLs are specified both here and on the Redirect URLs screen, the
one specified here will take precedence.

Options

Session is
supervised

Permits Chairs to view all private chat messages in the session.

Permissions
granted on
enter

All users who join the session as non-Chairs are granted full permissions
to session resources such as audio, whiteboard, etc.

All par-
ticipants are
Chair

All users will join the session as a Chair.

Follow Chair
(Whiteboard)

Have Participants follow the Chair when the Chair moves to different
pages in the whiteboard.

Raise hand
on enter

When users join the session, they will automatically raise their hand.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View more information about Drop
In sessions.

1. Select one row.

2. Click the
Advanced but-
ton.

Advanced Drop In Ses-
sion Information on
page 200

View information about rooms that
have been opened for these sessions.

1. Select one row.

2. Click the
Rooms button.

Rooms on page 280

Export information to a text file. 1. Deselect all
rows.

2. Click the
Export Data
button.

Export Drop In Sessions
below

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

See the Drop Ins Flowchart on page 178.

See Also

l in the andWhiteboard/Plan Files sections.

Export Drop In Sessions
This screen shows information about Drop In sessions.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Template Name The name of the Drop In template.

Template Start The date and time the first session which uses this template starts.

The date and time the template starts.

Template End The date and time the last session which uses this template ends.

Session Start The date and time the session starts.

Session End The date and time the session ends.

Rooms The number of rooms used by the session.

Attendees The number of attendees in the session.

Recordings The number of recordings for the session.
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Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the same
information as the screen.

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:

Item Description

Template Name The name of the Drop In template.

Template Start The date and time the first session which uses this template starts.

Template End The date and time the last session which uses this template ends.

Session Start The date and time the session starts.

Session End The date and time the session ends.

Owner Name The owner of the template.

Room Opened The date and time the room opened.

Room Closed The date and time the room closed.

Attendee Name The name of the attendee.

Active The time the user was active in the room.

File Name If there is a recording, the name of the recording file.

File Created If there is a recording, the time and date the file was created.

File Size (MB) If there is a recording, the size of the file.
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Exporting Links (URLs)

To export data about links to a text file:

1. Select one or more rows.

2. Press Export Links.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:

Item Description

Template
Name

The name of the Drop In template.

Template
Start

The date and time the first session which uses this template starts.

Template
End

The date and time the last session which uses this template ends.

Session
Start

The date and time the session starts.

Session
End

The date and time the session ends.

Owner
Name

The owner of the session.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Export Data.

See the Drop Ins Flowchart on page 178.
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Advanced Drop In Session Information
This screen shows information about Drop In sessions.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session
Name

The name of the session.

Session
UID

A unique identifier of the session.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.
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Item Description

Playback
Table

The link to a text list of links to recordings of this session.

Chair Link A link for Chairs to use to join the session.

Non-Chair
Link

The link for non-Chair attendees to use to join the session.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about the Whiteboard
and Plan files used by the session.

Click the first
Plan/Whiteboard but-
ton.

Whiteboard/Plan
Files on page 272

View information about the multimedia
files used by the session.

Click the firstMul-
timedia button.

Multimedia Files on
page 264

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

See the Drop Ins Flowchart on page 178.

Multimedia Files
This screen shows information about the multimedia files used by one of the following:
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l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Description A description of the item.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select a row.

2. Click the Down-
loads button.

Multimedia Download(s)
on page 269

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Multimedia File on
page 266

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

See the Drop Ins Flowchart on page 178.
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3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

See theMeetings Flowchart on page 246.

See Also

l Multimedia Files in the Files section

Export Multimedia File
This screen shows information about multimedia files and lets you export the information to a
text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:
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Item Description

File Name The name of the file.

Owner
Name

The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.
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4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l Export Multimedia File in the Files section

Multimedia Download(s)
This screen shows information about when multimedia files have been downloaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.
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3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.

See Also

l Multimedia Downloads in the Files section

Whiteboard/Plan Files
This screen shows information about the whiteboard files and Plan files used by one of the fol-
lowing:

l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Description A description of the item.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select one row.

2. Click the Down-
loads button.

Whiteboard/Plan Downloads
on page 277

Export information to a text file. 1. Deselect all
rows.

2. Click the
Export Data
button.

Export Whiteboard/Plan File
on page 274

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

See the Drop Ins Flowchart on page 178.
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3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

See theMeetings Flowchart on page 246.

See Also

l Whiteboard/Plan Files in the Files section.

Export Whiteboard/Plan File
This screen shows information about whiteboard files and Plan files and lets you export the
information to a text file.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:
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Item Description

File Name The name of the file.

Owner Name The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The delay between the time the file was requested and when it was deliv-
ered.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.
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4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l in the Files section.

Whiteboard/Plan Downloads
This screen shows information about when whiteboard files and Plan files have been down-
loaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.
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How To Get Here

 1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.
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See Also

l in the Files section.

Rooms
This screen shows information about rooms.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Information On This Screen

Item Description

Room Name The name of the room.

Opened The date and time the room was opened.

Closed The date and time the room was closed.

Attendees The number of attendees in the room.

Recorded Whether the room was recorded or not.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Cost Center The cost center for the session.

Server The name of the web conferencing server that was used to host the
room.

Version The name of the web conferencing server that was used to host the
room.

Created The date and time that the room was created.

Opened The date and time that the room was created.

Launch Dura-
tion

How long it took to launch the room.

Room Duration How long the room was open.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about attendees for
the room

1. Select a row.

2. Click the Attend-
ees button

Room Attendees on
page 338

View information about recordings for
the room.

1. Select a row.

2. Click the
Recording but-
ton.

Recording on page 283
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

See theMeetings Flowchart on page 246.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Recording
This screen shows information about a recording.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Description An optional description of the recording.
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Item Description

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals with
whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Enable
Recording
Viewer
Details

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View information about downloads of
the recording.

Click the Down-
loads button.

Recording Downloads
on page 348

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

See the Courses Flowchart on page 96.
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2) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

See theMeetings Flowchart on page 246.

3) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

See the Drop Ins Flowchart on page 178.

Recording Downloads
This screen shows information about downloads for the recording specified on the Recording
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Viewer Name The name of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Viewer Email The email address of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Room Name The name of the room that the recording was made in.

Attendees The number of attendees in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

7. On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

 2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

6. On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

5. On the Recording screen, click Downloads.

See theMeetings Flowchart on page 246.
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4) Via Files

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Downloads.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Room Attendees
This screen shows information about attendees for the room specified on the Rooms screen.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Attendee The name of the attendee.

First Join The date and time the attendee first joined the room.

Last Leave The date and time the attendee last left the room.

Active The time the attendee was active in the room.

Logs The number of logs for this attendee.

Logs can be viewed on the Attendee Log screen.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information about an
attendee.

1. Select a row.

2. Click the
Advanced
button.

Advanced Attendee Infor-
mation on page 340

View a map of an attendee's loca-
tion.

1. Select a row.

2. Click the
Map button.

Attendee Map on page 343

View information about an attend-
ee's attendance.

1. Select a row.

2. Click the Log
button.

Attendee Log on page 346

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Advanced Attendee Information
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session Name The name of the session.

Attendee Name The name of the attendee.

IP Address The IP address of the attendee.

Country The country where the attendee resides.

Prov/State The province or state where the attendee resides.

City/Town The city or town where the attendee resides.

ISP The Internet Service Provider for the attendee.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Advanced.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Advanced.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Advanced.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Advanced.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Attendee Map
This screen shows a map with the location of the attendee specified on the Room Attendees
screen.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.
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6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and clickMap.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and clickMap.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and clickMap.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and clickMap.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Attendee Log
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Joined The date and time the user joined the room.

Left The date and time the user left the room.

Active The time the user was active in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Log.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Log.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Log.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Log.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Drop In Chairs
This screen shows information about Chairs for Drop Ins.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Role The user's role.

Username The user's username.

First Name The user's first name.

Last Name The user's last name.

Email Address The user's email address.

Logs The number of emails logged as being sent to this user.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about emails sent to
a Chair.

1. Select a
row.

2. Click the
Log button.

Drop In Email Notifications
below

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Chair.

See the Drop Ins Flowchart on page 178.

Drop In Email Notifications
This screen shows information about emails sent to the Chair that was selected on the Drop In
Chairs screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Email Type The type of the email.

CHAIR ADD, CHAIR REMOVE, or CHAIR UPDATE.

Email Sent The date and time the email was sent.

Email To The email address the notification was sent to.

Email From The email address the email was sent from.

Status The delivery status of the notification.

DELIVERED or WITHDRAWN.

How To Get Here

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.
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3. On the Drop In Templates screen, select a template and click Chair.

4. On the Drop In Chairs screen, select a Chair and click Log.

See the Drop In Email Templates on page 189.

See Also

l Course Email Notifications on page 115 in Courses

l Course Email Notifications on page 173 in Course Enrollment

Export Drop In Templates
This screen shows information about Drop In templates.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Owner
Name

The owner of the template.

Template
Name

The name of the Drop In template.

Template
Start

The date and time the first session which uses this template starts.

Template
End

The date and time the last session which uses this template ends.

Passwords The number of passwords for sessions that use this template.

Sessions The number of sessions for this template.

Rooms The number of rooms used by the all the sessions for this template.

Attendees The number of attendees in all the rooms used by the all the sessions for
this instance of the this template.

Recordings The number of recordings for all the rooms used by the all the sessions for
this template.

Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the same
information as the screen (except that it does not include the Owner Name).

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

240 Drop Ins



This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:

Item Description

Template Name The name of the Drop In template.

Template Start The date and time the first session which uses this template starts.

Template End The date and time the last session which uses this template ends.

Owner Name The owner of the template.

Session Start The start date and time of the session.

Session End The end date and time of the session.

Room Opened The date and time the room opened.

Room Closed The date and time the room closed.

Attendee Name The name of the attendee.

Active The time the user was active in the room.

File Name If there is a recording, the name of the recording file.

File Created If there is a recording, the time and date the file was created.

File Size (MB) If there is a recording, the size of the recording file.

Exporting Links (URLs)

To export data about links to a text file:

1. Select one or more rows.

2. Press Export Links.

This saves sas_export.csv, a comma-separated text file, to disk. There is one row per
attendee. This file contains the following information:
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Item Description

Template
Name

The name of the Drop In template.

Template
Start

The date and time the first session which uses this template starts.

Template
End

The date and time the last session which uses this template ends.

Owner
Name

The owner of the template.

Session
Start

The date and time the session starts.

Session End The date and time the session ends.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

Chair Link 1 A link for Chairs to use to join the session.

Chair Link
2

(Not currently used.)

Non-Chair
Link 1

The link for non-Chair attendees to use to join the session.

How To Get Here

Via the Drop In Administrators Screen (Manager only)

1. Click the Drop Ins link on the Utilities Page.

2. On the Drop In Administrators screen, select an Administrator and click Export Data.
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Via the Drop In Templates Screen

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Export Data.

See the Drop Ins Flowchart on page 178.
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Chapter 10

Page 245

Meetings
This section shows information aboutMeetings.

How To Get Here
l Click theMeetings link on the Utilities Page.

You must be a Manager, Administrator, or Supervisor to access theMeetings link.

Where This Leads
l If you are the Manager, theMeetings link opens theMeeting Admin-
istrators/Supervisors screen.

l If you are an Administrator or Supervisor, theMeetings link opens theMeeting Sessions
screen.



Meetings Flowchart
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Meeting Administrators/Supervisors
This screen shows information about theMeetings for all Administrators and Supervisors.

Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

Role The user's role.

May Manage Whether the user may manageMeetings.

Username The user's username.

Display Name The user's display name.

Last Name The user's last name.

First Name The user's first name.

Sessions The number of sessions this user owns.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about Meeting ses-
sions for a user.

1. Select a
row.

2. Click Ses-
sion.

Meeting Sessions below

Export information to a text file. 1. Deselect
all rows.

2. Click
Export
Data.

Export Meeting Sessions on
page 301

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. On theMeeting Administrators/Supervisors screen select an Administrator or Supervisor
and click Session.

3. On theMeeting Sessions screen, select a session and click Advanced.

See theMeetings Flowchart on page 246.

Meeting Sessions
This screen shows information aboutMeeting sessions.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Meeting Session The name of the session.

Start Time The date and time the session starts.

End Time The date and time the session ends.

Invitees The number of users invited to the Meeting.

To see who has been invited, seeMeeting Invitees on page 298.

Mmx The number of Multimedia files uploaded for this session.

Wbd The number of Whiteboard or Plan files uploaded for this session.

Rooms The number of rooms used by the session.

Host Name The name of the host.
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Item Description

Access The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session
creator.

l Restricted – access to the recording is restricted to individ-
uals with whom you have shared the link and to users who
have an SAS account and were registered for the session.

l Public – access to the recording is unrestricted and available
to anyone who has the recording link and to all users who
have an SAS account.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Label Type One of the label types as defined on the Label Types screen.

Cost Center The cost center for the session.

Version The version of Blackboard Collaborate web conferencing that will
be used to host the session.

Boundary Time The boundary time for the session.

Max Talkers The maximum number of users who can use the microphone at
the same time.

Max Cameras The maximum number of users who can use video cameras at the
same time.

Descriptions A description of the item.

Session Exit URL The URL which Blackboard Collaborate web conferencing will call
when the session ends. (Optional.)

See also the Redirect URLs screen.

If URLs are specified both here and on the Redirect URLs screen,
the one specified here will take precedence.

Options

Notify invitees Notify Invitees by email when a Meeting is created or modified.

Session is super-
vised

Permits Chairs to view all private chat messages in the session.
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Item Description

Permissions granted
on enter

All users who join the session as non-Chairs are granted full per-
missions to session resources such as audio, whiteboard, etc.

All participants are
Chair

All users will join the session as a Chair.

Follow Chair (White-
board)

Have Participants follow the Chair when the Chair moves to dif-
ferent pages in the whiteboard.

Raise hand on enter When users join the session, they will automatically raise their
hand.

Whiteboard is Pro-
prietary

The whiteboard cannot be saved or printed.

Allow In-Session
Invitations

Enable Chairs to invite other users to join the session from within
the session.

Hide Names in
Recordings

For privacy, hide the names of attendees in the recordings.

Email Templates

Creation The email template used when the session is created.

Invitation The email template used when users are invited to the session.

Update The email template used when the session is updated.

Cancellation The email template used when the session is canceled.

Recording

Mode The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being
recorded when the first attendee joins the session.

l Disabled – The session cannot be recorded.
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Item Description

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session
creator.

l Restricted – access to the recording is restricted to individ-
uals with whom you have shared the link and to users who
have an SAS account and were registered for the session.

l Public – access to the recording is unrestricted and available
to anyone who has the recording link and to all users who
have an SAS account.

Video Quality The quality level of video used in the session. Higher quality (such
as "Fine Color") takes more bandwidth than lower quality (such as
"Coarse Gray").

Email the recording
link

Whether to automatically email the recording link to invited Par-
ticipants. Note that only Participants who are invited through the
SAS will receive the email from the server. Optionally, the Mod-
erator will receive the direct link to the recording in the email noti-
fication. Then using their own email client, the Moderator can
distribute the recording link.

Enable Recording
Viewer Details

If this is selected, you can manually enter a name and /or email
address that SAS will use if it cannot determine appropriate values
for these fields (for example, when a recording link is accessed
after logging into the SAS).

Email The email template used to send notifications about recordings.

Teleconference Section

Chair Phone The phone number used by the Chair.

PIN The PIN (numeric password)for the Chair Phone.

Non-Chair Phone The phone number used by non-Chair Participants. The infor-
mation is for display purposes only in the Blackboard Collaborate
session (so Participants know what telephone number and PIN to
use to connect to the teleconference).

PIN The PIN (numeric password) for the Non-Chair Phone.

Type Whether the Session SIP/Phone field should be validated as a
Session Initiation Protocol (SIP) or phone number.

Session SIP/Phone The Session Initiation Protocol (SIP) or phone number used by the
session. Sometimes referred to as the session bridge.

PIN The PIN (numeric password) for the Session SIP/Phone.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about the
default settings for new Meetings.

1. Deselect all rows.

2. Click theMeet-
ing Defaults
button.

Meeting Defaults on the
facing page

View information about email tem-
plates used for Meetings.

1. Deselect all rows.

2. Click the Email
Templates but-
ton.

Meeting Email Templates
on page 259

View more detailed information
about a Meeting.

1. Select one row.

2. Click the
Advanced but-
ton.

Advanced Meeting Session
Information on page 262

View information about rooms
used by a Meeting.

1. Select one row.

2. Click the Rooms
button.

Rooms on page 280

View information about the Invi-
tees to a Meeting.

1. Select one row.

2. Click the Invi-
tees button.

Meeting Invitees on page
298

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Meeting Sessions
on page 301

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

See theMeetings Flowchart on page 246.

See Also

l in the andWhiteboard/Plan Files sections.
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Meeting Defaults
This screen shows information about default settings for new Meetings.
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Information On This Screen

Item Description

Host Name The name of the host.

Access The access restrictions for recordings of this session.

l Private – access to the recording is restricted to the session cre-
ator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Session Type The session type. (One of the types defined on the Session Types screen.)

Label Type One of the label types as defined on the Label Types screen.

Cost Center The cost center for the session.

Boundary
Time

The boundary time for the session.

Max Talkers The maximum number of users who can use the microphone at the same
time.

Max Cam-
eras

The maximum number of users who can use video cameras at the same
time.

Version The version of Blackboard Collaborate web conferencing that will be used
to host the session.

Options

Notify invi-
tees

Notify Invitees by email when a Meeting is created or modified.

Session is
supervised

Permits Chairs to view all private chat messages in the session.

Permissions
granted on
enter

All users who join the session as non-Chairs are granted full permissions
to session resources such as audio, whiteboard, etc.
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Item Description

All par-
ticipants are
Chair

All users will join the session as a Chair.

Follow Chair
(White-
board)

Have Participants follow the Chair when the Chair moves to different
pages in the whiteboard.

Raise hand
on enter

When users join the session, they will automatically raise their hand.

Whiteboard
is pro-
prietary

The whiteboard cannot be saved or printed.

Allow In-Ses-
sion Invi-
tations

Enable Chairs to invite other users to join the session from within the ses-
sion.

Hide Names
in Record-
ings

For privacy, hide the names of attendees in the recordings.

Recording

Mode The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded when
the first attendee joins the session.

l Disabled – The session cannot be recorded.

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session cre-
ator.

l Restricted – access to the recording is restricted to individuals
with whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Video Qual-
ity

The quality level of video used in the session. Higher quality (such as "Fine
Color") takes more bandwidth than lower quality (such as "Coarse Gray").

257Meetings



Item Description

Email the
recording
link

Whether to automatically email the recording link to invited Participants.
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

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Email The email template used to send notifications about recordings.

Teleconference Section

Chair Phone The phone number used by the Chair.

PIN The PIN (numeric password)for the Chair Phone.

Non-Chair
Phone

The phone number used by non-Chair Participants. The information is for
display purposes only in the Blackboard Collaborate session (so Par-
ticipants know what telephone number and PIN to use to connect to the
teleconference).

PIN The PIN (numeric password) for the Non-Chair Phone.

Type Whether the Session SIP/Phone field should be validated as a Session
Initiation Protocol (SIP) or phone number.

Session
SIP/Phone

The Session Initiation Protocol (SIP) or phone number used by the ses-
sion. Sometimes referred to as the session bridge.

PIN The PIN (numeric password) for the Session SIP/Phone.

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, deselect all rows and clickMeeting Defaults.

See theMeetings Flowchart on page 246.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Meeting Email Templates
This screen shows information about email templates used for Meetings.

Information On This Screen

Item Description

Template
Type

The type of event that will trigger this email template being used:

l Cancellation – the Meeting has been canceled.

l Creation – the Meeting has been created.

l Invitation – a user is invited to the Meeting.

l Recording Link – a recording of the Meeting is available.

l Update – the Meeting information has been updated.

Name The name of the email template.

Description A description of the item.

Meetings The number of Courses that use this template.

Default Whether this Content Type (text or HTML) is the default for this type of
notification.
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Item Description

Content Type Whether the content is text or HTML.

Sender Name The name that will be shown as the sender for this email.

Send Email The address that the email will be shown as coming from.

Email Sub-
ject

The subject line for the email.

Email Text The text of the email.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about sessions
that use a template.

1. Select a
row.

2. Click
Meeting
.

Meeting Sessions That Reference
the Email Template below

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, deselect all rows and click Email Templates.

See theMeetings Flowchart on page 246.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Meeting Sessions That Reference the Email Template
This screen shows information aboutMeeting sessions that use the email template that was
specified on theMeeting Email Templates screen.
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Information On This Screen

Item Description

Meeting Session The name of the session.

Start Time The date and time the session starts.

End Time The date and time the session ends.

Invitees The number of users invited to the Meeting.

Mmx The number of Multimedia files uploaded for this session.

Wbd The number of Whiteboard or Plan files uploaded for this session.

Rooms The number of rooms used by the session.

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, deselect all rows and click Email Templates.

4. On theMeeting Email Templates screen, select a template and clickMeeting.

See theMeetings Flowchart on page 246.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Advanced Meeting Session Information
This screen shows information aboutMeeting sessions.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Session
Name

The name of the session.

Session
UID

A unique identifier of the session.

Guest Link The link that Guests can use to enter the session.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

Session Notes

Chair Optional notes that will be displayed to the Chair.

Non-Chair Optional notes that will be displayed to all non-Chair attendees.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about the Whiteboard
and Plan files used by the session.

Click the first
Plan/Whiteboard but-
ton.

Whiteboard/Plan
Files on page 272

View information about the multimedia
files used by the session.

Click the firstMul-
timedia button.

Multimedia Files on
next page
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How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

See theMeetings Flowchart on page 246.

Multimedia Files
This screen shows information about the multimedia files used by one of the following:

l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Description A description of the item.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select a row.

2. Click the Down-
loads button.

Multimedia Download(s)
on page 269

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Multimedia File on
next page

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

See theMeetings Flowchart on page 246.

See Also

l Multimedia Files in the Files section

Export Multimedia File
This screen shows information about multimedia files and lets you export the information to a
text file.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:
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1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:

Item Description

File Name The name of the file.

Owner
Name

The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l Export Multimedia File in the Files section

Multimedia Download(s)
This screen shows information about when multimedia files have been downloaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, clickMultimedia.

7. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, clickMultimedia.

6. On theMultimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and clickMultimedia.

5. On theMultimedia Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.
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See Also

l Multimedia Downloads in the Files section

Whiteboard/Plan Files
This screen shows information about the whiteboard files and Plan files used by one of the fol-
lowing:

l a Course session that was selected on the Advanced Course Session Information screen

l a Drop In that was selected on the Advanced Drop In Session Information screen

l aMeeting that was selected on the Advanced Meeting Session Information screen

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Description A description of the item.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about down-
loads of the files.

1. Select one row.

2. Click the Down-
loads button.

Whiteboard/Plan Downloads
on page 277

Export information to a text
file.

1. Deselect all
rows.

2. Click the
Export Data
button.

Export Whiteboard/Plan File
on next page

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

See theMeetings Flowchart on page 246.

See Also

l Whiteboard/Plan Files in the Files section.

Export Whiteboard/Plan File
This screen shows information about whiteboard files and Plan files and lets you export the
information to a text file.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:
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1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the Owner Name.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:

Item Description

File Name The name of the file.

Owner Name The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The date and time the download was requested.

Downloaded The date and time the file was download.

Delay The delay between the time the file was requested and when it was deliv-
ered.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.
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6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

See Also

l in the Files section.

Whiteboard/Plan Downloads
This screen shows information about when whiteboard files and Plan files have been down-
loaded.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room
Name

The name of the room.

Attendees The number of attendees in the room.
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How To Get Here

 1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Advanced.

6. On the Advanced Course Session Information screen, click Plan/Whiteboard.

7. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Advanced.

5. On the Advanced Drop In Session Information screen, click Plan/Whiteboard.

6. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a Meeting and click Advanced.

4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

5. On theWhiteboard/Plan Files screen, de-select all rows and click Downloads.

See theMeetings Flowchart on page 246.
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See Also

l in the Files section.

Rooms
This screen shows information about rooms.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Information On This Screen

Item Description

Room Name The name of the room.

Opened The date and time the room was opened.

Closed The date and time the room was closed.

Attendees The number of attendees in the room.

Recorded Whether the room was recorded or not.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Cost Center The cost center for the session.

Server The name of the web conferencing server that was used to host the
room.

Version The name of the web conferencing server that was used to host the
room.

Created The date and time that the room was created.

Opened The date and time that the room was created.

Launch Dura-
tion

How long it took to launch the room.

Room Duration How long the room was open.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about attendees for
the room

1. Select a row.

2. Click the Attend-
ees button

Room Attendees on
page 338

View information about recordings for
the room.

1. Select a row.

2. Click the
Recording but-
ton.

Recording on page 283
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

See theMeetings Flowchart on page 246.

Access
You must be a Manager, Administrator, or Supervisor to access this screen. (Supervisors can
only access this screen via Meetings, not via Drop Ins or Courses.)
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Recording
This screen shows information about a recording.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Description An optional description of the recording.
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Item Description

Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals with
whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Enable
Recording
Viewer
Details

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View information about downloads of
the recording.

Click the Down-
loads button.

Recording Downloads
on page 348

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

See the Courses Flowchart on page 96.
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2) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

See theMeetings Flowchart on page 246.

3) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

See the Drop Ins Flowchart on page 178.

Recording Downloads
This screen shows information about downloads for the recording specified on the Recording
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Viewer Name The name of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Viewer Email The email address of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Room Name The name of the room that the recording was made in.

Attendees The number of attendees in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

7. On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

 2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

6. On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

5. On the Recording screen, click Downloads.

See theMeetings Flowchart on page 246.

287Meetings



4) Via Files

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Downloads.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Room Attendees
This screen shows information about attendees for the room specified on the Rooms screen.

Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Attendee The name of the attendee.

First Join The date and time the attendee first joined the room.

Last Leave The date and time the attendee last left the room.

Active The time the attendee was active in the room.

Logs The number of logs for this attendee.

Logs can be viewed on the Attendee Log screen.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information about an
attendee.

1. Select a row.

2. Click the
Advanced
button.

Advanced Attendee Infor-
mation on page 340

View a map of an attendee's loca-
tion.

1. Select a row.

2. Click the
Map button.

Attendee Map on page 343

View information about an attend-
ee's attendance.

1. Select a row.

2. Click the Log
button.

Attendee Log on page 346

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.
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5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

290 Meetings



Advanced Attendee Information
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session Name The name of the session.

Attendee Name The name of the attendee.

IP Address The IP address of the attendee.

Country The country where the attendee resides.

Prov/State The province or state where the attendee resides.

City/Town The city or town where the attendee resides.

ISP The Internet Service Provider for the attendee.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Advanced.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Advanced.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Advanced.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Advanced.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Attendee Map
This screen shows a map with the location of the attendee specified on the Room Attendees
screen.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.
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6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and clickMap.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and clickMap.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and clickMap.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and clickMap.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Attendee Log
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Joined The date and time the user joined the room.

Left The date and time the user left the room.

Active The time the user was active in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Log.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Log.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Log.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Log.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Meeting Invitees
This screen shows information about invitations that have been or will be sent to for the Meet-
ing sessions specified on theMeeting Sessions screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Display Name The user's display name.

Last Name The user's last name.

First Name The user's first name.

Email Address The user's email address.

Logs The number of logs for this user.

Logs can be viewed on theMeeting Notification Log screen.

Email Address The user's email address.

Time Zone The user's time zone.

Observe DST Whether the user observes Daylight Savings Time.

Invitee is a Chairperson Whether the Invitee is a Chair.

Title The user's honorific title. (For example, "Mr." or "Ms.".)

Description A description of the item.

Join Link The link for the user to join the session.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View information about emails sent to
the Invitee.

1. Select a
row.

2. Click the
Log but-
ton.

Meeting Notification Log on
next page

How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Invitees.

See theMeetings Flowchart on page 246.
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Meeting Notification Log
This screen shows information about emails sent to the Meeting Invitee specified on theMeet-
ing Invitees screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Email Type The email template type. SeeMeeting Email Templates on page 259.

Email Sent The date and time the email was sent.

Email To The email address the notification was sent to.

Email From The email address the email was sent from.

Status The delivery status of the notification.
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How To Get Here

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Invitees.

4. On theMeeting Invitees screen, select an Invitee and click Log.

See theMeetings Flowchart on page 246.

Export Meeting Sessions
This screen shows information aboutMeeting sessions.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Owner Name The owner of the session.

Session Name The name of the session.

Session Start The start date and time of the session.

Session End The end date and time of the session.

Invitees The number of users invited to the Meeting.

Rooms The number of rooms used by the Meeting.

Attendees The number of attendees in the Meeting.

Recordings The number of recordings for the session.

API Indicates if the session was created through the API.

Exporting Data

Exporting a Summary

To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the same
information as the screen.

Exporting Details

To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This saves sas_export.csv, a comma-separated text file, to disk. There is one line per
attendee. This file contains the following information:
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Item Description

Owner
Name

The owner of the session.

Session
Name

The name of the session.

Session
Start

The start date and time of the session.

Session
End

The end date and time of the session.

Room
Opened

The date and time the room opened.

Room
Closed

The date and time the room closed.

Attendee
Name

The name of the attendee.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS check-
box on the User Profile Information screen.)

File
Name

If there is a recording, the name of the recording file.

File
Created

If there is a recording, the time and date the file was created.

File Size
(MB)

If there is a recording, the size of the recording file.

Exporting Links (URLs)

To export data about links to a text file:

1. Select one or more rows.

2. Press Export Links.

This saves sas_export.csv, a comma-separated text file, to disk. This file contains the fol-
lowing information:
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Item Description

Owner
Name

The owner of the session.

Session
Name

The name of the session.

Session
Start

The start date and time of the session.

Session
End

The end date and time of the session.

Owner
Link

The link for the session owner to join.

Guest Link The link for Guests to join.

Playback
Link

The link to play back the last recording of this session (subject to the access
restrictions for the recording).

Playback
List

The link to an HTML page listing links to recordings of this session.

Playback
Table

The link to a text list of links to recordings of this session.

How To Get Here
See theMeetings Flowchart on page 246.

1) Via the Meeting Sessions Screen

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, deselect all rows and click Export Data .

2) Via the Meeting Administrators/Supervisors Screen (Manager Only)

1. Click theMeetings link on the Utilities Page.

2. On theMeeting Administrators/Supervisors screen, deselect all rows and click Export
Data.
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Chapter 11

Page 305

Files
This section shows information about all the files, including recordings, multimedia files, and
Plan/Whiteboard files.

How To Get Here
l Click the Files link on the Utilities Page

You must be a Manager, Administrator, or Supervisor to access the Files link.

Where This Leads
l If you are the Manager, this link opens the Login Group File Summary screen.

l If you are an Administrator, this link opens the Administrator File Summary screen.

l If you are a Supervisor, this link opens the Supervisor File Summary screen.



Files Flowchart

Login Group File Summary
This screen shows information about all the Recording, Whiteboard/Plan, and Multimedia files
for your login group.
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Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

Login Group The name of the login group.

Quota (Mb) The total disk quota available for this login
group (in megabytes).

File Count The total number of files for the login group.

Used (Mb) The total size of all files (in megabytes) for
the login group.

Used (%) The percentage of the quota used by the
login group.

Administrators The number of Administrators in this login
group.

File Count The total number of files for the Admin-
istrators.
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Item Description

Used (Mb) The total size of all files (in megabytes) for
the Administrators.

Used (%) The percentage of the quota used by the
Administrators.

Supervisors The number of Supervisors in this login
group.

File Count The total number of files for the Supervisors.

Used (Mb) The total size of all files (in megabytes) for
the Supervisors.

Used (%) The percentage of the quota used by the
Supervisors.

Recording Files
Multimedia Files White-
board/Plan Files

File Count The number of files of this type.

Used (Mb) The total size of this type of files (in meg-
abytes).

Largest
(Kb)

The size of the largest file of this type (in kil-
obytes).

Smallest
(Kb)

The size of the smallest file of this type (in
kilobytes).

Downloads The total number times files of this type have
been downloaded.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View information about Admin-
istrators

Click the Admin button. Administrators on the
facing page

View information about Record-
ing files.

Click the Recording but-
ton.

Recording Files on page
333

View information about Plan and
Whiteboard files.

Click the Plan/White-
board button.

Whiteboard/Plan Files
on page 316

View information about mul-
timedia files.

Click theMultimedia
button.
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How To Get Here

l Click the Files link on the Utilities Page.

Administrators
This screen shows summary information about the Recording, Whiteboard/Plan, and Mul-
timedia files used by all the Administrators.

Item Description

Username The Administrator's username.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Used (%) The percentage of the login group's disk quota used by this user.

Rec. Files The number of Recording files owned by this user.

Mmx. Files The number of Multimedia files owned by this user.
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Item Description

Elp/Wbd.
Files

The number of Plan/Whiteboard files owned by this user.

Rec. (Mb) The size of the Recording files owned by this user.

Mmx. (Mb) The size of the Multimedia files owned by this user.

Elp/Wbd.
(Mb)

The size of the Plan/Whiteboard files owned by this user.

Downloads The number of times the files have been downloaded.

Exporting Data
To export data about selected Administrators to a text file:

1. Select one or more rows.

2. Press Export Summary.

This saves sas_export.csv, a comma-separated text file, to disk. The values in this file are
the same as shown on the screen.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View details about all the files used by a
given Administrator.

Click the Advanced
button.

Administrator File
Summary

How To Get Here

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Admin.

See the Files Flowchart on page 306.

Administrator File Summary
This screen shows information about the Recording, Whiteboard/Plan, and Multimedia files
used by a given Administrator and the Supervisors under them.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Administrator The name of the Administrator.

Quota (Mb) The total disk quota available for this Admin-
istrator (in megabytes).

File Count The total number of files for the Admin-
istrator.

Used (Mb) The total size of all files (in megabytes) for
the Administrator.

Used (%) The percentage of the quota used by the
Administrator.

Supervisors The number of Supervisors below this Admin-
istrator.

File Count The total number of files for the Supervisor.
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Item Description

Used (Mb) The total size of all files (in megabytes) for
the Supervisor.

Used (%) The percentage of the quota used by the
Supervisor.

Recording Files
Multimedia Files White-
board/Plan Files

File Count The number of files of this type.

Used (Mb) The total size of this type of files.

Largest
(Kb)

The size of the largest file of this type.

Smallest
(Kb)

The size of the smallest file of this type.

Downloads The total number times files of this type have
been downloaded.

Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ...

View information about all the files
used by specific Supervisors.

Click the Supervisor
button.

Supervisors on the fac-
ing page

View information about recording
files.

Click the Recording
button.

Recording Files on
page 333

View information about Plan and
Whiteboard files.

Click the Plan/White-
board button.

Whiteboard/Plan
Files on page 316

View information about multimedia
files.

Click theMultimedia
button.

How To Get Here

1. Click the Files link on the Utilities Page.

2. If you are the Manager:

a. On the Login Group File Summary screen, click Admin.

b. On the Administrators screen, select an Administrator and click Advanced.

See the Files Flowchart on page 306.
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Supervisors
This screen shows information about the Recording, Whiteboard/Plan, and Multimedia files
used by the Supervisors.

Item Description

Username The Supervisor's username.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Used (%) The percentage of the login group's disk quota used by this user.

Rec. Files The number of Recording files owned by this user.

Mmx. Files The number of Multimedia files owned by this user.

Wbd. Files The number of Plan/Whiteboard files owned by this user.

Rec. (Mb) The size of the Recording files owned by this user.

Mmx. (Mb) The size of the Multimedia files owned by this user.

Wbd. (Mb) The size of the Plan/Whiteboard files owned by this user.

Downloads The number of times the files have been downloaded.
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Where To Go From Here

You Can ... By Doing This ...

Which Leads To
This Screen ...

View information about the files for a spe-
cific Supervisor.

1. Select a row.

2. Click the
Advanced but-
ton.

Supervisor File
Summary

How To Get Here

1. Click the Files link on the Utilities Page.

2. If you are the Manager:

a. On the Login Group File Summary screen, click Admin.

b. On the Administrators screen, select an Administrator and click Advanced.

3. On the Administrator File Summary screen, click Supervisor.

See the Files Flowchart on page 306.

Supervisor File Summary
This screen shows information about the Recording, Whiteboard/Plan, and Multimedia files for
a Supervisor.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Supervisor The name of the Supervisor.

Quota (Mb) The total disk quota available for this Super-
visor (in megabytes).

File Count The total number of files.

Used (Mb) The total size of all files (in megabytes).

Used (%) The percentage of the quota used.

Recording Files
Multimedia Files White-
board/Plan Files

File Count The number of files of this type.

Used (Mb) The total size of this type of files.

Largest
(Kb)

The size of the largest file of this type.

Smallest
(Kb)

The size of the smallest file of this type.

Downloads The total number times files of this type
have been downloaded.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This
Screen ....

View information about recording
files.

Click the Recording but-
ton.

Recording Files on
page 333

View information about Plan and
Whiteboard files.

Click the Plan/White-
board button.

Whiteboard/Plan
Files below

View information about multimedia
files.

Click theMultimedia but-
ton.

How To Get Here

If You Are The Manager

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Admin.

3. On the Administrators screen, select an Administrator and click Advanced.

4. On the Administrator File Summary screen, click Supervisor.

5. On the Supervisors screen, select a Supervisor and click Advanced.

If You Are An Administrator

1. Click the Files link on the Utilities Page.

2. On the Administrator File Summary screen, click Supervisor.

3. On the Supervisors screen, select a Supervisor and click Advanced.

If You Are A Supervisor

l Click the Files link on the Utilities Page.

See the Files Flowchart on page 306.

Whiteboard/Plan Files
This screen shows information about whiteboard files and Plan files.
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Note: This screen varies slightly depending how you arrive at it.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.

Drop Ins The number of Drop Ins using this file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.
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Item Description

Meetings The number of Meetings using this file.

Owner The owner of the file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.

Description An optional description of the file.
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Where To Go From Here
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You Can ... By Doing This ... Which Leads To This Screen ...

View infor-
mation about
the Courses
that use a file.

1. Select a row.

2. Click the Course but-
ton.

Note: This button
is only available if
you reached this
screen from the
Login Group File
Summary or
Administrator File
Summary screen.

Course Sessions on page 357

View infor-
mation about
the Drop Ins
that use a file.

1. Select a row.

2. Click the Drop In but-
ton.

Note: This button
is only available if
you reached this
screen from the
Login Group File
Summary on page
306 or Admin-
istrator File Sum-
mary on page 310
screen.

Drop In Sessions on page 359

View infor-
mation about
the Meetings
that use a file.

1. Select a row.

2. Click theMeeting but-
ton.

Meeting Sessions on page 361

View infor-
mation about
the downloads
of a file.

1. Select a row.

2. Click the Downloads
button.

Whiteboard/Plan Downloads on page
329
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You Can ... By Doing This ... Which Leads To This Screen ...

Export infor-
mation to a
text file.

Note: This
gives you
more infor-
mation than is
visible on this
screen.

1. Deselect all rows.

2. Click the Export Data
button.

Export Whiteboard/Plan File on page
330

How To Get Here
Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306 (Available to the Manager only.)

l Administrator File Summary on page 310 (Available to the Manager and Administrators
only.)

l Supervisor File Summary on page 314 (Available to the Manager, Administrators, and
Supervisors.)

See the Files Flowchart on page 306.

Detailed steps are as follows:

1) Via the Login Group File Summary screen (Manager Only)

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Plan/Whiteboard

2) Via the Administrator File Summary screen (Managers and Administrators
Only)

1. Click the Files link on the Utilities Page.

2. If you are the Manager:

a. On the Login Group File Summary screen, click Admin.

b. On the Administrators screen, select an Administrator and click Advanced.

3. On the Administrator File Summary screen, click Plan/Whiteboard.
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3) Via the Supervisor File Summary screen

If You Are The Manager

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Admin.

3. On the Administrators screen, select an Administrator and click Advanced.

4. On the Administrator File Summary screen, click Supervisor.

5. On the Supervisors screen, select a Supervisor and click Advanced.

6. On the Supervisor File Summary screen, click Plan/Whiteboard.

If You Are An Administrator

1. Click the Files link on the Utilities Page.

2. On the Administrator File Summary screen, click Supervisor.

3. On the Supervisors screen, select a Supervisor and click Advanced.

4. On the Supervisor File Summary screen, click Plan/Whiteboard.

If You Are A Supervisor

1. Click the Files link on the Utilities Page.

2. On the Supervisor File Summary screen, click Plan/Whiteboard.

See Also

l Whiteboard/Plan Files in the Courses, Drop Ins, andMeetings sections
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Whiteboard/Plan Files Flowchart

Course Sessions
This screen shows information about the Course sessions that use the file specified on theMul-
timedia Files screen or theWhiteboard/Plan Files screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.
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How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, select a file and click Course.

See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, select a file and click Course.

See the Files Flowchart on page 306 and theWhiteboard/Plan Files Flowchart on page 323.

See Also

l Course Sessions in the Courses section

Drop In Sessions
This screen shows information about the Drop In sessions that use the file specified on theMul-
timedia Files screen orWhiteboard/Plan Files screen.
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Information On This Screen

Item Description

Drop In Tem-
plate

The name of the Drop In template.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.

How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, click Drop In.
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See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, click Drop In.

See the Files Flowchart on page 306 and theWhiteboard/Plan Files Flowchart on page 323.

Access
You must be a Manager or Administrator to access this screen.

See Also
l Drop In Sessions in the Drop Ins section.

Meeting Sessions
This screen shows information about theMeeting sessions that use the file specified on theMul-
timedia Files screen orWhiteboard/Plan Files screen.
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Item Description

Meeting Session The name of the Meeting session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.

How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, select a file and clickMeeting.

See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

328 Files



2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, select a file and clickMeeting.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

l Meeting Sessions in theMeetings section.

Whiteboard/Plan Downloads
This screen shows information about downloads of the file specified on theWhiteboard/Plan
Files screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room where the file was downloaded from.

Attendees The number of attendees in the room.

How To Get Here

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, select a file and click Downloads.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

l Whiteboard/Plan Downloads in the Courses, Drop Ins, andMeetings sections

Export Whiteboard/Plan File
This screen shows information about whiteboard files and Plan files and lets you export infor-
mation to a text file.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:
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1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the name of the user who owns
the file.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:

Item Description

File Name The name of the file.

Owner
Name

The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The number of times this file has been requested.

Downloaded The date and time the file was download.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, de-select all files and click Export Data.
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See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

l Export Whiteboard/Plan File in the Courses, Drop Ins, andMeetings sections

Recording Files
This screen shows information about recordings of Courses, Drop Ins, and Meetings.

Note: This screen varies slightly depending how you arrive at it.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Attendees The number of people who attended the Course, Drop In, or Meeting
where this recording was made.

Downloads The number of times the recording has been downloaded.

Owner The owner of the recording.

Room
Name

The name of the room that the recording was made in.

Session
Type

The session type. (One of the types defined on the Session Types screen.)

Version The version of web conferencing that was used to create the recording.

Link The URL to access the recording.

File Access The access restrictions for the recording.

l Private – access to the recording is restricted to the session creator.

l Restricted – access to the recording is restricted to individuals with
whom you have shared the link and to users who have an SAS
account and were registered for the session.

l Public – access to the recording is unrestricted and available to
anyone who has the recording link and to all users who have an SAS
account.

Enable
Recording
Viewer
Details

If this is selected, you can manually enter a name and /or email address
that SAS will use if it cannot determine appropriate values for these fields
(for example, when a recording link is accessed after logging into the SAS).

Description An optional description of the recording.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View infor-
mation
about the
attendees.

1. Select one or more rows.

2. Click the Attendees button.

Room Attendees on page 338

View infor-
mation
about the
downloads.

1. Select one or more rows.

2. Click the Downloads button.

Recording Downloads on page 348

Export infor-
mation to a
text file.

Note: This
gives you
more infor-
mation than
is visible on
this screen.

1. Deselect all rows.

2. Click the Export Data but-
ton.

Export Recording File on page 350

See the Recording Files Flowchart on page 337.

How To Get Here
Click the Recording button on any of the following screens:

l Login Group File Summary on page 306 (Available to the Manager only.)

l Administrator File Summary on page 310 (Available to the Manager and Administrators
only.)

l Supervisor File Summary on page 314 (Available to the Manager, Administrators, and
Supervisors.)

See the Files Flowchart on page 306.

Detailed steps are as follows:

1) Via the Login Group File Summary screen (Manager Only)

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Recording.
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2) Via the Administrator File Summary screen (Managers and Administrators
Only)

1. Click the Files link on the Utilities Page.

2. If you are the Manager:

a. On the Login Group File Summary screen, click Admin.

b. On the Administrators screen, select an Administrator and click Advanced.

3. On the Administrator File Summary screen, click Recording.

3) Via the Supervisor File Summary screen

If You Are The Manager

1. Click the Files link on the Utilities Page.

2. On the Login Group File Summary screen, click Admin.

3. On the Administrators screen, select an Administrator and click Advanced.

4. On the Administrator File Summary screen, click Supervisor.

5. On the Supervisors screen, select a Supervisor and click Advanced.

6. On the Supervisor File Summary screen, click Recording.

If You Are An Administrator

1. Click the Files link on the Utilities Page.

2. On the Administrator File Summary screen, click Supervisor.

3. On the Supervisors screen, select a Supervisor and click Advanced.

4. On the Supervisor File Summary screen, click Recording.

If You Are A Supervisor

1. Click the Files link on the Utilities Page.

2. On the Supervisor File Summary screen, click Recording.

See Also

l Drop Ins on page 177

l Meetings on page 245

l Courses on page 93
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Recording Files Flowchart
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Room Attendees
This screen shows information about attendees for the room specified on the Rooms screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Attendee The name of the attendee.

First Join The date and time the attendee first joined the room.

Last Leave The date and time the attendee last left the room.

Active The time the attendee was active in the room.

Logs The number of logs for this attendee.

Logs can be viewed on the Attendee Log screen.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View more information about an
attendee.

1. Select a row.

2. Click the
Advanced
button.

Advanced Attendee Infor-
mation on next page

View a map of an attendee's loca-
tion.

1. Select a row.

2. Click the
Map button.

Attendee Map on page 343

View information about an
attendee's attendance.

1. Select a row.

2. Click the Log
button.

Attendee Log on page 346

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

See the Drop Ins Flowchart on page 178.
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3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Advanced Attendee Information
This screen shows information about the attendee specified on the Room Attendees screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Session Name The name of the session.

Attendee Name The name of the attendee.

IP Address The IP address of the attendee.

Country The country where the attendee resides.

Prov/State The province or state where the attendee resides.

City/Town The city or town where the attendee resides.

ISP The Internet Service Provider for the attendee.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Advanced.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Advanced.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Advanced.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Advanced.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Attendee Map
This screen shows a map with the location of the attendee specified on the Room Attendees
screen.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.
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6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and clickMap.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and clickMap.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and clickMap.

See theMeetings Flowchart on page 246.

4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and clickMap.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Attendee Log
This screen shows information about the attendee specified on the Room Attendees screen.

Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Joined The date and time the user joined the room.

Left The date and time the user left the room.

Active The time the user was active in the room.
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How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Attendees.

7. On the Room Attendees screen, select an attendee and click Log.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Attendees.

6. On the Room Attendees screen, select an attendee and click Log.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Attendees.

5. On the Room Attendees screen, select an attendee and click Log.

See theMeetings Flowchart on page 246.
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4) Via the Recording Files screen

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Attendees.

3. On the Room Attendees screen, select an attendee and click Log.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Recording Downloads
This screen shows information about downloads for the recording specified on the Recording
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Viewer Name The name of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Viewer Email The email address of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Room Name The name of the room that the recording was made in.

Attendees The number of attendees in the room.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.

6. On the Rooms screen, select a room and click Recording.

7. On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.
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 2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

6. On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

5. On the Recording screen, click Downloads.

See theMeetings Flowchart on page 246.

4) Via Files

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, select a recording and click Downloads.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.

Export Recording File
This screen shows information about recording files and lets you export information to a text
file.

350 Files



Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Room Name The name of the room that the recording was made in.

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Attendees The number of attendees in the room.

Requests The number of times the recording has been requested.

Downloads The number of times the recording has been downloaded.

Exporting a Summary
To export a summary to a text file:

1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the name of the file's owner.
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Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file contains the following information:

Item Description

Room Name The name of the room that the recording was made in.

Owner
Name

The owner of the recording.

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The number of times the recording has been requested.

Downloaded The number of times the recording has been downloaded.

IP Address The IP address of the user who downloaded the file.

Viewer
Name

The name of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

Viewer
Email

The email address of the user who viewed the recording.

This will only be recorded if the Enable Recording Viewer Details
flag is set for the recording.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

2. If you are the Manager, on the Course Administrators screen select an Administrator and
click Template.

3. On the Course Templates screen, select a template and click Instance.

4. On the Course Instances screen, select an instance and click Session.

5. On the Course Sessions screen, select a session and click Rooms.
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6. On the Rooms screen, select a room and click Recording.

7. On the Recording screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

 2) Via Drop Ins

1. Click the Drop Ins link on the Utilities Page.

2. If you are the Manager, on the Drop In Administrators screen select an Administrator
and click Template.

3. On the Drop In Templates screen, select a template and click Session.

4. On the Drop In Sessions screen, select a session and click Rooms.

5. On the Rooms screen, select a room and click Recording.

6. On the Recording screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click theMeetings link on the Utilities Page.

2. If you are the Manager, on theMeeting Administrators/Supervisors screen select an
Administrator or Supervisor and click Session.

3. On theMeeting Sessions screen, select a session and click Rooms.

4. On the Rooms screen, select a room and click Recording.

5. On the Recording screen, de-select all rows and click Export Data.

See theMeetings Flowchart on page 246.

4) Via Files

1. Navigate to the Recording Files screen by clicking the Recording button on any of the
following screens:

l Login Group File Summary

l Administrator File Summary

l Supervisor File Summary

For details, see Recording Files on page 333.

2. On the Recording Files screen, de-select all rows and click Export Data.

See the Files Flowchart on page 306 and the Recording Files Flowchart on page 337.
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Multimedia Files
This screen shows information about multimedia files.

Multimedia files include movies, Flash animations, and audio files.

Blackboard Collaborate supports the following multimedia file types:

l MPEG files: .mpeg, .mpg, .mpe, .m4v, .mp4

l QuickTime files: .mov, .qt

l Windows Media files: .wmv

l Flash files: .swf

l Audio files: .mp3

Note: This screen varies slightly depending how you arrive at it.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.

Drop Ins The number of Drop Ins using this file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.

Meetings The number of Meetings using this file.

Owner The owner of the file.

Note: This information is only shown if you reached this screen from the
Login Group File Summary or Administrator File Summary screen.

Description An optional description of the file.

355Files



Were To Go From Here

You Can ... By Doing This...
Which Leads To This Screen
...

View information about the
Courses using a file.

1. Select a row.

2. Click the Course
button.

Course Sessions on the
facing page

View information about the Drop
Ins using a file.

1. Select a row.

2. Click the Drop
In button.

Drop In Sessions on page
359

View information about the Meet-
ings using a file.

1. Select a row.

2. Click theMeet-
ing button.

Meeting Sessions on page
361

View information about the
Courses using a file.

1. Select a row.

2. Click the Down-
loads button.

Multimedia Downloads
on page 363

Export information to a text file. 1. Deselect all rows.

2. Click the Export
Data button.

Export Multimedia File
on page 364

How To Get Here
Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306 (Available to the Manager only.)

l Administrator File Summary on page 310 (Available to the Manager and Administrators
only.)

l Supervisor File Summary on page 314 (Available to the Manager, Administrators, and
Supervisors.)

See the Files Flowchart on page 306.

See Also

l Whiteboard/Plan Files in the Courses, Drop Ins, andMeetings sections
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Multimedia Files Flowchart

Course Sessions
This screen shows information about the Course sessions that use the file specified on theMul-
timedia Files screen or theWhiteboard/Plan Files screen.
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Access
You must be a Manager or Administrator to access this screen.

Information On This Screen

Item Description

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.
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How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, select a file and click Course.

See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, select a file and click Course.

See the Files Flowchart on page 306 and theWhiteboard/Plan Files Flowchart on page 323.

See Also

l Course Sessions in the Courses section

Drop In Sessions
This screen shows information about the Drop In sessions that use the file specified on theMul-
timedia Files screen orWhiteboard/Plan Files screen.
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Information On This Screen

Item Description

Drop In Tem-
plate

The name of the Drop In template.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.

How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, click Drop In.
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See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, click Drop In.

See the Files Flowchart on page 306 and theWhiteboard/Plan Files Flowchart on page 323.

Access
You must be a Manager or Administrator to access this screen.

See Also
l Drop In Sessions in the Drop Ins section.

Meeting Sessions
This screen shows information about theMeeting sessions that use the file specified on theMul-
timedia Files screen orWhiteboard/Plan Files screen.
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Item Description

Meeting Session The name of the Meeting session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Start Time The date and time the session starts.

End Time The date and time the session ends.

How To Get Here

1) Via Multimedia Files

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, select a file and clickMeeting.

See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.
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2) Via Whiteboard/Plan Files

1. Click the Plan/Whiteboard button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theWhiteboard/Plan Files screen, select a file and clickMeeting.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

l Meeting Sessions in theMeetings section.

Multimedia Downloads
This screen shows information about downloads of the file specified on theMultimedia Files
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Requested The date and time the download was requested.

Accessed The date and time the download was accessed.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room where the file was downloaded from.

How To Get Here

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, select a file and click Downloads.

See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

See Also

l Multimedia Download(s) in the Courses, Drop Ins, andMeetings sections

Export Multimedia File
This screen shows information about multimedia files and lets you export information to a text
file.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

File Name The name of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Courses The number of Courses using this file.

Drop Ins The number of Drop Ins using this file.

Meetings The number of Meetings using this file.

Defaults The number of times this file is set to be the default for a Drop In, Course,
or Meeting.

APIs The number of times this file has been preloaded by the API.

Downloads The number of times this file has been downloaded.

Exporting a Summary
To export a summary to a text file:
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1. Select one or more rows.

2. Click Export Summary.

This summary contains the same information as the screen plus the name of the Supervisor who
owns the file.

Exporting Details
To export details to a text file:

1. Select one or more rows.

2. Click Export Details.

This file has one line per file and contains the following information:

Item Description

File Name The name of the file.

Owner
Name

The owner of the file.

Created The date and time that the file was created.

Size (MB) The size of the file.

Requested The number of times this file has been requested to be downloaded.

Downloaded The date and time the file was download.

Delay The difference between the time the file was requested by the user and
when it was actually accessed by the user.

IP Address The IP address of the user who downloaded the file.

Room Name The name of the room.

Attendees The number of attendees in the room.

How To Get Here

1. Click theMultimedia button on any of the following screens:

l Login Group File Summary on page 306. (Available to the Manager only.)

l Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

l Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On theMultimedia Files screen, de-select all files and click Export Data.
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See the Files Flowchart on page 306 and the Multimedia Files Flowchart on page 357.

See Also

l Export Multimedia File in the Courses, Drop Ins, andMeetings sections
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Page 369

Contacts
This section shows information about Contacts.

Contacts are individuals who are listed within the SAS database (with name, email address, etc.)
but who are not “registered” with a user name or password for logging in to the SAS. They can
be invited to Drop Ins and Meetings via email (just as registered SAS users can be) and attend ses-
sions by clicking on a link in an email invitation.

How To Get Here
l Click the Contacts link on the Utilities Page

You must be a Manager, Administrator, or Supervisor to access the Contacts link.

Where This Leads
l If you are the Manager, the Contacts link opens the Administrators/Supervisors screen.

l If you are an Administrator or Supervisor, the Contacts link opens the Contacts.



Contacts Flowchart

Administrators/Supervisors
This screen shows information about the number of Contacts for Administrators and Super-
visors.
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Access
You must be the Manager to access this screen.

Information On This Screen

Item Description

Role The user's role.

Active Whether the user is active or not.

(Managers can deactivate users by deselecting theMay log in to SAS
checkbox on the User Profile Information screen.)

Username The user's username.

Last name The user's last name.

First
name

The user's first name.

Contacts The number of Contacts the user has.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To
This Screen ...

View information about an Administrator's
or Supervisor's Contacts.

1. Select an Admin-
istrator or Super-
visor.

2. Click the Con-
tacts button.

Contacts below

How To Get Here

l Click the Contacts link on the Utilities Page.

See the Contacts Flowchart on page 370.

Contacts
This screen shows information about the Contacts for the Administrator or Supervisor that was
selected on the Administrators/Supervisors screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Last Name The user's last name.

First Name The user's first name.

Email Address The user's email address.

Title The user's honorific title. (For example, "Mr." or "Ms.".)

Time Zone The user's time zone.

Display Name The user's display name.

Description A description of the item.

Country The country where the user resides.

State The province or state where the user resides.

City/Town The city or town where the user resides.

Phone The user's phone number.

How To Get Here

If You Are the Manager

1. Click the Contacts link on the Utilities Page.

2. On the Administrators/Supervisors screen, select an Administrator or Supervisor and
click Contacts.

If You Are an Administrator or Supervisor

l Click the Contacts link on the Utilities Page.

See the Contacts Flowchart on page 370.
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Page 375

Session Types
This section shows information about session types.

A session type is a label that can be used for your convenience to differentiate different types of
sessions. For example, "Demonstration", "Lab", and "Lecture".



Note: This screen looks slightly different if you an Administrator or Super-
visor.

Information On This Screen

Item Description

Session Type The name of the session type.

Default The default session type for new sessions.

Courses The number of Courses that use this session type.

Note: This column is only available if you are a Manager or
Administrator.

Drop Ins The number of Drop Ins that use this session type.

Note: This column is only available if you are a Manager or
Administrator.

Meetings The number of Meetings that use this session type.

Rooms The number of rooms that use this session type.

Description A description of the session type.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To
This Screen ...

View which Courses use a session type.

Note: This option is only available if you
are a Manager or Administrator.

1. Select a
row.

2. Click the
Course
button.

Change
Course
Instance Ses-
sion Type on
next page

View which Drop Ins use a session type.

Note: This option is only available if you
are a Manager or Administrator.

1. Select a
row.

2. Click the
Drop In
button.

Change Drop
In Template
Session Type
on page 380

View which Meetings use a session type. 1. Select a
row.

2. Click the
Meeting
button.

Change Meet-
ing Session
Type on page
381

View which rooms use a session type. 1. Select a
row.

2. Click the
Rooms
button.

Change
Room Session
Type on page
383

How To Get Here
l Click the Session Types link on the Utilities Page.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Session Types Flowchart

Change Course Instance Session Type
This screen shows what Course instances use the session type that was specified on the Session
Types screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the Course.

Note: This column is only shown if you are the Manager.

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Sessions The number of sessions for this template.

Session Type The session type. (One of the types defined on the Session Types
screen.)
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How To Get Here

1. Click the Session Types link on the Utilities Page.

2. On the Session Types screen, select session type and click Course.

See the Session Types Flowchart on page 378.

Change Drop In Template Session Type
This screen shows what Drop In templates use the session type that was specified on the Ses-
sion Types screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Administrator The Administrator for the Drop In template.

Note: This column is only shown if you are the Manager.

Drop In Template The name of the Drop In template.

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Sessions The number of sessions for this instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

How To Get Here

1. Click the Session Types link on the Utilities Page.

2. On the Session Types screen, select session type and click Drop In.

See the Session Types Flowchart on page 378.

Change Meeting Session Type
This screen shows whatMeeting sessions use the session type that was specified on the Session
Types screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the Meeting session.

Note: This column is only shown if you are the Manager.

Meeting Session The name of the Meeting session.

Starts The start date and time of the session.

Ends The end date and time of the session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

How To Get Here

1. Click the Session Types link on the Utilities Page.

2. On the Session Types screen, select session type and clickMeeting.

See the Session Types Flowchart on page 378.
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Change Room Session Type
This screen shows what rooms use the session type that was specified on the Session Types
screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator.

Note: This column is only shown if you are the Manager.

Room Name The name of the room.

Opened The date and time the room opened.

Closed The date and time the room closed.

Session Type The session type. (One of the types defined on the Session Types
screen.)
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How To Get Here

1. Click the Session Types link on the Utilities Page.

2. On the Session Types screen, select session type and click Rooms.

See the Session Types Flowchart on page 378.
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Page 385

Label Types
This section shows information about label types.

Label types are a set of labels that are shown in the UI.

For example, a K-12 school might define a label type that changes "Moderator" to "Teacher",
"Participant" to "Student", and "Session" to "Class". Then commands such as "Give Moderator
Privileges" will be shown as "Give Teacher Privileges", "Remove Participant" will be "Remove Stu-
dent", and "Leave Session" will be "Leave Class".

Note: This screen looks slightly different if you an Administrator or Super-
visor.



Information On This Screen

Item Description

Label Type The name of the label type.

Default Whether this label type is the default for new sessions.

Courses The number of Courses that use this label type.

Note: This column is only available if you are a Manager or
Administrator.

Drop Ins The number of Drop Ins that use this label type.

Note: This column is only available if you are a Manager or
Administrator.

Meetings The number of Meetings that use this label type.

Description A description of the item.
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Item Description

session S/LC The labels that will be shown in the UI for Courses, Drop Ins, and Meet-
ings that use this label type.

l S – the singular form

l P – the plural form

l LC – the lowercase form

l UC – the uppercase form

Session S/UC

sessions
P/LC

Chair S/LC

Chairs P/LC

non-Chair
S/LC

Non-Chair
S/UC

non-Chairs
P/LC

Non-Chairs
P/UC

break out
S/LC

Break out
S/UC

break outs
P/LC

Break Outs
P/UC
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View which Courses use a label type.

Note: This option is only
available if you are a Man-
ager or Administrator.

1. Select a
row.

2. Click the
Course
button.

Change Course Session
Label Type on the facing
page

View which Drop Ins use a label type.

Note: This option is only
available if you are a Man-
ager or Administrator.

1. Select a
row.

2. Click the
Drop In
button.

Change Drop In Session
Label Type on page 391

View which Meetings use a label type. 1. Select a
row.

2. Click the
Meeting
button.

Change Meeting Session
Label Type on page 392

How To Get Here
l Click the Labels link on the Utilities Page.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Label Types Flowchart

Change Course Session Label Type
This screen shows what Course instances use the label type that was specified on the Label
Types screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the Course session.

Note: This column is only shown if you are the Manager.

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the Course instance.

Label Type One of the label types as defined on the Label Types screen.

390 Label Types



How To Get Here

1. Click the Label Types link on the Utilities Page.

2. On the Label Types screen, select a Label Type and click Course.

See the Label Types Flowchart on page 389.

Change Drop In Session Label Type
This screen shows what Drop In templates use the label type that was specified on the Label
Types screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Administrator The Administrator for the Drop In session.

Note: This column is only shown if you are the Manager.

Drop In Template The name of the Drop In template.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the session.

Label Type One of the label types as defined on the Label Types screen.

How To Get Here

1. Click the Label Types link on the Utilities Page.

2. On the Label Types screen, select a Label Type and click Drop In.

See the Label Types Flowchart on page 389.

Change Meeting Session Label Type
This screen shows whatMeeting sessions use the label type that was specified on the Label
Types screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the Meeting session.

Note: This column is only shown if you are the Manager.

Meeting Session The name of the Meeting session.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the Meeting session.

Label Type One of the label types as defined on the Label Types screen.

How To Get Here

1. Click the Label Types link on the Utilities Page.

2. On the Label Types screen, select a Label Type and clickMeeting.

See the Label Types Flowchart on page 389.
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Page 395

Levels
This section shows information about levels.

You can limit access to a Course, Drop In or Meeting by creating user levels. For example, you
might create "Staff", "Management", and "Senior Executive" levels or "Junior", "Sophomore"
and "Senior" levels. You then assign levels to your users and, when creating the templates (for
Drop Ins and Course) or sessions (for Meetings), specify what range of levels is eligible to attend.

A level consists of

1) A level type, which is a textual representation (name) of the level.

2) A level weight, which is a numeric representation of the level.

Level weights must be whole numbers between 1 and 1000, where the highest number cor-
responds to the highest level.



Information On This Screen

Item Description

Level Type The name of the level.

Weight A numeric representation of the level.

Level weights must be whole numbers between 1 and 1000, where the high-
est number corresponds to the highest level.

Default Whether or not this level is the default for newly created Courses, Drop Ins,
and Meetings.

Courses The number of Courses using this level as either a maximum or minimum.

Drop Ins The number of Drop Ins using this level as either a maximum or minimum.

Meetings The number of Meetings using this level as either a maximum or minimum.

Rooms The number of rooms using this level as either a maximum or minimum.

See the Rooms and screen.

Users The number of users assigned to this level.

Description A description of the level.

396 Levels



Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...

View which Courses use a
level.

1. Select a row.

2. Click the
Course but-
ton.

Change Course Template Level on
next page

View which Drop Ins use a
level.

1. Select a row.

2. Click the
Drop In but-
ton.

Change Drop In Template Level
on page 400

View which Meetings use a
level.

1. Select a row.

2. Click theMeet-
ing button.

Change Meeting Session Level on
page 401

View which rooms use a
level.

1. Select a row.

2. Click the
Rooms but-
ton.

Change Room Level on page 403

View which users are
assigned a level.

1. Select a row.

2. Click the
Users button.

Change User Level on page 404

How To Get Here
l Click the Levels link on the Utilities Page.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Levels Flowchart

Change Course Template Level
This screen shows all the Course templates that use the level that was selected on the Levels on
page 395 screen for either their minimum or maximum level.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator who manages this template.

Note: This column is only shown if you are the Manager.

Course Template The name of the Course template.

Min Level The minimum level of users who can attend an instance of this tem-
plate.

Max Level The maximum level of users who can attend an instance of this tem-
plate.

Instances The number of instances of this template.

How To Get Here

1. Click the Levels link on the Utilities Page.

2. On the Levels screen, select a Level and click Course.

See the Levels Flowchart on previous page.
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See Also

l Course Templates on page 103

Change Drop In Template Level
This screen shows all the Drop In templates that use the level that was selected on the Levels
on page 395 screen for either their minimum or maximum level.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Administrator The Administrator who manages this template.

Note: This column is only shown if you are the Manager.

Drop In Template The name of the Drop In template.

Min Level The minimum level of users who can attend an instance of this tem-
plate.

Max Level The maximum level of users who can attend an instance of this tem-
plate.

Sessions The number of sessions for this template.

How To Get Here

1. Click the Levels link on the Utilities Page.

2. On the Levels screen, select a Level and click Drop In.

See the Levels Flowchart on page 398.

See Also

l Drop In Templates on page 183

l Drop In Passwords on page 181

Change Meeting Session Level
This screen shows all theMeeting sessions that use the level that was selected on the Levels on
page 395 screen for either their minimum or maximum level.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator who manages this Meeting session.

Note: This column is only shown if you are the Man-
ager.

Meeting Session The name of the Meeting session.

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Starts The date and time the session starts.

How To Get Here

1. Click the Levels link on the Utilities Page.

2. On the Levels screen, select a Level and clickMeeting.

See the Levels Flowchart on page 398.
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See Also
Meeting Sessions on page 249

Change Room Level
This screen shows information about levels for rooms.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Administrator The Administrator who manages this room.

Note: This column is only shown if you are the Manager.

Room The name of the room.

Min Level The minimum level of user who can attend.

Max Level The maximum level of user who can attend.

Starts The date and time the room starts.

How To Get Here

1. Click the Levels link on the Utilities Page.

2. On the Levels screen, select a Level and click Rooms.

See the Levels Flowchart on page 398.

See Also
Rooms on page 280

Change User Level
This screen shows all the users who have the level that was selected on the Levels screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Role The user's role.

Administrator The Administrator who owns this user.

Note: This column is only shown if you are the Manager.

Supervisor The Supervisor who owns this user.

Username The user's username.

How To Get Here

1. Click the Levels link on the Utilities Page.

2. On the Levels screen, select a Level and click Users.

See the Levels Flowchart on page 398.
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See Also

l Users on page 73

l Participant Users on page 88

l User Profile Information on page 77
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Page 407

Redirect URLs
This section shows information about redirect URLs.

A redirect URL specifies what Blackboard Collaborate web conferencing will call if a certain
event occurs, such as an error connecting to a Meeting.



Information On This Screen

Item Description

User
Retry
URL

Called if the user needs to retry to login. This can be caused by an authen-
tication error

Course
Retry
URL

Called if the Course cannot be joined. This can be caused by an authentication
error.

Drop In
Retry
URL

Called if the Drop In cannot be joined. This can be caused by an authentication
error.

Meeting
Retry
URL

Called if the Meeting cannot be joined. This can be caused by an authen-
tication error.

Session
Exit
URL

Called when the session ends. (Optional.)

See also the Course Sessions, Drop In Sessions, andMeeting Sessions screens.
If URLs are specified both here and on those screens, the one on those screens
will take precedence.

How To Get Here
l Click the Redirect URLs link on the Utilities Page.

Access
You must be the Manager to access this screen.
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Cost Centers
This section shows information about cost centers.

For tracking purposes, each session can be assigned to an arbitrary label called a cost center.

Cost Centers are like optional accounts against which you can track attendance at Blackboard
Collaborate sessions in your organization. For example, if you want to track Blackboard Col-
laborate usage by department or faculty, you should set up a Cost Center for each department or
faculty. Similarly, if you want to track the use of Blackboard Collaborate associated with a par-
ticular client project, you should set up a Cost Center for that client. When scheduling your new
sessions, you simply select the appropriate Cost Center from a drop-down list.

The default Cost Center in the SAS is called “None”.



Note: This screen looks slightly different if you an Administrator or Super-
visor.

Information On This Screen

Item Description

Cost Center The name of the cost center.

Default Whether or not this cost center is the default for newly created Courses,
Drop Ins, and Meetings.

Courses The number of Course sessions using this cost center.

Drop Ins The number of Drop In sessions using this cost center.

Meetings The number of Meeting sessions using this cost center.

Rooms The number of rooms using this cost center.

Description A description of the cost center.
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Where To Go From Here

You Can ... By Doing This ...
Which Leads To This Screen
...

View which Courses use a cost center.

Note: This option is only avail-
able if you are a Manager or
Administrator.

1. Select a
row.

2. Click the
Course
button.

Change Course Cost
Center on page 413

View which Drop Ins use a cost center.

Note: This option is only avail-
able if you are a Manager or
Administrator.

1. Select a
row.

2. Click the
Drop In
button.

Change Drop In Cost
Center on page 415

View which Meetings use a cost center. 1. Select a
row.

2. Click the
Meeting
button.

Change Meeting Cost
Center on page 416

View which rooms use a cost center. 1. Select a
row.

2. Click the
Room
button.

Change Room Cost
Center on page 417

How To Get Here
l Click the Cost Center link on the Utilities Page.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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See Also
You can also see what cost center is assigned to each Course, Drop In, Meeting, or room by
using these screens:

l Course Sessions on page 124

l Drop In Defaults on page 185

l Drop In Sessions on page 193

l Meeting Defaults on page 255

l Meeting Sessions on page 249

l Rooms on page 280

l Running Session Report on page 36

l Session Attendance Report on page 39
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Cost Centers Flowchart

Change Course Cost Center
This screen shows what Course sessions use the cost center that was specified on the Cost
Centers screen.

413Cost Centers



Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the Course template.

Note: This column is only shown if you are the Manager.

Course Template The name of the Course template.

Course Instance The name of the Course instance.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the Course session.

Cost Center The name of the cost center.

How To Get Here

1. Click the Cost Center link on the Utilities Page.

2. Select a cost center and click Course.
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See the Cost Centers Flowchart on page 413.

Change Drop In Cost Center
This screen shows what Drop In sessions use the cost center that was specified on the Cost
Centers screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator for the template.

Note: This column is only shown if you are the Manager.

Drop In Template The name of the Drop In template.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the session.

Cost Center The name of the cost center.
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How To Get Here

1. Click the Cost Center link on the Utilities Page.

2. Select a cost center and click Drop In.

See the Cost Centers Flowchart on page 413.

Change Meeting Cost Center
This screen shows whatMeeting sessions use the cost center that was specified on the Cost
Centers screen.

Access
You must be a Manager, Administrator, or Supervisor to access this screen.
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Information On This Screen

Item Description

Administrator The Administrator for the Meeting.

Note: This column is only shown if you are the Manager.

Session Type The session type. (One of the types defined on the Session Types
screen.)

Date The date of the session.

Cost Center The name of the cost center.

How To Get Here

1. Click the Cost Center link on the Utilities Page.

2. Select a cost center and clickMeeting.

See the Cost Centers Flowchart on page 413.

Change Room Cost Center
This screen shows what rooms use the cost center that was specified on the Cost Centers
screen.
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Access
You must be a Manager, Administrator, or Supervisor to access this screen.

Information On This Screen

Item Description

Administrator The Administrator.

Note: This column is only shown if you are the Manager.

Room Name The name of the room.

Opened The date and time the room opened.

Closed The date and time the room closed.

Cost Center The name of the cost center.

How To Get Here

1. Click the Cost Center link on the Utilities Page.

2. Select a cost center and click Rooms.

See the Cost Centers Flowchart on page 413.
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Term Meaning

active user A user's account can be marked active or not. If it is not active, the
user cannot log in to SAS.

Administrator The Administrator is the main person responsible for admin-
istering SAS for a faculty, department, or region.

Blackboard Collaborate will create one Administrator account and
provide the necessary information. TheManager is able to create
more Administrator accounts.

It is the role of the Administrator to create additional user account
and administerMeetings, Courses and Drop Ins.

attendee An attendee is anyone who attends a session, whether they are reg-
istered SAS users, SAS Contacts or Guests.

boundary time The length of time before a session starts that attendees can join.

Chair A Chair is anyone who has been granted the Chair privilege for
Blackboard Collaborate sessions. For registered SAS users, Chair
privileges can be granted in advance of the session. The Chair priv-
ilege also can be granted to users within the Blackboard Collaborate
session by an existing Chair, including to unregistered users who
join sessions as Guests.

Only Administrators, Supervisors and Moderators can be Chairs of
Courses and Drop Ins. All users, including all registered SAS users
and unregistered users (who join sessions as Guests) can chair Meet-
ings.

There are two exceptions: Participants can be Chairs of Courses and
Drop Ins if the “All Participants are Chair” flag is set for the ses-
sions or if, within the session, an existing Moderator promotes a
Participant to Moderator.
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Term Meaning

Chair privilege The Chair privilege gives users access to the full functionality of
Blackboard Collaborate web conferencing, beyond the functions
available to non-Chair attendees. Chairs can perform the following
tasks in Blackboard Collaborate sessions. (The available tasks will
vary depending on which edition of Blackboard Collaborate you are
using.)

l Manage session attendees and interaction

l Share content

l Use all features including video, multimedia, application shar-
ing

l Record sessions

Caution: Do not confuse the Moderator user role with
the Chair privilege.

The creator or owner of a session is automatically granted Chair
privileges for that session. However, sessions are often scheduled by
users who will not be attending the sessions so Chair privileges may
be given to other users who will Chair the sessions.

Note: There is no requirement that a person with Chair
privileges be present in a Course, Drop In or Meeting ses-
sion. However, keep in mind that some Blackboard Col-
laborate features are not accessible to non-Chair
attendees.

More than one registered SAS user can be given Chair privileges for
a single session:

l Courses: Only Moderators, Supervisors and Administrators
can be granted the Chair privilege for Courses. Typically, you
would assign a Moderator to this role. There are two excep-
tions to this rule: Participants can be Chairs of Courses and
Drop Ins if the “All Participants are Chair” flag is set for the
sessions or if, within the session, an existing Moderator pro-
motes a Participant to Moderator.
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Term Meaning

l Drop Ins: Only Moderators, Supervisors and Administrators
can be granted the Chair privilege for Drop Ins. There are
two exceptions: Participants can be Chairs of Courses and
Drop Ins if the “All Participants are Chair” flag is set for the
sessions or if, within the session, an existing Moderator pro-
motes a Participant to Moderator.

l Meetings: Any users (including SAS Participants and non-
SAS Guests) can be granted the Chair privilege for Meetings.
In fact, you have the option of making all Meeting users
(whether registered SAS users or not) Chairs in a Meeting.

Contact Contacts are individuals who are listed within the SAS database
(with name, email address, etc.) but who are not “registered” with a
user name or password for logging in to the SAS. They can be
invited to Drop Ins and Meetings via email (just as registered SAS
users can be) and attend sessions by clicking on a link in an email
invitation.

cost center For tracking purposes, each session can be assigned to an arbitrary
label called a cost center.

Cost Centers are like optional accounts against which you can track
attendance at Blackboard Collaborate sessions in your organization.
For example, if you want to track Blackboard Collaborate usage by
department or faculty, you should set up a Cost Center for each
department or faculty. Similarly, if you want to track the use of
Blackboard Collaborate associated with a particular client project,
you should set up a Cost Center for that client. When scheduling
your new sessions, you simply select the appropriate Cost Center
from a drop-down list.

The default Cost Center in the SAS is called “None”.

See Cost Centers on page 409.

Course Chair The Chair for a Course.

Course Enrollee A Course Enrollee is a Participant who has been enrolled in a
Course instance. The Manager, Administrators, Supervisors and
Moderators cannot be Enrollees – only Participants can be enrolled
in Course instances.
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Term Meaning

Course instance A Course instance is a single offering of the Course template in
which Participants are enrolled (for example., "Spring 2015, Prof.
Black") and may be composed of one or more Course sessions (lec-
tures, tutorials, labs, etc.). If Participants are enrolled in a Course
instance, they are automatically enrolled in all Course sessions
belonging to that instance.

Course session Course sessions are the actual scheduled sessions (lectures, tuto-
rials, labs, etc.) that the Participants attend (for example, Lectures
on Mondays, Wednesdays and Fridays from 9 to 10 a.m. and Labs
on Tuesdays from 1:00 to 3:30 p.m.).

Course template A Course template describes the general features of a Course (for
example, "Math 101"). Several Course instancesmay be based on
the Course template.

Course A Course is used to teach using an academic model, where a Course
is delivered as a series of individual classes scheduled over an
extended period of time.

Note: Schedule Courses when you want attendance lim-
ited to enrolled SAS registered users only.

There are three components to Courses: Course templates, Course
instances, and Course sessions.

See Courses on page 93.

Drop In Create Drop In sessions if you want to create virtual offices (such as
a customer support desk open during office hours only) or a series
of regularly scheduled meetings (such as weekly departmental meet-
ings). Drop Ins can be scheduled as recurring sessions, of fixed dura-
tion, over a period of time. Drop Ins are open to both SAS
registered users and non-SAS Guests. There are two components to
Drop Ins: Drop In templates and Drop In sessions.

See Drop Ins on page 177.

Drop In session Drop In sessions are the scheduled times that users can attend the
Drop In (for example, Monday to Friday, 9:00 a.m. to 4:30 p.m.
MST).

Drop In template A Drop In template describes the Drop In (for example, "John Smi-
th’s Virtual Office open to clients for online consulting").
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Term Meaning

email template The template for email notifications that will be sent out when cer-
tain events happen. For example, an email can be sent auto-
matically to all Chairs of a Meeting if the Meeting details change.

Guest A Guest is anyone who attends a session by clicking on a Guest link.
Guests can learn about the Guest link a number of ways – through
word of mouth, from a website, in a newsletter, from a posting in
their Learning Management System, etc.

Guests are typically people external to the SAS, however, SAS reg-
istered users and SAS Contacts can also attend sessions as Guests.

host A host is the person, department or organization who is sponsoring
a session. By default, the owner of the session is the host. However,
the host is a display value only and the value can be changed to
name anyone, including someone who is not a registered SAS user
– such as a visiting guest speaker.

By default, invitation and notification emails (notifying users of new
sessions) include the host’s name.

Invitee An Invitee is anyone who has been explicitly invited to a Drop In or
Meeting. Anyone – including registered SAS users, SAS Contacts as
well as people not listed in the SAS database – can be invited to a
Drop In or Meeting.

label type Label types are a set of labels that are shown in the UI.

For example, a K-12 school might define a label type that changes
"Moderator" to "Teacher", "Participant" to "Student", and "Session"
to "Class". Then commands such as "Give Moderator Privileges" will
be shown as "Give Teacher Privileges", "Remove Participant" will be
"Remove Student", and "Leave Session" will be "Leave Class".

See Label Types on page 385.
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Term Meaning

level You can limit access to a Course, Drop In or Meeting by creating
user levels. For example, you might create "Staff", "Management",
and "Senior Executive" levels or "Junior", "Sophomore" and "Sen-
ior" levels. You then assign levels to your users and, when creating
the templates (for Drop Ins and Course) or sessions (for Meetings),
specify what range of levels is eligible to attend.

A level consists of

1) A level type, which is a textual representation (name) of the
level.

2) A level weight, which is a numeric representation of the level.

Level weights must be whole numbers between 1 and 1000, where
the highest number corresponds to the highest level.

See Levels on page 395.

login group The highest organizational unit in SAS.

The name of your group is shown in the upper right hand corner of
the screen, beside your user name.

Manager TheManager is the overall administrator for the organization.

Blackboard Collaborate will create this account and provide the nec-
essary information.

The Manager has all SAS privileges available to Administrators and
Supervisors, as well as the additional privileges to create Admin-
istrator accounts and customize the Blackboard Collaborate envi-
ronment.

The Manager is able to create and manage all users, sessions, record-
ings, and pre-loads for any Administrator or Supervisor.

Although the Manager can create new sessions and users, the Man-
ager does not own any sessions or users – the Manager creates user
accounts for Administrators and Supervisors who own the sessions
and users.

The Manager is also able to monitor usage, disk space, define cost
centers, quotas, and generate attendance reports for all sessions.

Typically, there is only one Manager in an organization.
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Term Meaning

Meeting Meetings simulate regular face-to-face meetings or training ses-
sions. Meetings are scheduled in advance, attendees are invited and
usually someone is assigned to be in charge of the Meeting (a facil-
itator or teacher).

Note: Schedule Meetings rather than Drop Ins when
you want to send specific people an email invitation to
attend the session, including SAS registered users and
non-SAS Guests.

Meetings (also calledMeeting sessions) typically are scheduled for
relatively short durations (for example, Friday, 9:00 a.m. to 10:00
a.m. MST), but you can also create Meetings that are open for long
durations (up to a year). These are suitable for providing 24/7 dis-
cussion forums and 24/7 technical support desks.

SeeMeetings on page 245.

Moderator A Moderator is the leader or a session.

Multiple Moderator accounts can be created and are only needed if
you are creating Courses or Drop Ins. The Manager and Admin-
istrator can create Moderator accounts.

Moderators typically (but not necessarily) act as teachers of
Courses, as supervisors of Drop Ins, and as Chairs of Meetings.

The Manager or Administrators can create multiple Moderator
accounts.

Caution: Do not confuse the Moderator user role with
the Chair privilege.

It is possible to have multiple users (including Administrators,
Supervisors, Moderators and Participants) act as Chairs in a par-
ticular Blackboard Collaborate session. This is done by granting
users the Chair Privileges for a session.

What distinguishes a Moderator Chair from a Participant Chair is
that individual Moderators can chair Courses, Drop Ins and Meet-
ings – typically, individual Participants can chair Meetings only.
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Term Meaning

multimedia file Multimedia files include movies, Flash animations, and audio files.

Blackboard Collaborate supports the following multimedia file
types:

l MPEG files: .mpeg, .mpg, .mpe, .m4v, .mp4

l QuickTime files: .mov, .qt

l Windows Media files: .wmv

l Flash files: .swf

l Audio files: .mp3

owner An owner is an SAS user who is responsible for administering a ses-
sion or user.

l Session ownership entails tasks such as inviting or enrolling
users, restricting access to sessions, setting session options,
etc. Administrators and Supervisors own sessions that they
create them-selves or sessions created on their behalf by the
Manager or another Administrator. Administrators own
Course templates, Course sessions, Drop In templates, Drop
In sessions andMeeting sessions. Supervisors own Meeting
sessions only.

l User ownership entails tasks such as granting user privileges,
deleting accounts, etc. Supervisors own users. Moderators
and Participants do not own anything.

Participant Participants are SAS users with the fewest privileges. They can log
in to attend sessions, play recorded sessions and manage their user
profile information. Registered Participants may or may not be
granted the Chair privilege for a Meeting session.

Participant accounts are only needed if you are creating Courses.
TheManager and Administrator can create Participant accounts.

Plan file Blackboard Collaborate Plan files. (Files with extensions .elp or
.elpx.)

preloaded file A Plan file, whiteboard file, or multimedia file that has been loaded
before the session begins.

Moderators often do this so they can use the file during the session
without having to stop and upload it.
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Term Meaning

recording mode The recording mode for the session.

l Manual – The Chair can manually start and stop recording.

l Automatic - The session automatically starts being recorded
when the first attendee joins the session.

l Disabled – The session cannot be recorded.

redirect URL A redirect URL specifies what Blackboard Collaborate web con-
ferencing will call if a certain event occurs, such as an error con-
necting to a Meeting.

See Redirect URLs on page 407.

role The type of user. This determines the user's privileges and capabil-
ities.

There are five roles: Manager, Administrator,Moderator, Super-
visor, and Participant.

See also Chair privilege.

room A specific instance of a session.

For example, Meeting session might be scheduled to occur every Fri-
day from 9 to 10 am. A room would be the instance of that session
that was opened on a particular Friday.

SAS The Blackboard Session Administration System. It is used to con-
figure and manage Blackboard Collaborate sessions.

session A Blackboard Collaborate web conferencing session.

SAS enables you to create three different kinds of sessions: Drop
Ins, Courses, andMeetings.
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Term Meaning

session type A session type is a label that can be used for your convenience to dif-
ferentiate different types of sessions. For example, "Dem-
onstration", "Lab", and "Lecture".

Session types are defined on the Session Types screen.

Supervisor A Supervisor is typically a regional/area manager or school admin-
istrator/teacher.

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.

TheManager and Administrator can create multiple Supervisor
accounts.

user A user is anyone registered in the SAS. This includesManagers,
Administrators, Supervisors,Moderators, and Participants.

username A user's login name. This must be unique within the login group.

This may be different from their display name. For example, a user
might log in with "johnsmith" but the name that is displayed for
them in the UI might be "John Smith".

whiteboard file Blackboard Collaborate Whiteboard files. (Files with extensions
.wbd or .wbp.)
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Blackboard Collaborate Copyright
This document contains confidential proprietary information and is protected by law. This doc-
ument and the information contained in it are intended for authorized users only and may be
used only for the express purpose of legally accessing and using Blackboard Inc. products; any
other use, without Blackboard Inc.’s prior written permission, is strictly prohibited.

© 2013 Blackboard Inc. All Rights Reserved.

Trademarks
Blackboard, the Blackboard logo, Blackboard Collaborate, the Blackboard Collaborate logo,
Behind the Blackboard, Wimba and Elluminate are trademarks or registered trademarks of
Blackboard Inc. or its subsidiaries in the United States and/or other countries. All rights
reserved.

All other brand or product names are trademarks or registered trademarks of their respective
companies or organizations.
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