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Chapter 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:

e Manager

o Administrator
o Supervisor

o Moderator

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.

Page 1
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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.

e Treports
o utilities screens

« 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.

Session Summary Report

sess‘-on DUOta
Used

10000 6.28

Session % Unattended P, Idle

Category
1 0
0 0

Future

ast
Course 97.59 166
Drop In 40.62 32
Meeting 14.32 398 25 1

Comprehensive Reports

Comprehensive reports enable you to select data based on some criteria, such as a date range.

2 Using this Guide
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They have two important options: HTML output and CSV output.

o 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.

o 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 the Meeting Information Report on page 45.

collaborate

There are 62 pages of results.
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Meeting Information Report

1 2 3 4 5 8 7 8 9 10 Next 10 Pages Jump To Page 3
Date Starts Ends Name Type Hosted By Version Rooms | invitees | Attendees | Recordings | Detalls

Sun Aug 122012 Sun Aug 122012 12:00 AM Sun Aug 122012 11:59 PM  AGILE TOUCHPOINT SERIES - SR MGMNT  NONE 12 INTERNAL TESTING ONLY 117 1 338 14 View
Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING NONE - 100 0 2 0 0 View

Sun Aug 122012 12:00 AM Sun Aug 122012 11:59 PM  CHEM 201 CURRICULUM PLANNING NONE 12 INTERNAL TESTING ONLY 3 1 5 1 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING MEETING 10.0 1 1 1 1 View

Sun Aug 122012 12:00 AM  Sun Aug 122012 11:59PM  CHEM 201 CURRICULUM PLANNING ~ MEETING 10.0 0 1 0 0 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:50 PM DAVID'S V12 ROOM NONE 12 INTERNAL TESTING ONLY 11 1 18 0 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM GEMINI BACKLOG GROOMING NONE 12 INTERNAL TESTING ONLY 50 1 308 1 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING NONE 12 INTERNAL TESTING ONLY 88 1 385 14 View

Sun Aug 122012 12:00 AM Sun Aug 122012 11:59PM  CHEM 201 CURRICULUM PLANNING NONE 12 3 1 4 0 View

Sun Aug 122012 12:00 AM Sun Aug 122012 11:59PM  CHEM 101 CURRICULUM PLANNING NONE - 11 272 1 403 27 View

Sun Aug 122012 12:00 AM Sun Aug 122012 11:59PM  CHEM 201 CURRICULUM PLANNING NONE 10.0 1BM 2 2 2 0 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM KENS ROOM NONE 11 145 1 980 34 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:50 PM LIVE 10 NONE 10.0 1 1 1 0 View

Sun Aug 122012 12:00 AM Sun Aug 122012 11:59PM  PD MANAGEMENT MEETING SERIES NONE = 12 INTERNAL TESTING ONLY 9 1 69 2 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM PHIL'S GARAGE NONE 11 3 1 6 0 View

1 2 3 4 5 8 7 8 9 10 Next 10 Pages Jump To Page 3

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.

Using this Guide
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O < IBREIEERE Glo[5 . EXgle
Close Sort/Filter All Mone New Edit Dzletz Defaults Upload Sum'l?r?;t Log Re-assign First|| Prev ( o5 ItEmS) Next||Last
Bl Login Role | Username Last Name First Name Administrator | Supervisor
MODERATOR Tt )| NONE = true 4
MODERATOR 1P P Pl 1K NONE o ] trug 3
MODERATOR | NONE PR false 1
MODERATOR - NONE - true 12
PARTICIPANT i LB NONE - 1 true 9
PARTICIPANT 2 e B KT 1 NONE N T T e truge 2
PARTICIPANT | A | NONE | B L true 3
PARTICIPANT A - NONE 2 = ae true o
PARTICIPANT i NONE n 5 true ]
| [PARTICIPANT 1 B NONE B e ] true &
| [PARTICIPANT L™ T NONE i = =1 trug 1
[ [PaRTICIPANT T o . T NONE gy o _neim true 1
| [parRTICIPANT - NONE noelm L] true 1
SUPERVISOR e L BB BT I NONE I . F true 10
| [supERvISOR Ll - NONE u truge 6
| [supErvisoR L o NONE s true 1
| [supervisor & NONE " true o
[ |suPervisar [ N NONE | | 2 true o

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:

User Sort/Filter

Cancel

Accept

Column Order

Column Filter

Login Role
Username
Last Name
First Name
Lewvel
Administrator
Supervisor
Active

Logs

Login Role:
Username:
Last Name:
First Name:

Level:

Supervisor:
Active:

Logs:

Administrator:

ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL

ALL

[+ ]manacer

[~]

[~]

[~]

[+ ]noNE

[~]

[~]

ElTI'LIE

[~]

LI U U L L

Column Sort Order

@ asc O dsc
@ asc O dsc
® asc ) dsc
@ asc O dsc
®asc O dsc
@ asc O dsc
@ asc O dsc
® asc O dsc
@ asc O dsc

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

Using this Guide




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, see What Information Can I Export to a Text File? on page 13.

Where To Go From Here

o The Quick Start on page 9 lists some common reporting questions and how to answer
them.

o The Glossary defines terms specific to SAS.
e Reports Page on page 17 describes the reports.
« Utilities Page on page 69 describes the utilities screens and data exports.

o For information on the My 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

Using this Guide 5
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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.

6 Using this Guide
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Caution: Cautions alert you to potentially confusing terminology or
difficulties that may occur when using the product.

V Warning: Warnings alert you to potentially serious problems.
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Chapter 2
S
Quick Start

Some Common Questions

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

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

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

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

Who is enrolled in a Course? e Course Enrollees (Past and

Present) on page 111

How can I see overall usage for a period of time? e Metric Report on page 57
Which month had the most usage? How many
attendees were there? How many rooms?

Page 9
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To answer these questions ... Use these screens ...

What platforms are users using? How many users are o Metric Report on page 57

joining sessions via mobile devices?

How can I see whether I am reaching my file quota? .

Login Group File Summary
on page 306

o Administrator File Sum-

mary on page 310

o Supervisor File Summary

Where Can | Find Information On ... ?

Ll I Can be found here ...

Administrators e Users on page 73

o Administrator Advanced Settings on p.

on page 314

age 81

attendance e Participant Attendance Report on page 54

o Session Attendance Report on page 39

e Room Attendees on page 338

attendees o Attendance Participant Detail Report on page 56

o Attendee List on page 42
o Attendee Log List on page 43

o Advanced Attendee Information on page 340

o Attendee Log on page 346
o Attendee Map on page 343
e Room Attendees on page 338

Contacts o Contacts on page 369

cost centers o Cost Centers on page 409

Course enroll- o Course Registration Report on page 49
ment

o Course Enrollment on page 169

o Course Enrollees (Past and Present) on page 172

10
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Ll LT Can be found here ...

Course instances e Course Instances on page 108

o Course Enrollment on page 169

Courses o Courses on page 93
defaults e Meeting Defaults on page 255
e Drop In Defaults on page 185
Drop Ins e Drop Ins on page 177
email noti- o Course Email Notifications on page 115 in Courses, and Course Email
fications Notifications on page 173 in Course Enrollment

e Course Email Templates on page 120
e Drop In Email Templates on page 189
o Drop In Email Notifications on page 237

files e Files on page 305

labels o Label Types on page 385

levels o Levels on page 395

links e Advanced Course Session Information on page 131

e Export Course Sessions on page 128

e Export Meeting Sessions on page 301

Managers e Users on page 73

e Manager Advanced Settings on page 79
Meetings e Meetings on page 245
Moderators o Users on page 73

e Moderator Advanced Settings on page 85
Participants o Users on page 73

e Participant Advanced Settings on page 87

Quick Start 11
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Ll LT Can be found here ...

passwords e Drop In Passwords on page 181
e Drop In Templates That Reference The Email Template on page 192
e Drop In Templates on page 183
o Export Drop In Templates on page 239
o User Profile Information on page 77
e Manager Advanced Settings on page 79
o Administrator Advanced Settings on page 81
o Supervisor Advanced Settings on page 83
e Moderator Advanced Settings on page 85
e Participant Advanced Settings on page 87

quotas o Session Summary Report on page 35
e User Summary Report on page 19
o Administrator File Summary on page 310
o Administrators on page 309
e Login Group File Summary on page 306
e Supervisor File Summary on page 314

o Supervisors on page 313

recordings e Recording Files on page 333
redirect URLs e Redirect URLs on page 407
templates o Course Sessions Belonging To Course Template on page 105

e Export Course Templates on page 99
o Course Email Templates on page 120

o Course Instances that Reference the Email Template on page 123
users o Users on page 73

whiteboard/Plan o Whiteboard/Plan Files on page 316
files

12 Quick Start



What Information Can | 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, and Meetings
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, and Meet-
ings

Export Whiteboard/Plan File on page 330 in Files

Meetings Export Meeting Sessions on page 301

Quick Start 13
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Chapter 3

———

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:

User Sort/Filter

X

Cancel Accept

Column Order

Login Role
Username
Last Name
First Name
Lewvel
Administrator
Supervisor
Active

Logs

Column Filter
Login Role:
Username:
Last Name:
First Name:

Level:

Administrator:

Supervisor:
Active:

Logs:

ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL

ALL

Column 5ort Order

[+ |manacer [~] @ asc O dsc
[~] | ®asc O dsc
[~] | ®asc O dsc
[~] | ® asc O dsc
[+ ]nonE [+] ®asc O dsc
[=] | ®asc O dsc
[=] | ® asc O dsc
[+ true [~] @ asc O dsc
~] | ®asc O dsc

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

Page 15



Blackboard D

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

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

o To filter the information:

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

ALL - Selects records with all values for this column.

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

<> — Selects records where the values are not equal to the specified value.
> — Selects records where the values are greater than the specified value.
< — Selects records where the values are less than to the specified value.

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

<= — 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 as Username 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.

16
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Chapter 4

—__—
Reports Page

The Reports page gives access to some of the most commonly requested reports.

How To Get Here

o Select the Reports tab.

Blackboard _ . . . . .
collaborate My Schedule @ My Recordings  Profile = Utilites . Software  Logout
Summary Reports Comprehensive Reports
2 User Summary Report 2 Running Session Report
% Administrator Summary Report % Session Attendance Report
% Supervisor Summary Report 2 Meeting Information Report
% Session Summary Report 2 Course Registration Report

2 Participant Attendance Report
% Metric Report

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

Page 17
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Links On This Screen

Summary Reports

User Summary Report | A summary of infor- Manager, User Summary
mation about all users. | Administrators, Report on the fac-
Supervisors ing page
Administrator Sum- | A summary of infor- Manager Administrator Sum-
mary Report mation about Admin- mary Report on
istrators. page 22
Supervisor Summary | A summary of infor- Manager, Supervisor Sum-
Report mation about Super- Administrators mary Report on
visors. page 26
Participant Summary | A summary of infor- Supervisors Participant Sum-
Report mation about Par- mary Report on
ticipants. page 31
Session Summary A summary of infor- Manager, Session Summary
Report mation about all ses- Administrators Report on page 35
sions.

Comprehensive Reports

Running Session Information about cur- | Manager, Running Session
Report rently running sessions. | Administrators Report on page 36

18
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Session Attendance Information about Manager, Session Attendance
Report attendance for sessions. | Administrators, Report on page 39
Supervisors

Meeting Information | Information about all | Manager, Meeting Infor-

Report the Meetings that Administrators, mation Report on
occurred in a given Supervisors page 45
time period.

Course Registration Information about reg- | Manager, Course Reg-

Report istrations of Enrollees | Administrators, istration Report on
in Courses. Moderators page 49

Participant Attend- Information about Manager, Participant Attend-

ance Report attendance of Par- Administrators, ance Report on
ticipants. Supervisors page 54

Metric Report Various metrics for Manager Metric Report on
your login group. 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:

User Summary Report

Quota Used By Users You May Manage | % Quota Used By Users You May Manage

1000 90 9.00
Rogisarsd | cive | i Aot | nacts | nacive | Lopine>0 | % Logna>0 | Logins =0 | % Lopins =0 | Logl Today | s Login Tdey
Administrator 64 46 71.88 18 28.12 52 B81.25 12 18.75 0 0.00
100.00 0 0.00 B B80.00 40.00 0.00
87.50 1 12.50 1

Supervisor 10 10

0.00
0.00

0
37.50 0
25.00 0
23.33 (]

Moderator :] 7

4
62.50 3
75.00 2
76.67 21

Participant 8 8 0.00 B

Totals 80 sl

100.00 0

78.89 18 211 69 0.00

Reports Page 19
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Item

User Quota

Quota Used By Users You

May Manage

% Quota Used By Users

You May Manage
Role

Registered
Active

% Active
Inactive

% Inactive

LogIns >0

% Log Ins > 0
LogIns=o0

% Log Ins =0

Log Ins Today
% Log Ins Today

Information On This Screen

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

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

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

The role.

The number of registered users with this role.
The number of active users.

The percentage of active users.

The number of inactive users.

The percentage of inactive users.

The number of users who have logged in at least once, at any
time.

The percentage of users who have logged in at least once.
The number of users who have never logged in at least once.

The percentage of users who have never logged in at least
once.

The number of users who have logged in today.

The percentage of users who have logged in today.
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For Supervisors

For Supervisors, the report looks like this:

User Summary Report

1000

Total Participants

Active Participants
Accepted Code Of Conduct
Attended At Least 1 Sesslon
May Modify Own Profile
May Enroll In Courses

o == O O = =

Quota Used By Users You May Manage | % Quota Used By Users You May Manage

0.10

Information On This Screen

Item
User Quota

Quota Used By Users You
May Manage

% Quota Used By Users You
May Manage

Total Participants
Active Participants

Accepted Code of Conduct

Attended At Least 1 Session
May Modify Own Profile

May Enroll In Courses

Description
The quota for the number of users you can manage.

The number of users counting towards your quota.

The percentage of users counting towards your quota.

The total number of Participants.
The number of active Participants.

How many users have accepted the Code of Conduct.

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

How many users have attended at least one session.

How many users have the privilege to modify their own
profile.

See Participant Advanced Settings on page 87.

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

See Participant Advanced Settings on page 87.
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See Also

e 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.

Last Name First Name Username May May Enroll May May May May
Create | Particlpants | Create | Create | Upload | Upload
i--- s Mugwla
1 ARG ¥ Active  True True False True True True True True True View
2 . AE Active False  False False False False False False False False View
3 - - " Active  True True False True True True True True True View
4 S n = F L] Active  True True False True True True True True True View
5 . LR o Active  True True True True True True True True True View
B o . " Active  True True False True True True True True True View
7 = - = Active  True True True True True True True True True View
8 = m— l Active  True True False True True True True True True View
9 Inactive  True True False True True True True True True View
10 = = " Active  True True False True True True True True True View
1 L Active  True True True True True True True True True View
12 .- = Active  True True False True True True True True True View
13 Active  True True False True True True True True True View
14 s s r Inactive  True True False True True True True True True View
15 T Active  True True False True True True True True True View
16 e = F Inactive  True True False True True True True True True View
17 ¥ . . Active  True True True True True True True True True View
18 S aa LY | Active  True True False True True True True True True View
19 Inactive  True True False True True True True True True View
20 o Comm Ol DTl T Inactive  True True False True True True True True True View
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Item

Admin
Last Name
First Name
Username

Status

May Modify Own Profile

May Create Courses

May Create Drop Ins

May Create Meetings

May Upload Contacts

May Upload Multimedia Files

May Upload Users
May Upload Whiteboard or

Plan Files
Details

Information On This Screen

Description

The number of the administrator in this list.
The user's last name.

The user's first name.

The user's username.

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

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.

Whether the user can create Courses.

Whether the user can create Drop Ins.
Whether the user can create Meetings.
Whether the user can upload Contacts.

Whether the user can upload multimedia files (such as
PowerPoint files).

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

Whether the user can upload Whiteboard or Plan files.

Clicking the View link shows more information about
the Administrator. See Details.

Reports Page
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Details

If you click the View link in the Details column, the report shows this:

Login Information

Login Group

Username B "

User Display Name n

Email Address L] nmw

Time Zone Mountain (North America/Canada, GMT -07:00)

Observe DST true

Registered Apr 23, 2012, [Mon] 09:54 AM Mountain (North America/Canada)
Active true

Profile Information

Title MR.

First Mame

Last Name L B
Area Code

Phone Number

Cite/Town

Prov/State NOME
Country NOME

Administrator Information

Administrator Description
Supervisor Count

Participant Count 1
Moderator Count 0
Course Templates 3
Drop In Templates 3
Meeting Sessions (Administrator) 2
Meeting Sessions (Supervisor) 2
Meeting Sessions (Total) 4
May Modify Own Profile true
May Manage Supervisors true
May Manage Participants true
May Manage Moderators true
May Manage Courses true
May Manage Drop Ins true
May Manage Meetings true
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Information On This Screen

Item

Description

Login Information

Login Group
Username

User Display Name
Email Address
Time Zone
Observe DST
Registered

Active

The name of the login group.

The user's username.

The user's display name.

The user's email address.

The user's time zone.

Whether the user observes Daylight Savings Time.
The date and time the user was registered in SAS.

Whether the user is active or not.

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

Profile Information

Title

First Name
Last Name
Area Code
Phone Number
City/Town
Prov/State

Country

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

The user's last name.

The user's area code.

The user's phone number.

The city or town where the user resides.

The province or state where the user resides.

The country where the user resides.

Administrator Information

Administrator
Description

Supervisor Count

Participant Count

A description of the item.

The number of Supervisors this Administrator manages.

The total number of Participants managed by all Supervisors man-
aged by this Administrator.

Reports Page
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Item

Moderator Count
Course Templates
Drop In Templates

Meeting Sessions
(Administrator)

Meeting Sessions
(Supervisor)

May Modify Own
Profile

May Manage
Supervisors

May Manage Par-
ticipants

May Manage Mod-
erators

May Manage
Courses

May Manage Drop
Ins

Description

The total number of Moderators managed by this Administrator.
The number of Course templates owned by this Administrator.
The number of Drop In templates owned by this Administrator.

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

istrator.

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

Whether the Administrator may manage Supervisors.

Whether the Administrator may manage Participants.

Whether the Administrator may manage Moderators.

Whether the Administrator may manage Courses.

Whether the Administrator may manage Drop Ins.

May Manage Meet- | Whether the Administrator may manage Meetings.

ings

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

See Also

o 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.

Supervisor Summary Report

Supervisor | Last Name | First Name Username Description | Administrator | Meeting | May | May Enroll May | Detalls
Count | Modify | Participants | Create
Own In Courses | Meetings
Profile

1 Active 1 True True True View
2 Active 0 True True True View
3 Active 0 True True True View
4 Active 0 True True True View
5 Active 0 True True True View
8 = Active 8 True True True View
7 Active 0 True True True View
8 o Active ! - 2 True True True View
9 Active 0 True True True View
10 Active 5 True True True View

Information On This Screen

Item
Supervisor
Last Name
First Name
Username

Status

Description

Administrator

Description

The number of the Supervisor in this list.
The user's last name.

The user's first name.

The user's username.

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

A description of the item.

The Administrator who manages this Supervisor.

Reports Page
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Item
Meeting Count

May Modify Own
Profile

May Enroll Par-
ticipants in
Courses

May Create Meet-
ings

Details

Details

Description
The number of Meetings this Supervisor owns.

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.

Whether the user can enroll Participants in Courses.

Whether the user can create Meetings.

Shows more information about the Supervisor. See Details.

If you click the View link in the Details column, the report shows this:
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Login Information

Login Group ™

Username

User Display Name = .

Email Address a “m i m -

Time Zone Mountain (Morth America/Canada, GMT -07:00)

Observe DST true

Registered Apr 23, 2012, [Mon] 10:58 AM Mountain (MDT, Morth America/Canada)
Active true

Profile Information

Title MR.
First Name

Last Name .
Area Code

Phone Number
Cite/Town

Prov/State NONE
Country NOME

Supervisor Information

Supervisor Description

Participant Count 1
May Modify Own Profile true
May Modify Participant Profile false

May Enroll Participants in Courses true

Information On This Screen

Item Description

Login Information

Login Group The name of the login group.

Username The user's username.

User Display The user's display name.
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 the May 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 A description of the item.

Description

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

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

May Modify Par- Whether the user can modify Participants' profiles.
ticipant Profile

May Enroll Par- | Whether the user can enroll Participants in Courses.
ticipants in
Courses

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

See Also

o 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.

Participant Summary Report

Participant | Last Name | First Name Username Detalls
Snnlnnl Ilndlfy Enrull
Attended Conuuct Own In
Profile

Active False True True View

Information On This Screen

Item
Participant
Last Name
First Name
Username

Status

Course Sessions Attended

Description

The number of the Participant in this list.
The user's last name.

The user's first name.

The user's username.

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

The number of Course sessions this user has attended.

Reports Page
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Item

Code Of Conduct

May Modify Own Profile

May Create Courses
May Enroll in Courses

Details

Description

Whether this user has agreed to the Code of Conduct.

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

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.

Whether the user can create Courses.
Whether the user can enroll in Courses.

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:

Login Information

Login Group 5

Username = =

User Display Name o .

Email Address == = =

Time Zone Mountain (Morth America/Canada, GMT -07:00)

Observe DST true

Registered Sep 24, 2012, [Mon] 04:15 PM Mountain (MDT, North America/Canada)
Active true

Profile Information

Title NOME
First Name

Last Name o
Area Code

Phone Number

Cite/Town

Prov/State NOME
Country MOMNE

Participant Information

vaue

Administrator "
Supervisor n
Sessions Attended 0

Accepted Code Of Conduct false
Acknowledged Orientation Reminder false

May Modify Own Profile true

May Enroll In Courses true

Reports Page
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Information On This Screen

Item

Login Information

Login Group
Username

User Display Name
Email Address
Time Zone
Observe DST
Registered

Active

Description

The name of the login group.

The user's username.

The user's display name.

The user's email address.

The user's time zone.

Whether the user observes Daylight Savings Time.
The date and time the user was registered in SAS.

Whether the user is active or not.

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

Profile Information

Title

First Name
Last Name
Area Code
Phone Number
City/Town
Prov/State

Country

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

The user's last name.

The user's area code.

The user's phone number.

The city or town where the user resides.

The province or state where the user resides.

The country where the user resides.

Administrator Information

Administrator

Supervisor

The Administrator who owns this user.

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 Whether this user has agreed to the Code of Conduct.

Conduct

Acknowledged Whether this user has acknowledged the orientation reminder.
Orler-ltatlon Whether this is required is configured on Participant Advanced
Reminder

Settings screen.

May Modify Own Whether the user can modify their own profile. (The profile can be

Profile viewed on the User Profile Information screen.)
May Enroll in Whether the user can enroll in Courses.
Courses

See Also

e 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.

Session Summary Report

sessio" Ducta
Used

10000 6.28

Session % Unattended R
Category

ast

Course 97.59 166 0
Drop In 40.62 32 0
Meeting 14.32 398

Totals

Future

2= | =

1

ma
F

ER = (= |
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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 | The number of sessions you are currently using.
Used

Session Cat- The category of session: Course, Drop In, Meeting, or none.
egory
% 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, and Meetings 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.

Running Session Report Criteria

Select An Administrator

{All Administrators} |

Category # Courses ¥ Drop Ins ¥ Meetings
Output Type ($JHTML () CSV
Time Zone Mountain (Nerth America/Canada, GMT -07:00) j Observe DST [
Rows Per Page ()15 ()25 (50 (100
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.

Running Session Report

[ oo | sas | Gaingory | Type | CostCaror | Suparised | Atondoos | Atoos |
Fri Apr 27 2012 11:20 AM PLANNING MEETING Meeting NONE Mo 1 View (1)

Information On This Screen

Item

Date
Starts
Name
Category
Type

Description

The date the session started.

The time the session started.

The name of the session.

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

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

Reports Page

37



Blackboard >

Item Description
Cost The cost center for the session.
Center

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.

Active Attendee List
PHYSICS 101 TUTORIAL

e G

{Chair Password} Yes Yes Oct29, 2012 09:46 AM Mountain (North America/Canada) 00:15:50
2 } {Chair Password} Yes Yes Oct28, 2012 10:02 AM Mountain (North America/Canada) 00:00:18
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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.

o Chair Password - they used the Chair's password.

o Non-Chair Password — they used the password for Non-Chair
attendees.

o Invitee UID - they were invited to the session.

o 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.
Session Attendance Report Criteria
Select An Administrator  {All Administrators} =]
Category # Courses (¥ Drop Ins (¥ Meelings
Sort Order (*)By Time (_) By Name
Output Type (®)HTML () CsV
Start Date 2012 ~| Aug ~| 30 -|
End Date 2012 ~| Ssep v| 28 ~| i
Time Zone Mountain (North America/Canada, GMT -07:00) j Observe DST [
Rows Per Page (=115 (25 (50 (100
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.

Session Attendance Report
There are 3 pages of results.
1 2 3
Date Starts Ends Name Duration | Category Type Cost Owner Attendees | Detalls
Center
Thu Aug 30 Thu Aug 302012  Thu Aug 30 2012 GEMINI BACKLOG 00:07:57 Meeting NONE NONE " View (7)  View
2012 09:28 AM 09:36 AM GROOMING
Thu Aug 30 2012 Thu Aug 30 2012 GEMINI BACKLOG 00:03:56 Meeting NONE NONE =ma View (1) View
09:39 AM 09:43 AM GROOMING
Thu Aug 30 2012 Thu Aug 30 2012 GEMINI BACKLOG 00:01:50 Meeting NONE NONE View (1) View
09:45 AM 09:47 AM GROOMING
Thu Aug 30 2012  Thu Aug 30 2012 GEMINI BACKLOG 00:05:55 Meeting NONE NONE =0 View (1)  View
09:58 AM 10:02 AM GROOMING
Thu Aug 30 2012  Thu Aug 30 2012 AGILE TOUCHPOINT SERIES - 01:21:16 Meeting NONE NONE " View (5)  View
10:55 AM 12:16 PM SR MGMNT
Thu Aug 30 2012  Thu Aug 30 2012 V. 12 PRODUCTION 00:16:24 Meeting NONE NONE e View (3)  View
11:15 AM 11:32 AM
Fri Aug 31 Fri Aug 31 2012 Fri Aug 31 2012  AGILE TOUCHPOINT SERIES - 00:01:41 Meeting NONE NONE ] View (1) View
2012 05:11 AM 05:13 AM SR MGMNT
Fri Aug 31 2012 Fri Aug 31 2012 GEMINI BACKLOG 00:02:18 Meeting ~ NONE NONE ="k View (1)  View
08:27 AM 08:30 AM GROOMING
Fri Aug 31 2012 Fri Aug 31 2012  AGILE TOUCHPOINT SERIES - 00:40:22 Meeting NONE NONE " View (1) View
10:47 AM 11:28 AM SR MGMNT
Sat Sep 01 Sat Sep 012012  Sat Sep 01 2012 TOM'S VOFFICE 01:20:03 Meeting MEETING NONE I= e View (3) View
2012 09:01 AM 10:21 AM
Tue Sep 04 Tue Sep 04 2012 Tue Sep 04 2012 AGILE TOUCHPOINT SERIES - 01:08:20 Meeting NONE NONE 'l View (14) View
2012 11:51 AM 01:00 PM SR MGMNT
Thu Sep 06 Thu Sep 06 2012 Thu Sep 06 2012 AGILE TOUCHPOINT SERIES - 02:03:40 Meeting  NONE NONE 1 L View (8)  View
2012 08:59 AM 11:03 AM SR MGMNT
Thu Sep 06 2012  Thu Sep 06 2012 GEMINI BACKLOG 01:10:50 Meeting NOMNE NONE "l View (10) View
09:15 AM 10:26 AM GROOMING
Thu Sep 06 2012  Thu Sep 06 2012 KENS ROOM 00:21:06 Meeting NONE NONE =i View (1)  View
01:25 PM 01:46 PM
Thu Sep 06 2012 Thu Sep 06 2012 KENS ROOM 00:22:28 Meeting  NONE NONE | View (2)  View
01:51 PM 02:14 PM
1 2 3
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 The cost center for the session.

Center

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.

Attendee List

GEMINI BACKLOG GROOMING

e e 0 3 = T - )

1 {Non-Chair Password} Yes 2012-09-13 09:30 AM 2012-09-13 10:07 AM 00:36:55 View (1)
2 {Non-Chair Password} Yes No 2012-09-13 09:29 AM 2012-09-13 10:07 AM 00:37:31 View (1)
3 {Non-Chair Password} Yes No 2012-09-13 09:25 AM  2012-09-13 10:07 AM  00:41:50 View (2)
4 {Non-Chair Password} Yes No 2012-09-13 09:29 AM 2012-09-13 10:07 AM 00:37:34 View (1)
5 {Non-Chair Password} Yes No 2012-09-13 09:26 AM  2012-09-13 10:07 AM  00:40:41 View (1)
<] {Non-Chair Password} Yes No 2012-09-13 09:28 AM 2012-09-13 10:07 AM 00:38:36 View (1)
7 {Non-Chair Password} Yes No 2012-09-13 09:30 AM  2012-09-13 10:07 AM 00:36:40 View (1)
8 {Non-Chair Password} Yes No 2012-09-13 09:18 AM  2012-08-13 10:07 AM 00:49:08 View (1)
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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
Attendee

Attendee Name

Authentication

Is Chair

Is User
Launch Count
First Join
Last Leave
Total Active

Logs

Description
The number of the attendee in this list.

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

How the attendee authenticated to join the session.

o Chair Password - they used the Chair's password.

o Non-Chair Password - they used the password for Non-Chair
attendees.

o Invitee UID - they were invited to the session.

o Drop In Password — they used a password for a Drop In.
Whether the attendee a Chair of the session.
Whether the user is registered in SAS.
The number of times that attendee launched the session.
The date and time the attendee first joined the session.
The date and time the attendee last left the session.
The total time the attendee was active in the session.

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.

Attendee Log List

2013-06-24 08:04 AM  2013-08-24 08:04 AM  00:00:13

2 2013-06-24 08:04 AM 2013-08-24 08:05 AM 00:00:14

3 2013-08-24 08:05 AM  2013-08-24 08:05 AM 00:00:08
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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.

Owner
Opened
Closed
Duration
Category
Type

Cost Center
Version
Recorded
Attendee List

Room Detail Report

GEMINI BACKLOG GROOMING

2012-08-13 09:18 AM
2012-08-13 10:09 AM
00:51:09

Meeting

NOME

NOME

12 INTERNAL TESTING OMLY
false

WView (8)
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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 The cost center for the room.

Center

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

Recorded | Whether the room was recorded or not.

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

Meeting Information Report

This report shows information about all the Meetings 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 the Meeting Information Report
link.
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3. On the Meeting Information Report Criteria screen, select the information you are

interested in.

Meeting Information

Show By
Sort Order
Output Type

Start Date
End Date

Time Zone

Rows Per Page

Select The Meeting Owner

Report Criteria

{All Users}

hd
(*)By Session (_)By Room
{(=)By Time (_)By Name
@HTML (C8V

2012 | Aug »| 12 +| [
2012 >| Sep x| 12 ~| i
Mountain (North America/Canada, GMT -07:00)

®15 (es (50 (100

View Report

~| Observe DST [

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

5. Click View Report.

The Meeting Information Report opens.

Blackboard N
collaborate!

Meeting Information Report

There are 62 pages of resuls.

1 2 3 4 & 6 7 8 9 10 Next 10 Pages. Jump To Page 3
Date Starts End. Name Type Hosted By Version FRooms | Invitees | Attendees | Recordings | Detalls
Sun Aug 122012 Sun Aug 12 2012 12:00 AM  Sun Aug 122012 11:59 PM  AGILE TOUCHPOINT SERIES - SR MGMNT  NONE - 12 INTERNAL TESTING ONLY 117 1 338 14 View
Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING NONE " - 100 0 2 0 o View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 201 CURRICULUM PLANNING NONE 12 INTERNAL TESTING ONLY 3 1 5 1 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING MEETING 100 1 1 1 1 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 201 CURRICULUM PLANNING MEETING 100 0 1 0 o View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM DAVID'S V12 ROOM NONE - ass 12 INTERNAL TESTING ONLY 1 1 16 o View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM GEMINI BACKLOG GROOMING NONE 12 INTERNAL TESTING ONLY 50 1 308 1 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING NONE - 12 INTERNAL TESTING ONLY 88 1 385 14 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 201 CURRICULUM PLANNING NONE - 12 3 1 4 [ View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM CHEM 101 CURRICULUM PLANNING NONE et 1 272 1 403 27 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:58 PM CHEM 201 CURRICULUM PLANNING NONE . 10.0 1BM 2 2 2 [ View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:58 PM KENS ROOM NONE - 1 145 1 960 34 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:58 PM LIVE 10 NONE ] 10.0 1 1 1 [ View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM PD MANAGEMENT MEETING SERIES NONE iy 12 INTERNAL TESTING ONLY 9 1 69 2 View

Sun Aug 122012 12:00 AM  Sun Aug 12 2012 11:59 PM PHIL'S GARAGE NONE 1 3 1 6 [ View

-
n

3 4 5

6 7 8

9 10

Next 10 Pages

Jump To Page 3
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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- The number of recordings for this Meeting.

ings

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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Details

Session Name
Session Type
Hosted By
Administrator
Supervisor
Session Starts
Session Ends
May Join Session
Version

Sesslion Access
Recording Mode

CHEM 101 CURRICULUM PLAMMNING
MEETING

Apr 23, 2012, [Mon] 02:00 PM Mountain (North America/Canada)
Aug 31, 2012, [Fri] 03:00 PM Mountain (Morth America/Canada)
Apr 23, 2012, [Mon] 01:30 PM Mountain {Morth America/Canada)
10.0

RESTRICTED

MAMNUAL

Recording Access RESTRICTED

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- The Administrator who owns the Supervisor for this Meeting,
istrator

Supervisor | The Supervisor who owns this Meeting.

Session The start date and time of the session.

Starts

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

May Join The date and time that attendees can join the session. (The Session Start

Session time minus the boundary time.)

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

Session The access restrictions for the session.

Access

o Private — access to the session is restricted to the session creator.

o 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.

o 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 The recording mode for the session.

Mode
o Manual - The Chair can manually start and stop recording.

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

o Disabled - The session cannot be recorded.

Recording The access restrictions for recordings of this session.

Access . . . .
o Private — access to the recording is restricted to the session cre-

ator.

o 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.

o 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

o Meetings

Course Registration Report

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

Course Registration Report Criteria View Report =

Select An Administrator {All Admiristrators} [=]

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.

Course Registration Report Criteria View Report 3

Select a Course ALGEBRA [=]

Output Type @ HTML © csv

Note: The Select A Course menu 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.

Course Registration Report

CHEM 101
insance o Firei Nama | Dispiy Namo | Usomame | émal | DatoEnoled | Notatons
FALL 2012 There are no Chairs registered.
2012-10-01
to
2012-12-31
for et ¥ L 2012-09-24 03:37 PM 1

40 Sessions
(99 available)
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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.

Details

Template Name CHEM 101
Instance Name FALL 2012
Session Type NOME
Hosted By

Course Start Date 2012-10-01
Course End Date 2012-12-31

Late Enroliment
Open Enrollment
Self Enrolilment
Enrolled Count

Late Enrollment Permitted
Open Enrollment
Participants May Enroll

1

Max Enrollees 100
Minimum Lewvel MOME
Maximum Level MOME
Sessions Yiew (40)
Enrollees View (1)

Reports Page
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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 The date the Course starts.

Date
Course End Date | The date the Course ends.

Late Enrollment | Whether late enrollment is allowed.

See Course Instances on page 170.

Open Enroll- Whether open enrollment is allowed.
ment

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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Course Session List

CHEM 101

(FALL 2012)

(Sosson | san | ena ] ourtion] Rooms)
1 Oct 01, 2012, [Mon] 01:00 PM Oct 01, 2012, [Mon] 04:00 PM 3 hours 0
2 Oct 03, 2012, [Wed] 01:00 PM  Oct 03, 2012, [Wed] 04:00 PM 3 hours 0
3 Oct 05, 2012, [Fri] 01:00 PM Oct 05, 2012, [Fri] 04:00 PM 3 hours 0
4 Oct 08, 2012, [Mon] 01:00 PM  Oct 08, 2012, [Mon] 04:00 PM 3 hours 0
5 Oct 10, 2012, [Wed] 01:00 PM  Oct 10, 2012, [Wed] 04:00 PM 3 hours 0
8 Oct 12, 2012, [Fri] 01:00 PM  Oct 12, 2012, [Fri] 04:00 PM 3 hours 0
7 Oct 15, 2012, [Mon] 01:00 PM Oct 15, 2012, [Mon] 04:00 PM 3 hours 0
8 Oct 17, 2012, [Wed] 01:00 PM  Oct 17, 2012, [Wed) 04:00 PM 3 hours 0
g Oct 19, 2012, [Fri] 01:00 PM Oct 19, 2012, [Fri] 04:00 PM 3 hours 0
10 Oct 22, 2012, [Mon] 01:00 PM  Oct 22, 2012, [Mon] 04:00 PM 3 hours 0
1" Oct 24, 2012, [Wed] 01:00 PM  Oct 24, 2012, [Wed) 04:00 PM 3 hours 0
12 Oct 26, 2012, [Fri]) 01:00 PM  Oct 26, 2012, [Fri] 04:00 PM 3 hours 0
13 Oct 29, 2012, [Mon] 01:00 PM Oct 29, 2012, [Mon] 04.00 PM 3 hours 0
14 Oct 31, 2012, [Wed] 01:00 PM  Oct 31, 2012, [Wed) 04:00 PM 3 hours 0
15 MNowv 02, 2012, [Fri] 01:00 PM MNov 02, 2012, [Fri] 04:00 PM 3 hours 0
18 MNov 05, 2012, [Mon] 01:00 PM  Mow 05, 2012, [Mon] 04:00 PM 3 hours 0
17 MNov 07, 2012, [Wed] 01:00 PM  Mov 07, 2012, [Wed] 04:00 PM 3 hours 0
18 Mov 08, 2012, [Fri] 01:00 PM Mov 08, 2012, [Fri] 04:00 PM 3 hours 0

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.

Reports Page
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Course Registration Report

Template: CHEM 101
Instance: FALL 2012

Paricivn Aaminsaor Erotmen: aus | oo Evlod
1

ENROLLED Sep 24, 2012

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

e 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.

Participant Attendance Report Criteria

Output Type (*JHTML (JCSV

Select A Supervisor B ' —a=miLl j {Owns the Participants)

Mumber Of Sessions  equals ~| |o
Start Date 2012 »| Sep -| 28 -| ]
End Date 2012 »| Sep =| 28 -| FH
Time Zone Mountain (North America/Canada, GMT -07:00) j Observe DST [
Rows Per Page (018 (Oas (50 (100
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.

Participant Attendance Report

The following participant(s) have attended 1 or more sessions between 2001-09-30 and 2012-03-28:

i =

View (3)
2 1 View (1)
3 i View (1)
4 < View (1)
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Information On This Screen

Item Description
Attendee | The number of the attendee in this list.

Login The user's username.
Name

Last Name | The user's last name.

First The user's first name.
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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Attendance Participant Detail Report

El-PHU-PART1
Room Room Total
Number | Name Active
DEPLOY SAS 41 8.5.3 2009-01-31 09:11 PM  00:02:03
SAS 4.2 DEPLOY TEST  20058-01-31 09:33 PM  00:01:06

SAS 4.2 DEPLOY TEST 2009-05-30 08:12 PM  00:00:05
SAS 4.2 DEPLOY TEST 2009-05-30 08:12 PM  00:00:07

B OW M =

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 the Metric Report link.

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

Metric Report Criteria View Report =3

Output Type (=)HTML () CSV

Start Date 2008 ~| sep +| 12 ~-| E]

Time Zone Mountain (Morth America/Canada, GMT -07:00) j Observe DST [

Duration () Start Date To Present (#)One Year () One Month () One Week () One Day

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.

Blackboard >
collaborate:

Metric Report

Login Group
License Quota 100

License Burst 150

Period

NOTE: The values in the last row are adjusted for the entire period. They may not equal the sum of the column.

Start Date Jun 18, 2012, [Mon] 12:00 AM Mountain (North America/Canada)
End Date Dec 18, 2012, [Tue] 12:00 AM Mountain (North America/Canada)
Charts Plot Room Metrics

Plot Room and Attendee Metrics.
Plot Room and Recording Metrics

Plot Atlendee Metrics

Plot Rejoined Attendee Metrics

Plot Total and Rejoined Attendee Metrics
Plot Recording Metrics

Plot Device Usage Metrics

Close »

Desktop
Unknowns

Desktop
Total

Mobile
Unknowns

Android | Android iPhones/iPods
Phones | Tablets

Rooms Max Rejoined Unique Total Recordings
Started | Concurrent | Attendees | Attendees | Attendees
Rooms
46 3 6 185 191 9 18
a0 7 5 84

Jun 18, 2012 - Jul 17, 2012 1 7 0 26 0
Jul 18,2012 - Aug 17,2012 2 144 151 4 34 0 122 7
Aug 18,2012 - Sep 17,2012 53 2 5! 203 208 8 3 57 120 0 180
Sep 18, 2012 - Oct 17, 2012 a9 2 13 235 248 12 3 72 157 0 232
Oct 18, 2012 - Nov 17, 2012 62 3 14 255 269 23 1 72 174 0 247
Nov 18, 2012- Dec 17,2012 38 3 T 167 178 10 0 60 107 0 167

288 3 (max) 56 1189 1245 67 12 302 680 o 974

Information on this Screen

Item
Period
Rooms Started

Max Concurrent
Rooms

Rejoined Attend-
ees

Unique Attend-
ees

Total Attendees

Recordings
Linux

Macs

Windows

Description
The reporting period.
The number of rooms that were started.

The maximum number of concurrent rooms that were open.

The number of attendees who rejoined rooms.

The number of attendees who joined only once.

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

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

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

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

Desktop The number of desktop machines running an unidentified operating
Unknowns 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 The number of unidentified mobile devices used to connect to the
Unknowns 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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¢ Plot Room Metrics — Shows the number of rooms.

Metric Report

[ o)

100

150

Sep 17, 2011, [Sat] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

Login Group
License Quota
License Burst
Start Date

End Date

Sep, 2011 Oct, 2011 Nov, 2011 Dec, 2011 Jan, 2012 Apr, 2012

May, 2012 Jun, 2012 Jul, 2012 Aug, 2012
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o Plot Room and Attendee Metrics — shows the number of rooms and the number of

attendees.

Metric Report

Login Group
License Quota
License Burst
Start Date

End Date

[ ]

100

150

Sep 17, 2011, [Sat] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

Sep, 2011

Oct, 2011

Nov, 2011 Dec, 2011 Jan, 2012

Feb, 2012

Mar, 2012

N Rooms B Total Aitendees

Apr, 2012

May, 2012

Jun, 2012 Jul, 2012

Aug, 2012

Reports Page
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o Plot Room and Recording Metrics — shows the number of rooms and the number of
recordings.

Metric Report

Login Group
License Quota
License Burst
Start Date

End Date

Py
100
150

Sep 17, 2011, [Saf] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

0
Sep, 2011 Oct, 2011

Moy, 2011

Dec, 2011

Jan, 2012

Feb, 2012 Mar, 2012

L Rooms 1 Recordmgs

Aug, 2012
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¢ Plot Attendee Metrics — shows the number of attendees.

Metric Report

=

100

150

Sep 17, 2011, [Sat] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

Login Group
License Quota
License Burst
Start Date

End Date

370

360

350

340

330

320

310

300
280
280
27
260
250

240
230

a0l
210
200
Lan
LED
17
160
150
140

130

Sep, 2011 Oct, 2011 Nov, 2011

Dec, 2011

Jan, 2012 Feb, 2012 lar, 2012

0 Total Attendees

Apr, 2012 May, 2012

Jun, 2012 Jul, 2012

Aug, 2012
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o Plot Rejoined Attendee Metrics — shows the number of attendees who rejoined a
room. (High numbers may indicate that users are having connectivity issues.)

Login Group

Start Date
End Date

11
10

B
7
3
5
4
3
z

Metric Report

License Quota 100

License Burst 150

Sep 17, 2011, [Saf] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

Nov, 2011

Oct, 2011

Sep, 2011

Dec, 2011 Jan, 2012 Feb, 2012

B Rejoined

Mar, 2012

Apr, 2012

May, 2012

Jun, 2012

Jul, 2012

Aug, 2012
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o Plot Total and Rejoined Attendee Metrics — shows the number of attendees and

the number of those who rejoined a room.

Metric Report

Login Group  §@ 4%

License Quota 100

License Burst 150

Start Date Sep 17, 2011, [Sat] 12:00 AM Mountain (North America/Canada)
End Date Sep 17, 2012, [Mon] 12:00 AM Mountain {North America/Canada)

350 | SRRSO VOSSOSO OSSOSOt MU SO - SRS U NS N
wll Bl - SRS WSS SO S—
S I |

30041

280 4

260

a0l

220

2004

L8041

L6041

PR

[EF. $l [l i Bl ] ]l Sl Bl .

Lon
80

ARl el el Sl Bl Bl el el ]l .

el

" I el e B e B . . .

]
Sep, 2011 Oct, 2011 Mov, 2011 Dec, 2011

Jan, 2012

i
Feb, 2012 Iar, 2012 Apr, 2012

B Total B Rejoined

May, 2012 Jun, 2012 Jul, 2012

Aug, 2012
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o Plot Recording Metrics — shows the number of recordings.

Login Group
License Quota
License Burst
Start Date

End Date

Sep, 2011

Oct, 2011

Metric Report

L1 ]

100

150

Sep 17, 2011, [Saf] 12:00 AM Mountain (North America/Canada)
Sep 17, 2012, [Mon] 12:00 AM Mountain (North America/Canada)

Nov, 2011 Dec, 2011 Jan, 2012 Feb, 2012 Mar, 2012

W Recordings

Apr, 2012 May, 2012 Jun, 2012 Iul, 2012 Aug, 2012
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o Plot Device Use Metrics — shows the type of device (such as Windows computer,
iPhone, or iPad) that was used to access the rooms.

Metric Report

Login Group ¢
License Quota 100
License Burst 150

Start Date Jul 17, 2012, [Tue] 12:00 AM Mountain (Morth America/Canada)
End Date Aug 17, 2012, [Fri] 12:00 AM Mountain (North America/Canada)
484

46 4|
44
42|
40|
38
36
34
32 {
30|
28 |
26 {|
24 {1

22

3
[
2
0
1

7-Jul 24-Jul 31-Jul 07 -Aug 14-Aug

B Linux B Macs B Windows  Deskiop Unknowns B Deskiop Devices Total [ Android Fhones U Android Tablets WiFads BiFhones / iFods B Mobile Unknowns
B Mobile Devices Tatal
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Chapter 5

-—

Utilities Page

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

How To Get Here

¢ Select the Utilities tab.

Blackboard >

collaborate! My Schedule

User Management ©
# Users Manage and Upload Users.

Session Management ©

» Courses Manage Course Templates, Instances, Sessions.
2 Drop Ins Manage Drop In Templates and Sessions.

2 Meetings Manage Meeting Sessions, Defaults, and Email Invitations.

File Management ©
# Files Manage Recording, MultiMedia, and Whi

Flan Files.

My Recordings Profile Utilities Reports Software

Contact Management ©
% Contacts Manage and Upload Contacts.

Advanced Settings Management ©

» Session Types Manage Blackboard Collaborate Session Types.
 Labels Manage Blackboard Collaborate Labels.

» Levels Manage Course, Drop In, Meeting and User Levels.

% Redirect URLs Manage Session Redirect UALs.

Cost Center Management ©
% Cost Center Manage Cost Centers.
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_/ Note: The items available on this screen depend on your role.

Links On This Screen

Link

Users
Courses

Course Enroll-
ment

Drop Ins

Meetings

Files

Contacts

Session Types

Is Available To

Manager, Administrators, Super-
visors

Manager, Administrators

Administrators, Supervisors

Manager, Administrators

Manager, Administrators, Super-
visors

Manager, Administrators, Super-
visors

Manager, Administrators, Super-
visors

Manager, Administrators, Super-
visors

Leads to

Users on page 73

Courses on page 93

Course Enrollment on page 169

Drop Ins on page 177
Meetings on page 245

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

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

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

Contacts on page 369

Session Types on page 375
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Link Is Available To

Labels Manager, Administrators, Super-
visors

Levels Manager, Administrators, Super-
visors

Redirect URLs | Manager

Cost Centers | Manager, Administrators, Super-
visors

Recordings Moderators, Participants

Leads to

Label Types on page 385

Levels on page 395

Redirect URLs on page 407

Cost Centers on page 409

My Recordings. See the
SAS Recordings Guide.

Utilities Page
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Blackboard 3

Chapter 6
—_

Users

The Users section shows information about users.

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

How To Get Here

o Click the Users link on the Utilities Page.

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

Where This Leads

o If you are the Manager, the Users link opens the Users screen .

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

SAS

Y
Utilities Page

User Sort/Filter

/

Supervisor

rd

Participant Users

\

Manager,
Administrator

\

Users

(\/l\

" Export
Log ) ( Edit ) ( Summary
Manager
A L *
' User Profile
Login Logs Information .
Y
Advanced
Manager
\J
Manager Advanced Administrator Advanced Supervisor Advanced Moderator Advanced Participant Advanced
Settings Settings Settings Settings Settings
Legend
Screen

Button, link, or tab

Sart/Filter step

Text file

A choice that is only
available for certain roles
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Users

This screen shows information about users.

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

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

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

@ |zid Al x| = Py GIG][5" °of 8 11Ol
Close | |saryFiesr|| New Edit Deless || Defanns Sl Vet First|| Prev (95 items) Next]| Last
Login Role | Username Last Name First Name Administrator | Supervisor .
MODERATOR [Che ) | NONE = true 4
MODERATOR 1F " P Fuls ir NONE B B true 3
MODERATOR NONE | LS false 1
MODERATOR = NONE L true 12
PARTICIPANT i LB NONE = 1 true 9
PARTICIPANT ' LT A T _ =] NONE I r T L true 2
| |PARTICIPANT & | NONE | & L= true 3
| |PARTICIPANT . - NONE - = R true ]
PARTICIPANT ] NONE n 5 true o
PARTICIPANT I = o NONE H o oS -5 =1 true &
| [parRTICIPANT o N NONE gl - =1 true 1
| |PARTICIPANT T - anmn T] NONE _ iy T true 1
[ [PaRTICIPANT - NONE e L] true 1
| [supErvIsOR ™ L A T _ =] NONE I BT true 10
[ |supERvISOR L =N NONE = ! true &
| |suPervisor = NONE = e true 1
| |supervisor & NONE ] true ]
| [supErvIsOR P g ] NONE I " true o
Access

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

Users
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Information On This Screen

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

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

(Managers can deactivate users by deselecting the May log in to SAS

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.
This field is blank if the user is an Administrator.
Supervisor The Supervisor of this user.
Active Whether the user is active or not.
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 ...

View detailed information about a 1.

user.

View information about logins for
a user.

By Doing This ...

=

Which Leads To This Screen ...

Select
one
user.

Click the
Edit but-
ton.

User Profile Information on the fac-
ing page

Select
one
user.

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
How To Get Here

o Click the Users link on the Utilities Page.

User Profile Information

This screen shows detailed information about a user.

The user's email address.

)| st
Previcus Edit A:I»%zd
* Role: ADMINISTRATOR Title:
Administrator: < Not Applicable = First Name:
Supervisor: < Not Applicable > Last Name:
* Username: Description:
* Password: Country:
Confirm Password: State:
Display Name: City -
* Email Address: . = Phone:
Active: v May log in to SAS
Time Zone:
v Observe DST
* Laval: Registered: 2009-11-12 10:46 AM Mountain (North America/Canada}
Login Logs: 13 Deactivated:
Access

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

Users
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Item

Role

Administrator

Supervisor
Username

Password

Display Name
Email Address

Active
Time Zone
Level

Login Logs

Title

First Name
Last Name
Description
Country
State

City

Phone
Registered

Deactivated

Information On This Screen

Description

The user's role.

The Administrator who owns this user.
The Supervisor who owns this user.
The user's username.

The user's password.

The user's display name.

The user's email address.

Whether the user is active or not.
The user's time zone.

The user's level.

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

Logs can be viewed on the Login Logs screen.

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

The user's last name.

A description of the item.

The country where the user resides.

The province or state where the user resides.

The city or town where the user resides.

The user's phone number.

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

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

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

Users



Where To Go From Here

YouCan ... By Doing This ...
View more information Click the Advanced
about the user. button.

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 about Managers.

Which Leads To This Screen ...

One of the following:

Manager Advanced Set-
tings below

Administrator Advanced
Settings on page 81
Supervisor Advanced Set-
tings on page 83
Moderator Advanced Set-
tings on page 85

Participant Advanced Set-
tings on page 87

Users
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Manager Advanced Settings

Previi‘:‘us Ei;.lit
Username:
May Modify: ¥/ Username I Password
JDispIa\f Name v Email Address
I Profile Reserved Seats
Security: o May Manage User Passwords
May Manage: 7 Managers v Administrators
o Supervisors ¥ Moderators
JParlicipants
v Courses V'Drop Ins v Meetings
May Upload: v Users ¥/ Contacts
v Courses V'Drop Ins
v/ Whiteboard /Plan Files# MultiMedia Files
May Enroll: /! Partici pants in Courses
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- | The items that this Manager may modify:

ify

Username — The user's username.
Password — The user's password.

Display Name — The user's display name.
Email Address — The user's email address.

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

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- | The items that this Manager may manage (own).

age
May The items that this Manager may upload.

Upload

May Whether this Manager can enroll Participants in Courses.
Enroll

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.

Users
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Administrator Advanced Settings

Prﬁs Ei;.lit
Username:
May Modify: Username v Password
v Display Name V| Email Address
v Profile Reserved Seats
Security: v May Manage User Passwords
May Manage: v Supervisors V| Moderators I Participants
v Courses v Drop Ins v/ Meetings
May Upload: v Users ¥ Contacts
Courses Drop Ins
 Whiteboard /Plan Files #/ MultiMedia Files
May Enroll: Participants in Courses
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- | The items that this Administrator may modify for any user that they man-
ify age:

o Username — The user's username.

o Password — The user's password.

o Display Name — The user's display name.

o Email Address — The user's email address.

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

« 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- | The items that this Administrator may manage (own).

age
May The items that this Administrator may upload.

Upload

May Whether this Administrator can enroll Participants in Courses.
Enroll

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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Supervisor Advanced Settings

Previi‘:‘us Ei;.lit
Username:
May Modify: Username v Password
v Display Name V| Email Address
v Profile Reserved Seats
Security: v May Manage Participant Passwords
May Manage: Participants
v Meetings
May Upload: Users ¥ Contacts
 Whiteboard /Plan Files #/ MultiMedia Files
May Enroll: v Partici pants in Courses
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- | The items that this Supervisor may modify for any user that they manage:

ify

Username — The user's username.
Password — The user's password.

Display Name — The user's display name.
Email Address — The user's email address.

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

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 The items that this Supervisor may manage (own).

Manage

May The items that this Supervisor may upload.

Upload

May Whether this Supervisor can enroll Participants in Courses.
Enroll

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 about Moderators.

Users
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Moderator Advanced Settings

Pravious Eélit
Username:
May Modify: Username v Password
v Display Name V| Email Address
v Profile
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- The items that this Supervisor may modify for any user that they manage:
ity o Username — The user's username.

o Password — The user's password.

o Display Name — The user's display name.

o Email Address — The user's email address.

o 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.

Participant Advanced Settings
| 2l
Pravicus Edit Log
Username:
May Modify: Username ¥ Password
v Display Name v Email Address
+ Profile
Attributes: May self-enroll in Courses
Must accept the 'Code of Conduct’
Must acknowledge the Orientation reminder
Has accepted the 'Code of Conduct'
Has acknowledged the Orientation reminder
Access

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

Users
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Information On This Screen

Item Description

Username | The Participant's username.

May Mod- | The items that this Participant may modify for any user that they manage:

ify

Username — The user's username.
Password — The user's password.

Display Name — The user's display name.
Email Address — The user's email address.

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

Attributes | Options for the user.

May self-enroll in Courses — Whether they can enroll themselves
in Courses.

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

Must acknowledge the Orientation reminder — Whether they
must acknowledge the orientation reminder.

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

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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Participant Users

& 1 of 1
A P (1 items)

Close

Username Last Mame First Name Level Email Address Active | Logs
Tl || frmlem—— "1 NONE j§ emeE s, e e true 1

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 The user's first name.

Name

Level The user's level.

Email The user's email address.
Address

Active Whether the user is active or not.

(Managers can deactivate users by deselecting the May 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

Which Leads To This

You Can ... By Doing This ...
y 8 Screen ...
View information about when a user has 1. Select a user. | Login Logs below
logged in. 2. Click the
Log button.
How To Get Here
e 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.
Login Logs
2 1 of 1
Pravious (9 items)
Apr 23, 2012 02:54 PM Mountain {MDT, Morth America/Can: | LOGIN " ™ ———r . T
Apr 23, 2012 02:55 PM Mountain {MDT, Morth America/Cani | LOGIN — e = T
Apr 26, 2012 02:45 PM Mountain {MDT, Morth America/Cani | LOGIN " y ———r . T
Apr 26, 2012 02:18 PM Mountain {MDT, Morth America/Can: | LOGIN " ™ ———r . T
May 17, 2012 12:14 FM Mountain {MDT, North America/Car | LOGIN » _ . T
Jul 25, 2012 04:48 PM Mountain {MDT, Morth America/Cans | LOGIN » _ . T
Jul 28, 2012 10:51 AM Mountain {MDT, Morth America/Cana | LOGIN o , T g
Jul 28, 2012 01:55 PM Mountain {MDT, Morth America/Cans | LOGIN — e = T
Jul 28, 2012 02:10 PM Mountain {MDT, Morth America/Cans | LOGIN » _ . T
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.

e LOGIN - the user logged in.
o REMINDER - (not currently used)
e 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
S

Courses

This section shows information about Courses.

How To Get Here

e Click the Courses link on the Utilities Page.

You must be a Manager or Administrator to access the Courses link.
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Information Available In This Section

You can find information about ...

Attendees

Course Administrators
Course Chairs

Course Instances

Course Sessions

Course Templates

Email

On this screen ...

Room Attendees on page 338

Advanced Attendee Information on page 340
Attendee Log on page 346

Attendee Map on page 343

Export Course Templates on page 99

Export Course Instances on page 116
Course Administrators on page 97
Course Chairs on page 113

Course Instances on page 108
Export Course Instances on page 116
Export Course Templates on page 99

Course Instances that Reference the Email Template
on page 123

Course Sessions on page 124
Advanced Course Session Information on page 131

Course Sessions Belonging To Course Template on page
105

Export Course Sessions on page 128

Export Course Templates on page 99

Course Templates on page 103

Course Sessions Belonging To Course Template on page
105

Export Course Templates on page 99

Rooms on page 280

Course Email Notifications on page 115
Course Email Templates on page 120

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

Enrollees

Recordings

Rooms

URLs

Plan, Whiteboard, and Mul-
timedia Files

Where This Leads

On this screen ...

Course Enrollees (Past and Present) on page 111

Export Course Instances on page 116

See also Course Enrollment on page 169.

Recording on page 283
Recording Downloads on page 348

Rooms on page 280

Export Course Templates on page 99
Advanced Course Session Information on page 131

Export Course Instances on page 116

Whiteboard/Plan Files on page 272
Export Whiteboard/Plan File on page 274
Whiteboard/Plan Downloads on page 277
Multimedia Download(s) on page 269
Export Multimedia File on page 266
Whiteboard/Plan Downloads on page 277
Export Whiteboard/Plan File on page 274

o If you are the Manager, the Courses link opens the Course Administrators screen.

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

Courses
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Courses Flowchart

Legend

-
Manager
/ Administrator Sort/Fiter step
E—

Button, link, or tab

Text file

Course Administrator
Sort Filter
‘ Course Administrators A choice that is anly
available for certain roles
( Export ) ( )
Data Template
Course Template
Sort Filter

Export
( Data ) (Insianoe )
L

/
Export Course Template Gourse Instance Course Session(s)
SortFilter SortfFilter Belonging To Course Template
1
Export Course ¥

Templates
Rooms }

A
Export Export Export Export A
Links Errollees Summary Details Continued on next page

R R
2B E E

Course Instances

Y
i

Email .
=D

Course Email Course Enrollees Course Export Course v
Templates (Past and Present) Chair(s) Instance Sort/Filter Continued on next page
v L] v
. Export Course
Course Instances That Reference Course Email Export Export
Links Enrollees

The Email Template Motifications
A AJ

‘ Notify Course Chair(s)
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Continued from Previous page Continued from previnu5 page

Rooms.

Course Sessions

Export Course Session
Sori/Filter

Advanced Course
Session Information

' !

' Recording i ' Room Attendees SE’:F:::W 5:?;@ EL’l(rE::
C Downloads ) ( Export Data ) (Downlnads) (Muanced ) C Map ) Log - - -
. m;

Export i 1] Adv Attendee
SortFilter ' ' Download(s) ' ' Information = ' ' Aftendee Log '

Whiteboard/Plan Files

Export Data

Downloads

‘Whiteboard/Plan Export
Download(s)

Sort/Filter ' ' Download(s) ' ‘

Export Whiteboard/
Plan File

Legend
Export Export
Summary Details Screen

- - - - e

Sort/Filter step

Text file

UL

A choice that is only
available for certain roles

Course Administrators

This screen shows information about the Administrators.
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Course Administrators
i 1 of B IO
Close | |sort/Filter, et (62 items) Nast]| Last
May Manage Username Display Name Last Name First Name Templates
false =i -a [ Bl = ) 0
true el &= i W [ 0
true (D E R N = "= [~ ] o
true ., - L) u n ]
true onme - = "= me - m = o
true e - [ mm V]
true I [ ! e (E 8] L} o
true L _ & " s [ _ o
true LI = = = ome o
true (R a0 =i [ 3
true 1 L iafl | = e el il e bn | LB o
true | ., ", v]
true i = =g = 0
true [ B mw - ‘i 1
true [ wn T L] [ == ] o
true [T "y u mgm 0
true [ S N AR LR ] - LN ]
true | o e = 1
Access

You must be the Manager to access this screen.

Information On This Screen

Item

May Manage
Username
Display Name
Last Name
First Name

Templates

Description

Whether this Administrator may manage Courses.
The user's username.

The user's display name.

The user's last name.

The user's first name.

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

You Can ...

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

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

How To Get Here

By Doing This ...

1. Select a row.

2. Click the Tem-
plate button.

1. Deselect all
TOWS.

2. Click the
Export Data
button.

o Click the Courses link on the Utilities Page.

See the Courses Flowchart on page 96.

Export Course Templates

Which Leads To This
Screen ...

Course Templates on
page 103

Export Course Tem-
plates below

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

« instances of those templates

attendees of those instances

Enrollees of those instances

recordings of those instances

Courses
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Export Course Templates

1 of 1
Pravicus All ( 16 items}
Owner Name Template Name Instance Name Instance Start Instance End Sessions || Attendee: | Enrollees || Recordings
= ALCEBRA INSTANCEL UNINITIALIZED UNINITIALIZED o o o o
T TEST TEMPLATE TEST INSTANCE 2 UNINITIALIZED UNINITIALIZED o o o o
L TEST TEMPLATE TESTING INSTANCE 2010-08-22 03:00 Ph| 2010-08-22 04:30 PA| 1 o 1 o
= TESTCOURSE INSTANCE 1 2006-02-26 12:00 AY| 2009-07-20 11:00 PN| 7 2 o 1
| 5p. W TESTCOURSE INSTANCE 2 2007-02-12 12:00 Ph| 2010-10-22 11:00 Ph| 59 1 o o
m_ TESTCOURSE INSTANCE 2010 2010-10-01 09:00 AY| 2010-11-29 11:00 Ab| 26 o o o
T TESTCOURSE INSTANCE 2011 2011-08-25 01:15 Ph| 2011-12-29 05:15 PA| 37 o 2 o
- TESTCOURSE INSTANCE 2012 2012-02-10 01:15 PA| 2012-03~-14 11:00 PA| B 2 1 2
I TESTCOURSE TEST INSTANCE 1958 2007-08-02 12:00 A 2007-08-02 02:00 A 1 o o o
m_ TESTCOURSE TEST INSTANCE 1999 2007-08-02 12:00 AY| 2007-08-02 01:00 A 1 o o o
T ASTRONOMY WINTER 2012 2012-02-15 10:00 AY| 2012-04-30 06:00 PA| 33 o 1 o
2 MARCH 08-2007 TEST MARCH 08 2007 2007-03-08 12:00 A 2007-03-08 12:00 PA| 1 2 o o
—n_ ey PHYSICS 101 PHYSICS 101 - FALL UNINITIALIZED UNINITIALIZED o] o o o
B " PHYSICS 101 PHYSICS 101 - WINTER UNINITIALIZED UNINITIALIZED o o o o
s g PHYSICS 101 LAB PHYSICS 101 LAB - FALL UNINITIALIZED UNINITIALIZED o o o o
— PHYSICS 101 LAB PHYSICS 101 LAB - WINTER UNINITIALIZED UNINITIALIZED o] o o o

Access

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

Information On This Screen

Item

Owner Name

Template
Name

Instance
Name

Instance Start

Instance End

Sessions
Attendees
Enrollees

Recordings

Description

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.

The name of the template.

The name of the Course instance.

The date and time the instance starts.

The date and time the instance ends.

The number of sessions for this instance.

The number of attendees for sessions in the instance.

The number of users enrolled in the instance.

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 The date and time the session started.
Start

Session The date and time the session ended.
End

Room The date and time the room opened.
Opened

Room The date and time the room closed.
Closed

Attendee | The name of the attendee.

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

Active

File
Name
File
Created

File Size
(MB)

Description

Whether the user is active or not.

(Managers can deactivate users by deselecting the May log in to SAS check-
box on the User Profile Information screen.)
If there is a recording, the name of the recording file.

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

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

Exporting Links (URLSs)

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 The date and time the session started.
Start
Session The date and time the session ended.
End
Guest Link | The link that Guests can use to enter the session.
Playback | The link to play back the last recording of this session (subject to the access
Link restrictions for the recording).
Playback |The link to an HTML page listing links to recordings of this session.
List
Playback | The link to a text list of links to recordings of this session.
Table

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 The name of the template.

Name

Instance The name of the Course instance.

Name

Enrollee The name of the user enrolled in the Course.
Name

Login Name | The user's username.

Email The user's email address.
Address

Supervisor | The Supervisor who owns this user.
Name

Attended The number of attendees in all the rooms used by the all the sessions for
Count 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:

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

o 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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Course Templates
' ¢ | 2|8 i By _ I
Pravicus New [?:F:letes EEFJ:E = Eﬁgfa“ ( 2 iterns)
* Course Template:
Course Template | Min Level | Max Level | Instances Min Level:
[} PHYSICS 101 NONE NONE 2
— Max Level:
PHYSICS 101 LAB MONE NONE 2
Description: View/Edit
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

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about a Course 1. Select arow. | Course Instances on page 108
template's instances. 5. Click the

Instance

button.
View information about the ses- 1. Select arow. | Course Sessions Belonging To

sions for a template. Click the Ses- | Course Template below

sion button.

Export information to a text file. 1. Deselect all Export Course Templates on
rOWS. page 99
2. Click the
Export
Data button.

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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Course Session(s) Belonging To Course Template

i 1 of 5 55
Pravious All , ( 86 itEITIS} Mzxt||Last
Instance Start Time End Time Session Type Label Type Access Rec. Mode || Rec. Acces: | Rooms
PHYSICS 101 - SUMMER 2012-05-04 09:00 AM | 2012-05-04 04:00 PM | NONE DEFAULT PUBLIC MANUAL RESTRICTED v]
PHYSICS 101 - SUMMER 2012-05-07 09:00 AM | 2012-05-07 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED ¥]
PHYSICS 101 - SUMMER 2012-05-08 09:00 AM | 2012-05-08 06:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED 2
PHYSICS 101 - SUMMER 2012-05-09 09:00 AM | 2012-05-09 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED 1
PHYSICS 101 - SUMMER 2012-05-10 09:00 AM | 2012-05-10 04:00 PM | NONE DEFAULT PUBLIC MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-11 09:00 AM [ 2012-05-11 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED v]
PHYSICS 101 - SUMMER 2012-05-14 09:00 AM | 2012-05-14 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-15 09:00 AM | 2012-05-15 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-16 09:00 AM | 2012-05-16 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-17 09:00 AM | 2012-05-17 04:00 PM | NONE DEFAULT RESTRICTED MAMNUAL RESTRICTED 1
PHYSICS 101 - SUMMER 2012-05-18 09:00 AM | 2012-05-18 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED ¥]
PHYSICS 101 - SUMMER 2012-05-21 09:00 AM | 2012-05-21 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-22 09:00 AM | 2012-05-22 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-23 09:00 AM | 2012-05-23 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-24 09:00 AM | 2012-05-24 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED v]
PHYSICS 101 - SUMMER 2012-05-25 09:00 AM | 2012-05-25 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-28 09:00 AM | 2012-05-28 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
PHYSICS 101 - SUMMER 2012-05-29 09:00 AM | 2012-05-29 04:00 PM | NONE DEFAULT RESTRICTED MANUAL RESTRICTED o
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 The date and time the instance starts.
Time
End The date and time the instance ends.
Time
Session | The session type. (One of the types defined on the Session Types screen.)
Type
Label One of the label types as defined on the Label Types screen.
Type
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Item Description
Access | The access restriction for the instance.

Rec. The recording mode for the instance.

Mode
o Manual — The Chair can manually start and stop recording.

o Automatic — The session automatically starts being recorded when the
first attendee joins the session.

« Disabled — The session cannot be recorded.

Rec. The access restrictions for the recording.

Access . .. ) .
o Private — access to the recording is restricted to the session creator.

+ 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.

o 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

Which Leads To This

You Can ... By Doing This ... Screen ...
View information about the rooms for an 1. Select arow. | Rooms on page 280
Instance. 2. Click the

Room but-

ton.

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.

Courses 107



Blackboard >

Course Instances

This screen shows information about Course instances.

/ X Email o< ft Y = 1 .OF .
All lone New Edit Deletz | |Templates|| Session || En ralles Cha Elggtoan First|| Pre ( 2 Items)

Y] |

Pravicus

* Course Template: PHYSICS 101

Course Instance Start Date | End Date | Sessions Enrollees | Chairs * Course Instance:
| | PHYSICS 101 - SUMMER May 04, 2012 [ Aug 31, 2012 |86 o 2 * Host Name:
PHYSICS 101 - WINTER UNINITIALIZED | UNINITIALIZED | O 0 0

* Max. Enrollees:

Session Type:

Description: View/Edit

Options: Allow late enrollment

Open enrollment

Participants may enroll

Notify Enrollees

Notify Chairs
< EMAIL TEMPLATES >

Chair Add:
Chair Update:

Chair Remove:

Enrollee Enroll:

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 The name of the Course instance.

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- | The name of the Course template.
plate

Host Name The name of the host.
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Item

Max Enroll-
ees

Session Type
Description

Options

Email Tem-
plates

Description

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

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

A description of the item.

Options for the Course.

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

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

Participants may enroll — Participants may enroll themselves

Notify Enrollees —send Enrollees an email to confirm their
enrollment

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

The email notification that will be sent.

Chair Add - to Chairs, if another Chair is added

Chair Update — to Chairs, if the Course is updated
Chair Remove — to Chairs, if a Chair is removed
Enrollee Enroll - to Enrollees, when they enroll
Enrollee Update - to Enrollees, if the Course is updated
Enrollee Withdraw — to Enrollees, if they withdraw

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

Which Leads To This Screen

You Can ... By Doing This ...
View information about email tem- 1. Deselect all rows. | Course Email Templates
plates. 2. Click the Email | ©7 Page 120
Templates but-
ton.
View information about Course ses- 1. Select a row. Course Sessions on page
stons. 2. Click the Session | 124
button.
View information about Course 1. Select a row. Course Enrollees (Past
Enrollees. 5. Click the Enrollee and Present) below
button.
View information about Course 1. Select a row. Course Chairs on page
Chairs. 2. Click the Chair 13
button.
Export information about Course 1. Deselect all rows. | Export Course
instances to a text file. 5. Click the Export Instances on page 116
Data button.

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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Course Enrollees (Past And Present)

; 2 [T 1ol
Pravicus Nane nro hd Leg [ 1 iterns)
State Username Display Name Administrator Supervisor Enrolled Withdrew Logs
ENROLLED T i Ty LIl o R R 2012-02-10 2

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

By Doing This  Which Leads To This Screen

You Can ...
View information about logs (emails logged 1. Select | Course Email Noti-
being sent to an Enrollee). arow. | fications on page 173
2. Click
the
Log
button.

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.

Courses 113



Blackboard D

Course Chair(s)
A= 1T EET P 1 of 1

Add R s
Chair || Chair- (2 items)

Pravicus All

Role Username | First Name Last Name Email Address Logs
ADMINISTRATOR e s T s —— = 2
SUPERVISCR L L] il — . sy slom 2

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about emails 1. Select a Course Email Notifications on the
sent to a Chair. row. facing page
2. Click the
Log but-
ton.

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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Course Email Notifications

1 of 1
hd
Pravicus All [ 2 |tem5)
Email Type Email Sent Email To Email From Status
CHAIR ADD 2012-05-08 03:59 Pl | St g smppemeges 'm " LR o = - - = = = DELIVERED
CHAIR UPDATE 2012-05-08 04:03 PN ( B DELIVERED
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

e 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.

Export Course Instances

1 of 1
Pravious All ( 2 iterns)
Template Name Instance Name Instance Start Instance End Sessions | Rooms || Attendee: | Enrollees || Recordings
PHYSICS 101 PHYSICS 101 - FALL UNINITIALIZED UNINITIALIZED o o o o o
PHYSICS 101 PHYSICS 101 - WINTER UNINITIALIZED UNINITIALIZED o o o o o

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:

118 Courses



Item

Template Name
Instance Name
Instance Start
Instance End
Owner Name
Session Start
Session End
Room Opened
Room Closed
Attendee Name
Active

File Name

File Created
File Size (MB)

Description

The name of the template.

The name of the Course instance.

The date and time the instance starts.

The date and time the instance ends.

The user who owns this Course template.

The date and time the session started.

The date and time the session ended.

The date and time the room opened.

The date and time the room closed.

The name of the attendee.

The time the user was active in the room.

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

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 | The name of the Drop In template.
Name

Instance The name of the Course instance.

Name

Session The date and time the session starts.
Start

Session The date and time the session ends.
End

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

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

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

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

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 The name of the template.

Name

Instance The name of the Course instance.

Name

Enrollee The name of the user enrolled in the Course.
Name

Login Name | The user's username.

Email The user's email address.
Address
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Item Description

Supervisor | The Supervisor who owns this user.

Name

Attended The number of attendees in all the rooms used by the all the sessions for
Count 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.

Course Email Templates

¢ & 1 of 1
Pravious All MNew - ( 14 items}
* Template Type:
Template Typ Name Description Courses || Default | Conten * Content Type:
CHAIR ADD HTML CHAIR ADD Standard Chairperson Addition | 0 false HTML * Name:
CHAIR ADD TEXT CHAIR ADD Standard Chairperson Addition |4 true TEXT
CHAIR REMOVE | HTML CHAIR REMOVE Standard Chairperson Removal | 0 false HTML * Description:
CHAIR REMOVE | TEXT CHAIR REMOVE Standard Chairperson Removal | 4 true TEXT * Sender Name:
CHAIR UPDATE HTML CHAIR UPDATE Standard Chairperson Update v] false HTML * Sander Email:
CHAIR UPDATE | TEXT CHAIR UPDATE Standard Chairperson Update 4 true TEXT
ENROLLEE ENROL | HTML ENROLL Standard Course Enroll 0 false HTML pERmalUn Rt
ENROLLEE ENROL | TEXT ENROLL Standard Course Enroll 4 true TEXT * Email Text: View/Edit
EMROLLEE UPDAT| HTML UPDATE Standard Course Session Update | 0 false HTML
ENROLLEE UPDAT| TEXT UPDATE Standard Course Session Update | 4 true TEXT
ENROLLEE WITHD | HTML WITHDRAW Standard Course Withdraw o false HTML
ENROLLEE WITHD | TEXT WITHDRAW Standard Course Withdraw 4 true TEXT
RECORDING LINK | HTML COURSE RECORDING Standard Recording Playback o false HTML
RECORDING LINK | TEXT COURSE RECORDING Standard Recording Playback 4 true TEXT

Access

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

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

Type o Chair Add - to Chairs, if another Chair is added
o Chair Update — to Chairs, if the Course is updated
o Chair Remove — to Chairs, if a Chair is removed
o Enrollee Enroll — to Enrollees, when they enroll
o Enrollee Update — to Enrollees, if the Course is updated
« Enrollee Withdraw - to Enrollees, if they withdraw

+ 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- | The subject line for the email.
ject

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 1. Select a | Course Instances that Reference the
instances that use a template. row. Email Template on the facing page
2. Click the
Course
button.
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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.

Course Instances That Reference The Email Template

1 of 1
Pravicus [ 4 iterns)
Course Template Course Instance Session Type Start Date End Date Max Enro | Enrollees || Sessions
PHYSICS 101 PHYSICS 101 - SUMMER NONE May 04, 2012 Aug 31,2012 100 0 86
PHYSICS 101 PHYSICS 101 - WINTER NONE 100 0 0
PHYSICS 101 LAB PHYSICS 101 LAB - FALL NONE 100 0 0
PHYSICS 101 LAB PHYSICS 101 LAB - WINTER NONE 100 0 0

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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Course Sessions
N e = 1 o5 oo
Pravious All Naw juane Eﬁgtoan ( 86 items} Nzxt||Last
Course Template: PHYSICS 101
Start Time End Time Version Rec. Mode Mmx | Wbd || Rooms Course Instance: PHYSICS 101 - SUMMER
2012-05-04 09:00 Ah| 2012-05-04 04:00 PM| 10.0 MANUAL 0 0 0 R .
2012-05-07 09:00 AM| 2012-05-07 04:00 PN | 10.0 MANUAL 0 0 0
2012-05-08 09:00 Ah| 2012-05-08 06:00 Ph| 10.0 MANUAL 0 0 2 End Time: £
2012-05-09 09:00 AM| 2012-05-08 04:00 PN | 10.0 MANUAL 0 0 1 Access:
2012-05-10 09:00 AM| 2012-05-10 04:00 PN | 10.0 MANUAL 0 0 0 V.
2012-05-11 09:00 A| 2012-05-11 04:00 PN | 10.0 MANUAL 0 0 0
2012-05-14 09:00 AM| 2012-05-14 04:00 PN] 10.0 MANLIAL 0 0 0 Fauellvpes
2012-05-15 09:00 AM| 2012-05-15 04:00 PN | 10.0 MANUAL 0 0 0 Cost Center:
2012-05-16 09:00 AM| 2012-05-16 04:00 PN | 10.0 MANUAL 0 0 0 i
2012-05-17 09:00 AA| 2012-05-17 04:00 PA| 10.0 MANUAL 0 0 1
2012-05-18 09:00 Ah| 2012-05-18 04:00 PN | 10.0 MANUAL 0 0 0 LT Uzl N
2012-05-21 09:00 AM| 2012-05-21 04:00 PN | 10.0 MANUAL 0 0 0 Description: View/Edit
2012-05-22 09:00 AM| 2012-05-22 04:00 PN | 10.0 MANUAL 0 0 0 Session Exit URL:
2012-05-23 09:00 AM| 2012-05-23 04:00 PM| 10.0 MANUAL 0 0 0 )
2012-05-24 09:00 Ah| 2012-05-24 04:00 PN 10.0 MANUAL 0 0 0 Optices: T (B e
2012-05-25 09:00 AMN| 2012-05-25 04:00 PN | 10.0 MANUAL 0 0 0 Permissions granted on enter
2012-05-28 09:00 AM| 2012-05-28 04:00 PN | 10.0 MANUAL 0 0 0 All participants are Chair
2012-05-29 09:00 AM| 2012-05-29 04:00 PN | 10.0 MANUAL 0 0 0
Follow Chair (Whiteboard)

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.
o Manual — The Chair can manually start and stop recording,.
o Automatic - The session automatically starts being recorded when
the first attendee joins the session.
o Disabled — The session cannot be recorded.
Mmx The number of Multimedia files uploaded for this session.

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

Course Tem-
plate

Course
Instance

Access

Label Type
Cost Center

Boundary
Time

Max Talkers
Max Cameras
Description

Session Exit
URL

Description

The name of the Course template.

The name of the Course instance.

The access restrictions for recordings of this session.

o Private — access to the recording is restricted to the session cre-
ator.

o 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.

o 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.

One of the label types as defined on the Label Types screen.
The cost center for the session.

The boundary time for the session.

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

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

A description of the item.

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

See also the Redirect URLSs 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 Permits Chairs to view all private chat messages in the session.
supervised

Permissions | All users who join the session as non-Chairs are granted full permissions

granted on to session resources such as audio, whiteboard, etc.
enter

All par- All users will join the session as a Chair.

ticipants are

Chair

Follow Chair | Have Participants follow the Chair when the Chair moves to different
(Whiteboard) ' pages in the whiteboard.

Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...
View more information about 1. Select a row. Advanced Course Session Infor-
a session. 5. Click the mation on page 131
This includes: Advanced but-
ton.

¢ Plan and whiteboard
files

o multimedia files
¢ URLs
View information about 1. Select a row. Rooms on page 280
rooms for a session. Click the
Rooms but-
ton.
Export information to a text 1. Deselect all Export Course Sessions on next
file. TOWS. page

2. Click the
Export Data
button.
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How To Get Here

3.
4.

Click the Courses link on the Utilities Page.

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

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

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

See the Courses Flowchart on page 96.

See Also

Course Sessions in the and Whiteboard/Plan Files sections

Export Course Sessions

This screen shows information about Course sessions and allows you to export information to a

text file.
2 ECQ 1 of 5 O[O
Pravious All (86 items} Next||Last
Template Name Instance Name Session Start Session End Rooms || Attendees | Recordings
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-04 09:00 AM 2012-05-04 04:00 PM o o 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-07 09:00 AM 2012-05-07 04:00 PM o o o
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-08 09:00 AM | 2012-05-08 06:00 PM |2 2 1
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-09 09:00 AM | 2012-05-09 04:00 PM 1 1 1
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-10 09:00 AM [ 2012-05-10 04:00 PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-11 09:00 AM 2012-05-11 04:00 PM o o 1]
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-14 09:00 AM [ 2012-05-14 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-15 09:00 AM [ 2012-05-15 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-16 09:00 AM [ 2012-05-16 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-17 09:00 AM 2012-05-17 04:00 PM 1 1 1
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-18 09:00 AM 2012-05-18 04:00 PM o o o
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-21 09:00 AM [ 2012-05-2104:00PM  |D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-22 09:00 AM [ 2012-05-22 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-23 09:00 AM [ 2012-05-23 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-24 09:00 AM 2012-05-24 04:00 PM o o 1]
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-25 09:00 AM [ 2012-0D5-25 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-28 09:00 AM [ 2012-05-28 04:00PM | D 0 0
PHYSICS 101 PHYSICS 101 - SUMMER 2012-05-29 09:00 AM [ 2012-05-29 04:00PM | D 0 0
Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description

Template | The name of the template.

Name

Instance The name of the Course instance.

Name

Session The date and time the session starts.

Start

Session The date and time the session ends.

End

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

Template Name
Instance Name
Session Start
Session End
Owner Name
Instance Start
Instance End
Room Opened
Room Closed
Attendee Name
Active

File Name

File Created
File Size (MB)

Description

The name of the template.

The name of the Course instance.
The date and time the session starts.
The date and time the session ends.
The owner of the session.

The date and time the instance starts.
The date and time the instance ends.
The date and time the room opened.
The date and time the room closed.
The name of the attendee.

The time the user was active in the room.

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

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

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 | The name of the template.
Name

Instance The name of the Course instance.
Name

Session The date and time the session starts.
Start

Session The date and time the session ends.
End

Owner The owner of the session.
Name

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

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

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

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

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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Advanced Course Session Information

A [AS A TE T

Previcus | | Whithoard | W eenrd| Wi oo (Multimeais| iz

Session Name: PHYSICS 101

Session UID: C.ACS48F423BB906482B49C9529056C2

< LINK >

Guest Link: https://sas.elluminate.com/c.jnlp?password=C.1427B511CA1CDC45211410DF7CE8TB4&sid= 1003

Playback Link: https://sas.elluminate.com/crjnlp?suid=C.AC548F42 3BE906482B49C9529D56C2&sid=1003

Playback List: https://sas.elluminate.com/crist?suid=C. ACS48F423BB9064 82B40C3520D56C28sid=1003

Playback Table: https://sas.elluminate.com/cribl?suid=C.AC548F423BBO06482B49C2520D56C24&sid=1003
Access

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

Information On This Screen

Item Description

Session The name of the session.

Name

Session A unique identifier of the session.
UID

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

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

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

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

You Can ...

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

View information about the multimedia
files used by the session.

How To Get Here

Which Leads To This
Screen ...

Click the first Whiteboard/Plan
Plan/Whiteboard but-  Files on page 272
ton

<Ob

Plan™f

By Doing This ...

Whitebcard
Click the first Mul- Multimedia Files on
timedia button. page 264

&

Multimedia

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:

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

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

e a Meeting that was selected on the Advanced Meeting Session Information screen

Courses
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MultiMedia Files

v % 4
Upload ~ N : Gl ! -OF !
Pravicus All Islew Eﬁgto; ( 3 |tem5)
Owner:
File Name Created Size (MB) | Courses | Drop Ins || Meeting File Name:
lessonl.mp3 2012-05-07 09:04 AM | 0.0123 o o o .
Created:
lessonZ.mp3 2012-05-07 09:05 AM | 0.0193 ] o o
lessan3.mp3 2012-05-07 09:05 AM | 0.0103 0 0 0 Size (MB):
Description:

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

Information On This Screen

Item

File Name

Created

Size (MB)

Courses

Drop Ins

Meetings

Owner
Created
Size (MB)

Description

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.
The owner of the file.

The date and time that the file was created.
The size of the file.

A description of the item.
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Where To Go From Here

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about down- 1. Select a row. Multimedia Download(s)
loads of the files. 5. Click the Down- | ©m Page 269

loads button.

Export information to a text file. 1. Deselect all rows. | Export Multimedia File on

2. Click the Export page 266
Data button.

How To Get Here

1) Via Courses

1.

2.

o b

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

On the Advanced Course Session Information screen, click Multimedia.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 Multimedia.

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

1.

2.

3.
4.

Click the Meetings link on the Utilities Page.

If you are the Manager, on the Meeting Administrators/Superuvisors screen select an
Administrator or Supervisor and click Session.

On the Meeting Sessions screen, select a Meeting and click Advanced.

On the Advanced Meeting Session Information screen, and click Multimedia.

See the Meetings Flowchart on page 246.

See Also

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.
Export MultiMedia File
— 1 of 1
Pravicus All ( 3 items)
File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads
lessanl.mp3 2012-05-07 09:04 A} 0.0183 0 0 0 0 0
lessanZ.mp3 2012-05-07 09:05 A 0.0183 b} 0 [} [} 0
lessan3.mp3 2012-05-07 09:05 A | 0.0183 0 0 0 0 0
Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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:

Courses
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Item Description

File Name The name of the file.

Owner The owner of the file.
Name
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

N ok

Click the Courses link on the Utilities Page.

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

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

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

On the Advanced Course Session Information screen, click Multimedia.

On the Multimedia Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 Multimedia.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

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

4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.

See Also

e Export Multimedia File in the Files section

Multimedia Download(s)

This screen shows information about when multimedia files have been downloaded.

Pravicus

1

of 1
(1items)

MultiMedia Download(s)

Requested Accessed

Delay

IP Address

Room Name

Attendee

2012-05-09 11:03 Ah| 2012-05-09 11:03 Ah

000:00:00

74.200.25.234

PHYSICS 101 TUTORIAL

1
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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 The name of the room.
Name

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.

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

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

SANIE I S

On the Advanced Course Session Information screen, click Multimedia.

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

On the Advanced Drop In Session Information screen, click Multimedia.

SANIE AN S

On the Multimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.

See Also

o 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:
o a Course session that was selected on the Advanced Course Session Information screen
e a Drop In that was selected on the Advanced Drop In Session Information screen

o a Meeting that was selected on the Advanced Meeting Session Information screen
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Whiteboard /Plan Files

(-9 Z il Upload ~ N 4 Exj & o .OF 1
Pravigus | |Sart/Filtzr| All MNew gto; ( 2 |tem5)
Owner:
File Name Created Size (MB) | Courses || Drop Ins || Meeting File Name:
lessonl.whbd 2012-05-07 08:42 AM | 0.2562 0 o o
Created:
lessonZ.wbd 2012-05-07 08:42 AM | 0.2562 o o o
Size (MB):
Description:
Access

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

Information On This Screen

Item

Description

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Owner

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.
The owner of the file.

A description of the item.
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Where To Go From Here

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about down- 1. Select one row. | Whiteboard/Plan Downloads
loads of the files. 5. Click the Down- | ° Page 277

loads button.
Export information to a text file. 1. Deselect all Export Whiteboard/Plan File

rows. on page 274

2. Click the
Export Data
button.

How To Get Here

1) Via Courses

SANIE I S

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

See Also

o 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.

Export Whiteboard/Plan File

1 of 1
Pravicus All [ 2 iterns)

File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads
lessanl.wbd 2012-05-07 08:42 A}| 0.2562 v] 1] v] v] ]
lessan2.whbd 2012-05-07 08:42 A}| 0.2562 v] 1] v] v] ]

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

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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:

Courses
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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

N ok

Click the Courses link on the Utilities Page.

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

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

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

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

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 the Whiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.
5. On the Whiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Meetings Flowchart on page 246.

See Also

o in the Files section.

Whiteboard/Plan Downloads

This screen shows information about when whiteboard files and Plan files have been down-
loaded.

Courses 147




Blackboard D

Whiteboard /Plan Download(s)

1 of 1
Pravicus ( 11 items}
Requested Accessed Delay IP Address Room Name Attendee
2009-11-20 02:28 PM| 2009-11-20 02:28 Ph| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 6
2009-11-25 05:56 PM| 2009-11-25 05:56 Ph| 000:00:00 216.220.49.214 MIKE'S VIRTUAL OFFICE 1
2009-12-03 09:55 PN| 2009-12-03 09:55 PM| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 2
2010-01-24 07:36 PM| 2010-01-24 07:36 PN| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 1
2010-03-05 02:31 PM| 2010-03-05 02:31 PN| 000:00:00 65.110.166.168 MIKE'S VIRTUAL OFFICE 2
2010-03-08 08:38 PM| 2010-03-08 08:38 PM| 0O0:00:00 65.110.166.168 MIKE'S VIRTUAL OFFICE 1
2010-03-17 12:25 PM| 2010-03-17 12:25 PN 000:00:00 65.110.166.168 MIKE'S VIRTUAL OFFICE 1
2010-05-05 04:55 Ak| 2010-05-05 04:55 AN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-07 08:51 AN| 2010-05-07 08:51 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-05-08 10:10 PM| 2010-05-08 10:10 PN | 000:00:00 65.110.166.168 MIKE'S VIRTUAL OFFICE 1
2010-06-04 10:02 AN 2010-06-04 10:02 AN| 000:00:00 65.110.166.168 MIKE'S VIRTUAL OFFICE 2
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 The name of the room.
Name
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.

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

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

N ok

On the Whiteboard/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.

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

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

AN

On the Whiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

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

See the Meetings Flowchart on page 246.
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See Also

¢ in the Files section.

Rooms

This screen shows information about rooms.

AT 1 of 1
(2 items)

Pravicus

Room Name:

Room Name | Opened | Closed | Attendees | Recorde: Session Type:
|| pysics 101 2012-05-08 03:53:41 P [ 2012-05-08 03:56:08 P | 1 false
| | eHysics 101 2012-05-08 04:03:46 P | 2012-05-08 04:05:48 P (1 true

Min Level:

Max Level:

Cost Center:

Server:

Version:

Created:

Opened:

Closed:

Launch Duration: 000:00:00

Room Duration: 000:00:00

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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Item

Room Name
Opened
Closed
Attendees
Recorded

Session Type

Min Level
Max Level
Cost Center

Server

Version

Created

Opened

Launch Dura-

tion

Room Duration

Information On This Screen

Description

The name of the room.

The date and time the room was opened.
The date and time the room was closed.
The number of attendees in the room.
Whether the room was recorded or not.

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

The minimum level of user who can attend.
The maximum level of user who can attend.
The cost center for the session.

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

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

The date and time that the room was created.
The date and time that the room was created.

How long it took to launch the room.

How long the room was open.

Where To Go From Here

Which Leads To This

You Can ... By Doing This ... Screen ..
View information about attendees for 1. Select a row. Room Attendees on
the room 2. Click the Attend- P28¢ 338

View information about recordings for

the room.

ees button

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 the Meetings link on the Utilities Page.

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

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

See the Meetings 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.

Recording

Pravicus Edit

X

Delet

o || Q)

e loads Flayback

File Name:
Created:

Size (MB):
Playback Link:
Description:
Access:

Options:

https://sas.elluminate.com/p.jnlp?psid=2012-05-08.1703.C AC548F423BE906482B49C9529D56C2 verdsid=1003

Enable Recording Viewer Details

Access

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

Information On This Screen

Item

File Name

Created

Size (MB)

Playback
Link

Description

The name of the file.

The date and time that the file was created.
The size of the file.

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.

Courses
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Item Description
Access The access restrictions for the recording,

o Private — access to the recording is restricted to the session creator.

o 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.

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

Details

Where To Go From Here

Which Leads To This Screen

You Can ... By Doing This ...
View information about downloads of | Click the Down- Recording Downloads
the recording. loads button. 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.

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

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

SANIE I S

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings 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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Recording Download(s)

1 of 1
Pravicus [ 1 items)
Reguested Accessed Delay IP Address Viewer Name Viewer Email Room Name Altendees
2012-05-09 11:49 A}| 2012-05-09 11:49 A}| 000:00:00 68.147.134.189 PHYSICS 101 1
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

SAN AN S

7.

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Recording.

On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

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

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

. On the Recording screen, click Downloads.

See the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

hio% & 1 of 1

Previcus ||Sert/Filter| All ; ( 1 iterns)

Attendee First Join Last Leave Active Logs
- 2012-05-08 03:53:41 PM 2012-D5-08 03:54:56 PM 000:01:14 1

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View more information about an 1. Select arow. |Advanced Attendee Infor-
attendee. 5. Click the mation on page 340

Advanced

button.
View a map of an attendee's loca- 1. Select arow. | Attendee Map on page 343
tion. 2. Click the

Map button.
View information about an attend- 1. Select arow. | Attendee Log on page 346
ee's attendance. 2. Click the Log

button.

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.

2.

Click the Drop Ins link on the Utilities Page.

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

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.

2.

3.
4.

Click the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

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

e Login Group File Summary
o Administrator File Summary
o Supervisor File Summary
For details, see Recording Files on page 333.

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.

Advanced Attendee Information

Pravious

Session Name:

Attendee Name:

IP Address:

Country: CANADA

Prov/State: ALBERTA

City/Town: COCHRAME

ISP: SHAW COMMUNICATIONS INC
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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

2.

Click the Courses link on the Utilities Page.

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

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

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

164

Courses



6.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 Map.

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

3.

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

e Login Group File Summary
o Administrator File Summary
¢ Supervisor File Summary
For details, see Recording Files on page 333.
On the Recording Files screen, select a recording and click Attendees.

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

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.

Attendee Log

1 of 1
(1 items)

Pravicus

Joined Left Active
2012-05-08 04:03:46 PM 2012-05-08 04:04:23 PM 000:00:37

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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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
—_

Course Enroliment

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

How To Get Here

e 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

e The Course Enrollment link opens the Course Instances screen.
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LHilities tab

Administrator, Supervisaor

:

Course Enrollment
link

Course Instances
Button, link, or tab

Course Enrollees (Past and
Present)

SortiFilter step

A choice that is only

available for certain roles
Cnurse Email Motifications

Course Instances

This screen shows information about Course instances.
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Close

Course Instances

All

1 of 1
(4 items)

Course Name

Instance Name

Session Type

Start Date

End Date

Max Enro || Enrolled

Sessions

ENGLISH LITERATURE

FALL

NONE

Aug 23, 2011

Aug 30, 2011

25

3

MARCH 0B8-2007 TEST

MARCH 08 2007

NONE

Mar 08, 2007

Mar 08, 2007

1

TEST TEMPLATE

TESTING INSTANCE

NONE

Aug 22, 2010

Aug 22, 2010

1

TESTCOURSE

INSTANCE 2010

NONE

Oct 01, 2010

Nowv 28, 2010

o
=
o|=|o|=

26

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 1. Select a Course Enrollees (Past
who have been enrolled in the Course. TOW. and Present) below
2. Click the
Enrollee
button.

How To Get Here
¢ 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.

Course Enrollees (Past And Present)

2l & 1 |of 1
Previcus ||Sort/Filter| ( 1 iterns)
State Username Display Name Administrator Supervisor Enrolled Withdrew Logs
ENROLLED w n e wn -y B ol m . e 2012-09-24 1
Access

You must be an Administrator or Supervisor to access this screen.
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Information On This Screen

Item

State
Username
Display Name
Administrator
Supervisor
Enrolled
Withdrew
Logs

Description

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

The user's display name.

The Administrator who owns this user.

The Supervisor who owns this user.

The date this user was enrolled in the Course.

The date this user withdrew from the Course.

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 1. Select a | Course Email Notifications
user. row. below
2. Click the
Log but-
ton.

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.

Course Enrollment
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Course Email Notifications

1 |of 1
All (1 items)

Previcus

Email Type Email Sent Email To Email From Status
ENROLLEE ENROLL 2012-08-24 04:37 PN Bnkiog-Timppemeges- guiisign. piayeegen; sl guicin = e e g g E ey e DELIVERED

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

e Drop In Email Notifications on page 237
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Chapter 9
—_

Drop Ins

This section shows information about Drop Ins.

How To Get Here

e 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

o If you are the Manager, the Drop Ins link opens the Drop In Administrators screen.

o If you are an Administrator, the Drop Ins link opens the Drop In Templates screen.
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Drop Ins Flowchart

SAS
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Drop Ins link
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Manager
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Sort/Filter

Administrator

Drop In Administrators ‘

A
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Drop In Passwords

Drop In Templates
Sort/Filter

\

Drop In Templates

\\

Export Drop In Templates
Sort/Filter

Drop In
Defaults

Session

.y
~
-

Email
Templates

Drop In Email
Templates

.‘
‘ Drop In Defaults ‘ Continued on next page

m Export Drop In Templates

Drop In Templates That Reference Dmp In Email Export Export Export
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Text file
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Continued from previous page

A

Session

' Drop In Sessions '

Export
C=) CED

' Advanced Drop In Session ' ' Export Drop In Sessions '

Information SortFilter

'

' Export Drop In Sessions '

Plan/
Whiteboard
Export Export Export
Details Links Summary

Multimedia Files Whiteboard/Plan Files
' Export Data ' ( Downloads ) ( ExponData) . . .

Multimedia Export Multimedia Whiteboard/Plan Export Whiteboard/Plan File
Download(s) SortFilter Download(s) SortFilter

Export Mulimedia
File

Export Export
Summary Details

v
= B = =

Multimedia

Downloads

y

Export Whiteboard/
Plan File

Rooms
Legend
( Recording ) ( Attendees )
' Recording ' ' Room Attendees
I e
- Text file (Dawnlnads) ( Log ) (Mvanced J ( Map J
—_— Achuoice that is only - l
i i Recording Advanced Attendee
lable f rta I
avallable for certain roles ' Download|s) i ' Atterdes Log i Information i ' ALY

Drop In Administrators

This screen shows information about Administrators for Drop Ins.
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Drop In Administrators
?3] g;cﬁ-, o B Q)
Close Sart/Filter| Password ngfa" (62 Items} MNext||Last
May Manage Username Display Name Last Name First Name Templates
false ] - - e ]
true i = im [ 0
true 150 L = "= [~ ] o
true S8 EE L] | == i T 0
true L - L | - L N - - L 6
true - Ao J Aem "a o
true L= B e (E 8] [} o
true L e iy T Bl 0
true = L - - - o
true B np | (B = | [ B8 3
true L L iafl | = e uml el e b | LB o
true P, o
true = =g = 0
true e mm - ‘ o
true [ AR Y | wn T L [~ = ] o
true LELL| 1z P2l S S Am 0
true ni mm LR i ] - e ]
true o=l y f==n = B 3
Access

You must be the Manager to access this screen.

Information On This Screen

Item

May Man-
age

Username

Display
Name

Last Name

First
Name

Templates

Description

Indicates whether or not the Administrator may manage Drop Ins. See

Administrator Advanced Settings on page 81.

The user's username.

The user's display name.

The user's last name.

The user's first name.

The number of Drop In templates this Administrator has.
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Where To Go From Here

You Can ...

View information about templates
for Drop Ins.

View information about pass-
words for Drop Ins.

Export information to a text file.

How To Get Here

By Doing This ...

1. Select one row.

2. Click the Tem-
plates button.

1. Deselect all rows.

2. Click the Pass-
word button.

1. Deselect all rows.

2. Click the
Export Data
button.

e 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.

Which Leads To This Screen ...

Drop In Templates on page
183

Drop In Passwords below

Export Drop In Templates
on page 239

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.

Drop Ins
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€} o Bk 1 of 5 ©
Pr!\:}uus Sort/Filter| All MNew ( 77 items} Maxt||Last
* Drop In Password:
| Drop In Password Type Session Type Level Drop Ins * Description: View/Edit
| | - CHAIR VROOM NONE 1 Type:
- NON-CHAIR | NONE NONE 1
[ e CHAIR NONE NONE 0 Session Type:
[ ] | ! NON-CHAIR | NONE NONE o Level:
[ | CHAIR NONE NONE o
] == NON-CHAIR | NONE NONE o
[ | CHAIR NONE NONE o
[ ] 5 ] NON-CHAIR | NONE NONE o
[ | ] CHAIR NONE NONE o
] i NON-CHAIR | NONE NONE o
[ | g CHAIR NONE NONE o
[ ] NON-CHAIR | NONE NONE o
[ ] CHAIR NONE NCNE o
[ | ul= NON-CHAIR | NONE NONE o
[ ] g CHAIR NONE NONE o
[ n NON-CHAIR | NONE NONE o
e CHAIR NONE NONE ]
[ ] g NON-CHAIR | NONE NONE 0
Access

You must be the Manager to access this screen.

Information On This Screen

Item Description

Drop In Pass- The password.

word
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:
« ADVANCED
e INTERMEDIATE
« BEGINNER
« 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.

Drop In Templates

< EMAIL TEMPLATES >

Chair Add:
Chair Update:
Chair Remove:

Recording:

A [ - 5 A i % f
i * L) ] ¥ (4]
L8 x Draﬁn Sréﬁ = = ; : B A E . 1
Previcus ||Sort/Filter| New Defaults || Upload ||Templates Data ( 3, Iterns)
* Drop In Template:
Drop In Template Min Level | Max Level | Sessions | Password5| Chairs * Host Name:
|| HeLe DESK NONE NONE 120 0 1 :
_— Session Type:
NETWORK SUPPORT NONE NONE 120 2 3
[ [Prvsics 101 TUTORIAL NONE NONE 17 0 3 Min Level:
Max Level:
Description: View/Edit
Options: MNotify Chairs

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- | The name of the Drop In template.

plate
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- | The email template that will be used when the specified action occurs.

lat
prates o Chair Add - The template for the email that is sent to the Chair

when a Chair is added.

o Chair Update — The template for the email that is sent to the
Chair when the Drop In is updated.

« Chair Remove — The template for the email that is sent to the
Chair when a Chair is removed.

+ Recording — Email that is sent when a recording is made of the
session.
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Where To Go From Here

Which Leads To This

You Can ... By Doing This ... Screen ...
View information about the default 1. Deselect all rows. | Drop In Defaults below
settings for new Drop Ins. 2. Click the Drop
In Defaults but-
ton.
View information about the templates 1. Deselect all rows. | Drop In Email Tem-
for email notifications. 5. Click Email plates on page 189
Templates.
View information about sessions that 1. Select one row. | Drop In Sessions on

use a template. 5. Click Session. | P28€ 193

View information about Chairs for a 1. Select one row. | Drop In Chairs on page
template. 2. Click the Chair | 230
button.
Export information to a text file. 1. Deselect all rows. | Export Drop In Tem-
2. Click the Export P lates on page 239

Data button.

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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Drop In Defaults

Pravious Edit

< GENERAL > < OPTIONS > < RECORDING >

Host Name: Template Options: Notify Chairs Mode:

Access: : Access:

Session Type: Session Options: v Session is supervised Video Quality:

Label Type: Permissions granted on enter Options: Email the recording link
Cost Center: All participants are Chair Enable Recording Viewer Detail:
Boundary Time: 30 Raise hand on enter Email:

Max Talkers: 1 Max Cameras: 1 ¥ Follow Chair (Whiteboard) < TELECONFEREMCE CONNECTION >

Version: Whiteboard is proprietary Chair Phone:

< CHAIR EMAIL TEMPLATES > ¥ Allow In-Session Invites PIN:

Chair Add : Hide Names in Recordings Non-Chair Phone:

Chair Update: PIN:

Uil FrmEs Type: *| Telephone

SIP

session SIP/Phone:

PIN:

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.

o Private — access to the recording is restricted to the session creator.

o 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.

o 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

Boundary
Time

Max Talkers

Max Cam-
eras

Version

Description

The boundary time for the session.

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

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

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

Chair Email Templates

Chair Add

Chair
Update

Chair
Remove

Options

Notify
Chairs

Session is
supervised

Permissions
granted on
enter

All par-
ticipants are
Chair

Raise hand
on enter

Follow Chair

(White-
board)

The template for the email that is sent to the Chair when a Chair is added.
See Drop In Email Templates on page 189.

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.

The template for the email that is sent to the Chair when a Chair is
removed.

See Drop In Email Templates on page 189.

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

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

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

All users will join the session as a Chair.

When users join the session, they will automatically raise their hand.

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

Drop Ins
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Item
Whiteboard
is pro-
prietary
Allow In-Ses-
sion invites

Hide Names
in Record-
ings

Recording

Mode

Access

Video Qual-
ity
Email the

recording
link

Enable
Recording
Viewer
Details

Email

Description

The whiteboard cannot be saved or printed.

Enable Chairs to invite other users to join the session from within the ses-
sion.

For privacy, hide the names of attendees in the recordings.

The recording mode for the Drop In.

o Manual — The Chair can manually start and stop recording.

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

o Disabled — The session cannot be recorded.
The access restrictions for the recording.

o Private — access to the recording is restricted to the session creator.

o 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.

o 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.

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").

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.

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).

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 | The phone number used by non-Chair Participants. The information is for

Phone 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 The Session Initiation Protocol (SIP) or phone number used by the ses-
SIP/Phone | 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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Blackboard >

Drop In Email Templates
’ . of
: X s 1 | 1
Pravious All one Naw Edit Dalate Drop In Cop First|| Pre ( 8 |tem5) ext| Last
* Template Type:
Template Typ Name Description Drop Ins | Default| Conten’ * Content Type:
CHAIR ADD HTML CHAIR ADD Standard Chairperson Addition |0 false HTML * Name:
| | crar aDD TEXT CHAIR ADD Standard Chairperson Addition |3 true TEXT i
|| CHAIR REMOVE | HTML CHAIR REMOVE Standard Chairperson Removal | 0 false HTML * Description:
|| CHAIR REMOVE | TEXT CHAIR REMOVE Standard Chairperson Removal | 3 true TEXT * Sender Name:
| | CHAIR UPDATE HTML CHAIR UPDATE Standard Chairperson Update v] false HTML * sender Email:
CHAIR UPDATE | TEXT CHAIR UPDATE Standard Chairperson Update 3 true TEXT
= - ; Merrn
RECORDING LINK | HTML DROP IN RECORDING | Standard Recording Playback | 0 false HTML Email Subject:
| | RECORDING LINK | TEXT DROP IN RECORDING Standard Recording Playback |3 true TEXT * Email Text: View/Edit

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

Item

Template
Type

Name
Description
Drop Ins
Default

Content Type
Sender Name
Sender Email

Email Sub-
ject

Email Text

Description

When this template will be used.

Chair Add - to Chairs, if another Chair is added

Chair Update — to Chairs, if the Course is updated
Chair Remove — to Chairs, if a Chair is removed
Enrollee Enroll — to Enrollees, when they enroll
Enrollee Update — to Enrollees, if the Course is updated
Enrollee Withdraw — to Enrollees, if they withdraw

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

The name of the email template.

A description.

The number of Drop Ins using this template.

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

Whether the content is text or HTML.

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

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

The subject line for the email.

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- 1. Select | Drop In Templates That Ref-
plates that use a given email tem- one erence The Email Template on

plate.

rOW. next page

2. Click
the
Drop
In but-
ton.

Drop Ins
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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.

Droplin Templates That Reference The Email Template

1 of 1
Pravicus ( 3 iterns)
Drop In Template Session Type Start Date End Date Sessions Passwords
HELP DESK NONE 2012-05-04 10:00 AN| 2012-08-31 05:00 PN| 120 0
NETWORK SUPPORT NONE 2012-05-04 12:00 PN | 2012-08-31 04:00 PM| 120 2
PHYSICS 101 TUTORIAL NONE 2012-05-09 10:15 AM| 2012-05-31 05:00 PM| 17 o
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- The name of the Drop In template.

plate

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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Drop In Sessions

LY =
ligh | By o B
Pravicus All Naw Data ( 17 ItEmS}
Drop In Template:  PHYSICS 101 TUTORIAL

Start Time End Time Version Rec. Mode Mmx | Wbd || Rooms Start Time: r;
2012-05-09 10:15 Ah| 2012-05-08 05:00 PM| 10.0 AUTOMATIC 3 1 1 ST .
2012-05-10 08:00 AM| 2012-05-10 05:00 PN | 10.0 AUTOMATIC 1 1 0
2012-05-11 08:00 A | 2012-05-11 05:00 PK| 10.0 AUTOMATIC 0 0 0 Access:
2012-05-14 08:00 AM| 2012-05-14 05:00 PN | 10.0 AUTOMATIC 0 0 0 Version:
2012-05-15 08:00 AM| 2012-05-15 05:00 PN | 10.0 AUTOMATIC 0 0 0 Label Type:
2012-05-16 08:00 Ah| 2012-05-16 05:00 PN | 10.0 AUTOMATIC 0 0 0
2012-05-17 08:00 AM| 2012-05-17 05:00 PN] 10.0 ALUTOMATIC 0 0 0 oz (s
2012-05-18 08:00 AM| 2012-05-18 05:00 PN | 10.0 AUTOMATIC 0 0 0 Boundary Time:
2012-05-21 08:00 AM| 2012-05-21 05:00 PN | 10.0 AUTOMATIC 0 0 0 e R —
2012-05-22 08:00 AM| 2012-05-22 05:00 PA| 10.0 AUTOMATIC 0 0 0 o
2012-05-23 08:00 Ah| 2012-05-23 05:00 PN | 10.0 AUTOMATIC | D 0 0 ESssipton View/Edit
2012-05-24 08:00 AM| 2012-05-24 05:00 PN | 10.0 AUTOMATIC 0 0 0 Session Exit URL:
2012-05-25 08:00 AM| 2012-05-25 05:00 PN | 10.0 AUTOMATIC 0 0 0 Options: S B S
2012-05-28 08:00 AM| 2012-05-28 05:00 PN | 10.0 AUTOMATIC 0 0 0
2012-05-28 08:00 Ah| 2012-05-28 05:00 PN | 10.0 AUTOMATIC |0 0 0 e Rl CRehli O Gy
2012-05-30 08:00 AM| 2012-05-30 05:00 PN | 10.0 AUTOMATIC 0 0 0 All participants are Chair
2012-05-31 08:00 AM| 2012-05-31 05:00 PN | 10.0 AUTOMATIC 0 0 0 Follow Chair (Whiteboard)

Raise hand on enter

Access

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

Information On This Screen

Item
Start Time
End Time

Version

Rec. Mode

Mmx

Rooms

Description
The date and time the session starts.

The date and time the session ends.

The version of Blackboard Collaborate web conferencing that will be

used to host the session.

The recording mode for the session.

o Manual — The Chair can manually start and stop recording,.

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

o Disabled — The session cannot be recorded.

The number of Multimedia files uploaded for this session.

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

The number of rooms used by the session.
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Item

Access

Label Type

Cost Center

Boundary
Time

Max Talkers

Max Cameras

Session Exit
URL

Options

Session is
supervised

Permissions
granted on
enter

All par-
ticipants are
Chair

Follow Chair
(Whiteboard)

Raise hand
on enter

Description
The access restrictions for recordings of this session.

o Private — access to the recording is restricted to the session cre-
ator.

o 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.

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

The cost center for the session.

The boundary time for the session.

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

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

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

See also the Redirect URLSs screen.

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

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

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

All users will join the session as a Chair.

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

When users join the session, they will automatically raise their hand.

Drop Ins
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Where To Go From Here

Which Leads To This Screen

You Can ... By Doing This ...
View more information about Drop 1. Select one row. | Advanced Drop In Ses-
In sessions. o Click the sion Information on
Advanced but- P8¢ 200
ton.
View information about rooms that 1. Select one row. | Rooms on page 280
have been opened for these sessions. . Click the

Rooms button.

Export information to a text file. 1. Deselect all Export Drop In Sessions
rOws. below
2. Click the
Export Data
button.

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

« in the and Whiteboard/Plan Files sections.

Export Drop In Sessions

This screen shows information about Drop In sessions.
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Export Drop In Sessions
) 1 [of 4 IO
Pravious All ( 56 items} Next||Last
Template Name Template Start Template End Session Start Session End Rooms || Attendees | Recordings
PHYSICS 101 TUTORIAL 2012-05-09 11:15 A} 2012-12-04 05:00 PA| 2012-05-09 11:15 AY| 2012-05-09 06:00 Ph| 1 1 1
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 Ph| 2012-05-10 09:00 A| 2012-05-10 06:00 PN| O o o
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-11 09:00 AN 2012-05-11 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-14 09:00 A 2012-05-14 06:00 PN| O 0 ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-15 09:00 A 2012-05-15 06:00 PN| O 0 ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-16 09:00 A| 2012-05-16 06:00 PA| O o W]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-17 09:00 A 2012-05-17 06:00 PN| O o o
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-18 09:00 A 2012-05-18 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-21 09:00 A 2012-05-21 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-22 09:00 AY| 2012-05-22 06:00 PM| O o o
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 Ph| 2012-05-23 09:00 Al| 2012-05-23 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-24 09:00 AM| 2012-05-24 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-25 09:00 AN 2012-05-25 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-28 09:00 AN 2012-05-28 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 Ph| 2012-05-29 09:00 A| 2012-05-29 06:00 PA| O o V]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-30 09:00 AN 2012-05-30 06:00 PN| O o o
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-05-31 09:00 AM| 2012-05-31 06:00 PN| O o ]
PHYSICS 101 TUTORIAL 2012-05-09 11:15 AY| 2012-12-04 05:00 PA| 2012-10-11 11:00 AN 2012-10-11 05:00 PA| 1 1 1

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

Template Name
Template Start
Template End
Session Start
Session End
Owner Name
Room Opened

Room Closed

Description

The name of the Drop In template.

The date and time the first session which uses this template starts.
The date and time the last session which uses this template ends.
The date and time the session starts.

The date and time the session ends.

The owner of the template.

The date and time the room opened.

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 (URLSs)
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

Template
Name

Template
Start

Template
End

Session
Start

Session
End

Owner
Name

Guest Link

Playback
Link
Playback
List

Playback
Table

Description

The name of the Drop In template.

The date and time the first session which uses this template starts.

The date and time the last session which uses this template ends.

The date and time the session starts.

The date and time the session ends.

The owner of the session.

The link that Guests can use to enter the session.

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

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

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.

Advanced Drop In Session Information

4[4 =ACZE
Pravicus \'.lnr#ggc{;m \'.'nr;vlggc{;ru 'l'n"\r:h:jll':cliic Multimedia| (M ulﬁ?ri diz| -
Session Name: HELP DESK
Session UID: D.A4A4115F72B6FB210431163B5FFGFA
< LINKS >
Guest Link: https://sas.elluminate.com/d.jnlp?password=D.198BB5FESEOBABIFI372 FER40BB2 2C&sid=1003
Playback Link: https://sas.elluminate.com/dr.jnlp?suid=D.A4A4115F72B6F821 043 1163B5FFGFA&sid=1003
Playback List: https://sas.elluminate.com/drlst?suid=D.A4A4115F72B6FB21 043116385 FFEFA&sid=1003
Playback Table: https://sas.elluminate.com/drtbl?suid=D.A4A4115F72B6FB210431163B5FF6F A&sid=1003
Chair Link:

Non-Chair Link:

Access

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

Information On This Screen

Item Description

Session The name of the session.

Name

Session A unique identifier of the session.
UID

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

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

Playback | The link to an HTML page listing links to recordings of this session.
List
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Item Description

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

Chair Link | A link for Chairs to use to join the session.

Non-Chair | The link for non-Chair attendees to use to join the session.
Link

Where To Go From Here

Which Leads To This

You Can ... By Doing This ... Screen ..
View information about the Whiteboard | Click the first Whiteboard/Plan
and Plan files used by the session. Plan/Whiteboard but- Files on page 272

ton.

B

I‘%.Ihi‘lané

Whiteboard
View information about the multimedia | Click the first Mul- Multimedia Files on
files used by the session. timedia button. page 264

Multimedia

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

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

o a Meeting that was selected on the Advanced Meeting Session Information screen

M
¢ %
Upload ~ N : Gl ! -OF !
Previgus [ [Sort/Filter| All Rje\\- Eﬁgf; ( 3 |tem5)
Owner:
File Name Created Size (MB) | Courses | Drop Ins || Meeting File Name:
lessonl.mp3 2012-05-07 09:04 AM | 0.0193 1] o o i
Created:
lessan2.mp3 2012-05-07 09:05 AM [ 0.0193 0 0 0
lessan3.mp3 2012-05-07 09:05 AM | 0.0103 0 0 0 Size (MB):
Description:

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about down- 1. Select a row. Multimedia Download(s)
loads of the files. 5. Click the Down- | ©m Page 269

loads button.

Export information to a text file. 1. Deselect all rows. | Export Multimedia File on

2. Click the Export page 266
Data button.

How To Get Here

1) Via Courses

1.

2.

o b

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

On the Advanced Course Session Information screen, click Multimedia.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 Multimedia.

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

1.

2.

3.
4.

Click the Meetings link on the Utilities Page.

If you are the Manager, on the Meeting Administrators/Superuvisors screen select an
Administrator or Supervisor and click Session.

On the Meeting Sessions screen, select a Meeting and click Advanced.

On the Advanced Meeting Session Information screen, and click Multimedia.

See the Meetings Flowchart on page 246.

See Also

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.
Export MultiMedia File
— 1 of 1
Pravicus All ( 3 items)

File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads
lessonl.mp3 2012-05-07 09:04 A 0.0193 0 0 0 0 [
lesson2.mp3 2012-05-07 09:05 At 0.0193 0 [i] 0 0 ]
lesson3.mp3 2012-05-07 09:05 A} 0.0193 0 0 0 0 [

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

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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:

Drop Ins
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Item Description

File Name The name of the file.

Owner The owner of the file.
Name
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

N ok

Click the Courses link on the Utilities Page.

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

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

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

On the Advanced Course Session Information screen, click Multimedia.

On the Multimedia Files screen, de-select all rows and click Export Data.

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 Multimedia.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

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

4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.

See Also

e Export Multimedia File in the Files section

Multimedia Download(s)

This screen shows information about when multimedia files have been downloaded.

Pravicus

1

of 1
(1items)

MultiMedia Download(s)

Requested Accessed

Delay

IP Address

Room Name

Attendee

2012-05-09 11:03 Ah| 2012-05-09 11:03 Ah

000:00:00

74.200.25.234

PHYSICS 101 TUTORIAL

1

Drop Ins
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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 The name of the room.
Name

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.

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

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

SANIE I S

On the Advanced Course Session Information screen, click Multimedia.

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

On the Advanced Drop In Session Information screen, click Multimedia.

SANIE AN S

On the Multimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.

See Also

o 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:
o a Course session that was selected on the Advanced Course Session Information screen
e a Drop In that was selected on the Advanced Drop In Session Information screen

o a Meeting that was selected on the Advanced Meeting Session Information screen
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Whiteboard /Plan Files

(-9 Z il Upload ~ N 4 Exj & o .OF 1
Pravigus | |Sart/Filtzr| All MNew gto; ( 2 |tem5)
Owner:
File Name Created Size (MB) | Courses || Drop Ins || Meeting File Name:
lessonl.whbd 2012-05-07 08:42 AM | 0.2562 0 o o
Created:
lessonZ.wbd 2012-05-07 08:42 AM | 0.2562 o o o
Size (MB):
Description:
Access

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

Information On This Screen

Item

Description

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Owner

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.
The owner of the file.

A description of the item.
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Where To Go From Here

YouCan ... By Doing This ... Which Leads To This Screen ...
View information about down- 1. Select one row. | Whiteboard/Plan Downloads
loads of the files. 5. Click the Down- | ° Page 277

loads button.
Export information to a text file. 1. Deselect all Export Whiteboard/Plan File

rows. on page 274

2. Click the
Export Data
button.

How To Get Here

1) Via Courses

SANIE I S

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

See Also

o 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.

Export Whiteboard/Plan File

Pravicus

All

1

(2 items)

of 1

File Name

Created

Size (MB)

Courses

Drop Ins

Meetings

Defaults

APls

Downloads

lessonl.wbd

2012-05-07 08:42 Ab

0.2562

0

o

0

0

o

lesson2.wbd

2012-05-07 08:42 Ab

0.2562

0

o

0

0

o

Access

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

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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:

Drop Ins
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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

N ok

Click the Courses link on the Utilities Page.

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

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

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

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

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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

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

214

Drop Ins



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 the Whiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.
5. On the Whiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Meetings Flowchart on page 246.

See Also

o 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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Whiteboard /Plan Download(s)

1 of 1
Pravious ( 11 items}
Requested Accessed Delay IP Address Room Name Attendee
2009-11-20 02:28 PV| 2009-11-20 02:28 PN| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 6
2009-11-25 05:56 PM| 2009-11-25 05:56 PNM| 000:00:00 216.220.49.214 | MIKE'S VIRTUAL OFFICE 1
2009-12-03 09:55 PM| 2009-12-03 09:55 PM| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 2
2010-01-24 07:36 PN| 2010-01-24 07:36 PN| D00:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 1
2010-03-05 02:31 PV| 2010-03-05 02:31 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-03-08 08:38 Pv| 2010-03-08 08:38 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-03-17 12:25 PN| 2010-03-17 12:25 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-05 04:55 AM| 2010-05-05 04:55 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-07 08:51 AM| 2010-05-07 0B:51 Ah| 000:00:00 55.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-05-08 10:10 Pv| 2010-05-08 10:10 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-06-04 10:02 Ah| 2010-06-04 10:02 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2

Access

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

Information On This Screen

Item
Requested
Accessed

Delay

IP Address

Room
Name

Attendees

Description

The date and time the download was requested.

The date and time the download was accessed.

The difference between the time the file was requested by the user and

when it was actually accessed by the user.

The IP address of the user who downloaded the file.

The name of the room.

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.

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

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

N ok

On the Whiteboard/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.

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

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

AN

On the Whiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

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

See the Meetings Flowchart on page 246.
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See Also

¢ in the Files section.

Rooms

This screen shows information about rooms.

AT 1 of 1
(2 items)

Pravicus

Room Name:

Room Name | Opened | Closed | Attendees | Recorde: Session Type:
|| pysics 101 2012-05-08 03:53:41 P [ 2012-05-08 03:56:08 P | 1 false
| | eHysics 101 2012-05-08 04:03:46 P | 2012-05-08 04:05:48 P (1 true

Min Level:

Max Level:

Cost Center:

Server:

Version:

Created:

Opened:

Closed:

Launch Duration: 000:00:00

Room Duration: 000:00:00

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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Item

Room Name
Opened
Closed
Attendees
Recorded

Session Type

Min Level
Max Level
Cost Center

Server

Version

Created

Opened

Launch Dura-

tion

Room Duration

Information On This Screen

Description

The name of the room.

The date and time the room was opened.
The date and time the room was closed.
The number of attendees in the room.
Whether the room was recorded or not.

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

The minimum level of user who can attend.
The maximum level of user who can attend.
The cost center for the session.

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

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

The date and time that the room was created.
The date and time that the room was created.

How long it took to launch the room.

How long the room was open.

Where To Go From Here

Which Leads To This

You Can ... By Doing This ... Screen ..
View information about attendees for 1. Select a row. Room Attendees on
the room 2. Click the Attend- P28¢ 338

View information about recordings for

the room.

ees button

Select a row.

2. Click the
Recording but-
ton.

=

Recording on page 283

Drop Ins
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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 the Meetings link on the Utilities Page.

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

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

See the Meetings 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.

Recording

Pravicus Edit

X

Delet

o || Q)

e loads Flayback

File Name:
Created:

Size (MB):
Playback Link:
Description:
Access:

Options:

https://sas.elluminate.com/p.jnlp?psid=2012-05-08.1703.C AC548F423BE906482B49C9529D56C2 verdsid=1003

Enable Recording Viewer Details

Access

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

Information On This Screen

Item

File Name

Created

Size (MB)

Playback
Link

Description

The name of the file.

The date and time that the file was created.
The size of the file.

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.

Drop Ins
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Item Description
Access The access restrictions for the recording,

o Private — access to the recording is restricted to the session creator.

o 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.

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

Details

Where To Go From Here

Which Leads To This Screen

You Can ... By Doing This ...
View information about downloads of | Click the Down- Recording Downloads
the recording. loads button. 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.

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

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

SANIE I S

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings 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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Recording Download(s)

1 of 1
Pravicus [ 1 items)
Reguested Accessed Delay IP Address Viewer Name Viewer Email Room Name Altendees
2012-05-09 11:49 A}| 2012-05-09 11:49 A}| 000:00:00 68.147.134.189 PHYSICS 101 1
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

SAN AN S

7.

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Recording.

On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

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

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

. On the Recording screen, click Downloads.

See the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

hio% & 1 of 1

Previcus ||Sert/Filter| All ; ( 1 iterns)

Attendee First Join Last Leave Active Logs
- 2012-05-08 03:53:41 PM 2012-D5-08 03:54:56 PM 000:01:14 1

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View more information about an 1. Select arow. |Advanced Attendee Infor-
attendee. 5. Click the mation on page 340

Advanced

button.
View a map of an attendee's loca- 1. Select arow. | Attendee Map on page 343
tion. 2. Click the

Map button.
View information about an attend- 1. Select arow. | Attendee Log on page 346
ee's attendance. 2. Click the Log

button.

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.

2.

Click the Drop Ins link on the Utilities Page.

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

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.

2.

3.
4.

Click the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

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

e Login Group File Summary
o Administrator File Summary
o Supervisor File Summary
For details, see Recording Files on page 333.

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.

Advanced Attendee Information

Pravious

Session Name:

Attendee Name:

IP Address:

Country: CANADA

Prov/State: ALBERTA

City/Town: COCHRAME

ISP: SHAW COMMUNICATIONS INC
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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

2.

Click the Courses link on the Utilities Page.

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

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

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 click Map.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 Map.

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

3.

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

e Login Group File Summary
o Administrator File Summary
¢ Supervisor File Summary
For details, see Recording Files on page 333.
On the Recording Files screen, select a recording and click Attendees.

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

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.

Attendee Log

1 of 1
(1 items)

Pravicus

Joined Left Active
2012-05-08 04:03:46 PM 2012-05-08 04:04:23 PM 000:00:37

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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

Drop In Chair(s)
A 41 728 G\ 1 of 1

ek f Repe : e

Pravicus All

Role Username First Name Last Name Email Address Logs
SUPERVISOR . . -n - [5.5 DaL R ohs o] - 1]
SUPERVISCR =l B o ] - o
SUPERVISCOR " wol e B ir B el §

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 1. Select a Drop In Email Notifications
a Chair. row. below
2. Click the
Log button.

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.

Drop Ins 237



Blackboard D

Pravious | [Sort/Filter|| Al

Drop In Email Notifications

1

of 1

( 7 items)

Email Type
CHAIR ADD

Email Sent

Email To

Email From

| Status
DELIVERED

CHAIR ADD

DELIVERED

CHAIR UPDATE

DELIVERED

CHAIR UPDATE

DELIVERED

CHAIR UPDATE

DELIVERED

CHAIR UPDATE

FIFEI®EIEE
']

DELIVERED

CHAIR UPDATE

DELIVERED

Access

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

Information On This Screen

Item

Email Type

Email Sent
Email To
Email From

Status

Description

The type of the email.

CHAIR ADD, CHAIR REMOVE, or CHAIR UPDATE.

The date and time the email was sent.

The email address the notification was sent to.

The email address the email was sent from.

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

o Course Email Notifications on page 115 in Courses

o Course Email Notifications on page 173 in Course Enrollment

Export Drop In Templates

This screen shows information about Drop In templates.

AT 1 of 2 5[5
Pravious All ( 19 items} Meaxt||Last
Owner Name Template Name Template Start Template End Passwords | Sessions Rooms Attendees || Recordings
L me CPSC 211 LO1 2006-06-01 01:00 At| 2006-08-01 09:00 At| O 2 2 2 1
B RN (B CPSC 213 LO1 2006-06-03 09:00 A | 2006-09-01 09:00 A}| O 2 1 1 0
[ L 8 CPSC 300 LO1 2006-06-05 10:00 A | 2006-03-01 09:00 A}| O 2 1 1 0
R L] CPSC 302 LO1 2006-06-07 11:00 At| 2006-05-01 09:00 At| O 2 1 1 o
L e = COLLEGE TEST 2006-09-19 02:00 PA| 2006-09-22 04:15 Ph| 3 1 7 15 0
i " TEST SAS1314 2009-10-06 09:30 A} | 2009-10-06 02:00 PK| O 1 ] 0 0
W LONG SESSION TEST 2008-12-01 12:00 AY| 2009-11-30 11:59 PA| 2 1 2 2 1
= TEST TEMPLATE 2010-04-12 06:00 PA| 2010-04-30 11:00 PA| 1 ] 0 0 0
. VOFFICE 2010-04-23 01:00 PA| 2011-04-22 11:00 PK| O 2 a7 199 ]
LR} DJ TEST TEMPLATE 2007-02-11 12:00 At| 2007-02-11 02:00 At| O 1 1 4 o
[ ] JULY 28 07 2007-07-28 04:00 A | 2007-07-28 07:00 Ph| O 1 1 1 0
| MARCH 08-2007 2007-03-08 12:00 A} | 2007-03-08 12:00 PK| O 1 1 2 0
" . DUSTIN'S OFFICE 2006-08-18 12:00 A} | 2006-09-07 12:30 A}| O 2 4 7 0
L] MANAGING CAMPAIGN LOAC 2006-08-21 01:00 PA| 2006-08-21 02:00 Ph| O 1 1 1 0
N o TEST 2009-11-13 10:45 A}| 2009-11-13 12:00 PK| O 1 2 2 2
PHU'S VOFFICE 2011-01-25 10:15 A}| 2012-01-25 11:15 A} O 1 28 50 13
Ll Y] TEST 2009-11-20 04:45 PA| 2009-11-20 07:00 Ph| O 1 1 1 0
| Bt | VIRTUAL CFFICE UNINITIALIZED UNINITIALIZED o o o] o o
Access
You must be a Manager or Administrator to access this screen.
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Information On This Screen

Item Description
Owner The owner of the template.
Name

Template | The name of the Drop In template.
Name

Template | The date and time the first session which uses this template starts.
Start

Template | The date and time the last session which uses this template ends.
End

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

Item

Template Name
Template Start
Template End
Owner Name
Session Start
Session End
Room Opened
Room Closed
Attendee Name
Active

File Name

File Created
File Size (MB)

Description

The name of the Drop In template.

The date and time the first session which uses this template starts.
The date and time the last session which uses this template ends.
The owner of the template.

The start date and time of the session.

The end date and time of the session.

The date and time the room opened.

The date and time the room closed.

The name of the attendee.

The time the user was active in the room.

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

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

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

Template
Name

Template
Start

Template
End

Owner
Name

Session
Start

Session End

Guest Link

Playback
Link
Playback
List

Playback
Table

Chair Link 1

Chair Link
2

Non-Chair
Link 1

Description

The name of the Drop In template.

The date and time the first session which uses this template starts.

The date and time the last session which uses this template ends.

The owner of the template.

The date and time the session starts.

The date and time the session ends.
The link that Guests can use to enter the session.

The link to play back the last recording of this session (subject to the access
restrictions for the recording).
The link to an HTML page listing links to recordings of this session.

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

A link for Chairs to use to join the session.

(Not currently used.)

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
S

Meetings

This section shows information about Meetings.

How To Get Here

o Click the Meetings link on the Utilities Page.

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

Where This Leads

« If you are the Manager, the Meetings link opens the Meeting Admin-
istrators/Supervisors screen.

o If you are an Administrator or Supervisor, the Meetings link opens the Meeting Sessions
screen.
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Meetings Flowchart
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L
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Meeting Email l \
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Session Sort/Filter
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Export Meeting
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¥ l \'l L
Meeting Session{s) That R Export Export Export
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Continued on next page
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Downloads

Continued from Preuinus page

Plan/Whiteboard

v
u

4

Advanced Meeting
Session Information

Export
Data

Whiteboard/Plan Files

Multimedia

MultiMedia Files

Export
Data

Whiteboard/Plan
Download(s)

Export Whiteboard/Plan
File Sort/Filter

Export Whiteboard/Plan
File

I MultiMedia Download(s) ' Expon Muttede

S

Export MuliiMedia
File

VAR

Export Export
Summary Details

-
]

Legend

Screen

Button, link, or tab

Sort/Filter step

Text file

A choice that is only
available for certain roles
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Meeting Administrators/Supervisors

This screen shows information about the Meetings for all Administrators and Supervisors.

Close

1 of & @

( 74 items) Next

Meeting Administrators/Supervisors
ok,

[ Roe [ Maymanage | Usemame |

ADMINISTRATCOR false - - -
ADMINISTRATCOR true ' .. T
ADMINISTRATCR true { = n 1
ADMINISTRATOR true B =g mm R
ADMINISTRATCOR true B L 5 r L L] - = = 10
ADMINISTRATCOR true i | -] 1
ADMINISTRATCOR true § - L L = e k] - 11
ADMINISTRATCOR true [ 5 ! r - L 2
ADMINISTRATOR true — 0% ] - " [—1 3
ADMINISTRATCOR true ™ - - - o
ADMINISTRATCOR true . L [ e - " - - 59
ADMINISTRATCOR true — . S R = =m '] - 2
ADMINISTRATCOR true ™ L] = . o
ADMINISTRATCOR true - -} ] . &
ADMINISTRATOR true 5 naw - a3
ADMINISTRATCOR true Ll ] el ] " 14
ADMINISTRATCOR true L L = [ 5} - - 27
Access

You must be the Manager to access this screen.

Information On This Screen

Item

Role

May Manage
Username
Display Name
Last Name
First Name

Sessions

Description

The user's role.

Whether the user may manage Meetings.
The user's username.

The user's display name.

The user's last name.

The user's first name.

The number of sessions this user owns.
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Where To Go From Here

You Can ... By Doing This ...
View information about Meeting ses- 1. Select a
sions for a user. TOW.
2. Click Ses-
sion.
Export information to a text file. 1. Deselect
all rows.
2. Click
Export
Data.

How To Get Here

1. Click the Meetings link on the Utilities Page.

Which Leads To This Screen ...

Meeting Sessions below

Export Meeting Sessions on
page 301

2. On the Meeting Administrators/Supervisors screen select an Administrator or Supervisor

and click Session.

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

See the Meetings Flowchart on page 246.

Meeting Sessions

This screen shows information about Meeting sessions.

Meetings
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Meeting Sessions

. — = — :
A ox [Nl - Y - or B
* - i Maseting Email : " - Export s i 2 it
All lone Naw Edit Dzlztz Defaults [|Templates||Advanced|| Fooms nvitees loin Data First{| Prev ( | ems}

Pravicus

*Meeting Session:

* Start Time:

CHEM 101 CURRICULUM PLANNING | 2012-04-23 02:00 PM | 2012-08-31 02:00 FM

=]
=]

*End Time:
CHEM 201 CURRICULUM PLANNING | 2012-04-24 02:00 PM | 2012-08-21 04:00 FM

=]
=]
=]

*Host Name:

Access:

Session Type:

Min Level:

Max Level:

Label Type:

Cost Center:

Version:

Boundary Time:

Max Talkers: Max Cameras:

Description;

m

Session Exit URL:

4 n

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, see Meeting 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

Access

Session Type

Min Level
Max Level
Label Type
Cost Center

Version

Boundary Time
Max Talkers

Max Cameras

Descriptions

Session Exit URL

Options
Notify invitees

Session is super-
vised

Description
The access restrictions for recordings of this session.

o Private — access to the recording is restricted to the session
creator.

o 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.

o 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.

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

The minimum level of user who can attend.

The maximum level of user who can attend.

One of the label types as defined on the Label Types screen.
The cost center for the session.

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

The boundary time for the session.

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

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

A description of the item.

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

See also the Redirect URLs screen.

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

Notify Invitees by email when a Meeting is created or modified.

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

Meetings
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Item Description

Permissions granted | All users who join the session as non-Chairs are granted full per-
on enter missions to session resources such as audio, whiteboard, etc.

All participants are | All users will join the session as a Chair.

Chair

Follow Chair (White- Have Participants follow the Chair when the Chair moves to dif-

board) ferent pages in the whiteboard.

Raise hand on enter | When users join the session, they will automatically raise their
hand.

Whiteboard is Pro- | The whiteboard cannot be saved or printed.

prietary

Allow In-Session Enable Chairs to invite other users to join the session from within

Invitations the session.

Hide Names in For privacy, hide the names of attendees in the recordings.

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.

o Manual — The Chair can manually start and stop recording,.

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

o Disabled — The session cannot be recorded.
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Item

Access

Video Quality

Email the recording
link

Enable Recording
Viewer Details

Email

Description
The access restrictions for the recording,

o Private — access to the recording is restricted to the session
creator.

o 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.

o 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.

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").

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.

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).

The email template used to send notifications about recordings.

Teleconference Section

Chair Phone
PIN
Non-Chair Phone

PIN
Type

Session SIP/Phone

PIN

The phone number used by the Chair.
The PIN (numeric password)for the 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).

The PIN (numeric password) for the Non-Chair Phone.

Whether the Session SIP/Phone field should be validated as a
Session Initiation Protocol (SIP) or phone number.

The Session Initiation Protocol (SIP) or phone number used by the
session. Sometimes referred to as the session bridge.

The PIN (numeric password) for the Session SIP/Phone.
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Where To Go From Here

You Can ...

View information about the
default settings for new Meetings.

View information about email tem-
plates used for Meetings.

View more detailed information
about a Meeting.

View information about rooms
used by a Meeting.

View information about the Invi-
tees to a Meeting,.

Export information to a text file.

How To Get Here

By Doing This ...

. Deselect all rows.
. Click the Meet-

ing Defaults
button.

. Deselect all rows.
. Click the Email

Templates but-
ton.

. Select one row.
. Click the

Advanced but-
ton.

. Select one row.

. Click the Rooms

button.

. Select one row.
. Click the Invi-

tees button.

. Deselect all rows.
. Click the Export

Data button.

1. Click the Meetings link on the Utilities Page.

Which Leads To This Screen ...

Meeting Defaults on the
facing page

Meeting Email Templates
on page 259

Advanced Meeting Session
Information on page 262

Rooms on page 280

Meeting Invitees on page
298

Export Meeting Sessions
on page 301

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

See the Meetings Flowchart on page 246.

See Also

« in the and Whiteboard/Plan Files sections.
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Meeting Defaults

This screen shows information about default settings for new Meetings.

Previcus Edit

Meeting Defaults

< EMAIL TEMPLATES >
Create:

Invitation:

Update:

Cancellation:

< GENERAL > < OPTIONS > < RECORDING >
Host Name: Session Options: Notify invitees Mode:
Access: Session is supervised Access:
Session Type: v Permissions granted on enter Video Quality:
Label Type: All participants are Chair Options: v/ Email the recording link
Cost Center: Raise hand on enter Enable Recording Viewer Details
Boundary Time: 30 I Follow Chair (Whiteboard) Email:
Max Talkers: 1 Max Cameras: 1 Whiteboard is proprietary < TELECONFERENCE CONNECTION >
Version: v Allow In-Session Invites Chair Phone:
Hide Names in Recordings PIN:

Non-Chair Phone:

PIN:

Type: *) Telephone
SIP

Session SIP/Phone:

PIN:
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Information On This Screen

Item
Host Name

Access

Session Type

Label Type
Cost Center

Boundary
Time

Max Talkers

Max Cam-
eras

Version

Options
Notify invi-
tees

Session is
supervised

Permissions

granted on
enter

Description
The name of the host.
The access restrictions for recordings of this session.

o Private — access to the recording is restricted to the session cre-
ator.

o 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.

o 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.

The session type. (One of the types defined on the Session Types screen.)
One of the label types as defined on the Label Types screen.
The cost center for the session.

The boundary time for the session.

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

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

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

Notify Invitees by email when a Meeting is created or modified.

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

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- All users will join the session as a Chair.

ticipants are

Chair

Follow Chair | Have Participants follow the Chair when the Chair moves to different
(White- pages in the whiteboard.

board)

Raise hand | When users join the session, they will automatically raise their hand.
on enter

Whiteboard | The whiteboard cannot be saved or printed.

is pro-

prietary

Allow In-Ses-| Enable Chairs to invite other users to join the session from within the ses-

sion Invi- sion.
tations

Hide Names | For privacy, hide the names of attendees in the recordings.

in Record-
ings
Recording
Mode The recording mode for the session.
o Manual — The Chair can manually start and stop recording.
o Automatic - The session automatically starts being recorded when
the first attendee joins the session.
o Disabled — The session cannot be recorded.
Access The access restrictions for the recording.

o Private — access to the recording is restricted to the session cre-
ator.

o 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.

o 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- | The quality level of video used in the session. Higher quality (such as "Fine
ity Color") takes more bandwidth than lower quality (such as "Coarse Gray").
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Item Description

Email the Whether to automatically email the recording link to invited Participants.
recording Note that only Participants who are invited through the SAS will receive
link 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 If this is selected, you can manually enter a name and /or email address
Recording | that SAS will use if it cannot determine appropriate values for these fields
Viewer (for example, when a recording link is accessed after logging into the SAS).
Details

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 | The phone number used by non-Chair Participants. The information is for

Phone 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 The Session Initiation Protocol (SIP) or phone number used by the ses-
SIP/Phone | 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 Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, deselect all rows and click Meeting Defaults.

See the Meetings 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.

Meeting Email Templates

¢ & 1 of 1
Pravious All MNew = ( 10 items}
* Template Type:
Template Typ Name Description Meetings || Default | Contery * Content Type:
CANCELLATION | HTML MEETING CANCEL Standard Meeting Cancellation |0 false HTML * Name:
CANCELLATION | TEXT MEETING CANCEL Standard Meeting Cancellation |2 true TEXT
CREATION HTML MEETING CREATE Standard Meeting Creation 0 false HTML * Description:
CREATION TEXT MEETING CREATE Standard Meeting Creation 2 true TEXT * Sender Name:
INVITATION HTML MEETING INVITE Standard Meeting Invitation v] false HTML * sender Email:
INVITATION TEXT MEETING INVITE Standard Meeting Invitation 2 true TEXT
RECORDING LINK | HTML MEETING RECORDING | Standard Recording Playback | 0 false HTML * Email Subject:
RECORDING LINK | TEXT MEETING RECORDING Standard Recording Playback 2 true TEXT * Email Text: View/Edit
UPDATE HTML MEETINC UPDATE Standard Meeting Update v] false HTML
UPDATE TEXT MEETING UPDATE Standard Meeting Update 2 true TEXT

Information On This Screen

Item Description
Template The type of event that will trigger this email template being used:
Type o Cancellation — the Meeting has been canceled.
o Creation - the Meeting has been created.
o Invitation — a user is invited to the Meeting.
e Recording Link — a recording of the Meeting is available.
o 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- | The subject line for the email.
ject

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 1. Selecta | Meeting Sessions That Reference
that use a template. row. the Email Template below
2. Click
Meeting

How To Get Here

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, deselect all rows and click Email Templates.

See the Meetings 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 about Meeting sessions that use the email template that was
specified on the Meeting Email Templates screen.
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Meeting Session(s) That Reference The Email Template

1 |of 1
e (2 items)
Meeting Session Start Time End Time Invitees Mmx Whbd Rooms
BUDCET MEETING 2012-05-04 03:30 PM 2012-05-04 04:30 PM 1 3 1 o]
PLANNING MEETING 2012-04-27 11:15 AM 2012-04-27 05:00 PM 1 o o 2
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.

Whbd 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 the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, deselect all rows and click Email Templates.

4. On the Meeting Email Templates screen, select a template and click Meeting.

See the Meetings 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 about Meeting sessions.

Advanced Meeting Session Information

h . 2
QO || 2 [ ISl o) % | P4 B
Previcus Edit Whiteboard)|[Whitzboard | [Whiteboard| [Mul

Session Mame:

[»]

Session UID:
Add To Calendar
< LINKS >
Owner Link: https://sas.elluminate.com/m.jnlp?mivid=4297B02800A307EIBER44AF22D408B67&sid=1003
Guest Link: https://sas.elluminate.com/m.jnlp?password =M. AFOAC456428000FD201ACDEL 2255 36&sid=1003 L
Playback Link: https://sas.elluminate.com/mr jnip?suid=M.57301144990404F602B75AF925523FAsid=1003
Playback List: https://sas.elluminate.com/mrlst?suid=M.57301144550404F602B75AFI25523F&sid= 1003
Playback Table: https://sas.elluminate.com/mrtbl?suid=M.57301144990404F602B7SAFI25523F&sid= 1003

< SESSION NOTES >

Chair:

l [¥]

[«

Rlaim e [ Tai

i | Tv]

Access

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

Item Description

Session The name of the session.

Name

Session A unique identifier of the session.
UID

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

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

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

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

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 | Click the first Whiteboard/Plan
and Plan files used by the session. Plan/Whiteboard but- | Files on page 272

ton.

B

I’;’%?"I.acné

Whiteboard
View information about the multimedia | Click the first Mul- Multimedia Files on
files used by the session. timedia button. next page

Multirmedia
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How To Get Here

1. Click the Meetings link on the Utilities Page.

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

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

See the Meetings Flowchart on page 246.

Multimedia Files

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

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

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

o a Meeting that was selected on the Advanced Meeting Session Information screen

MultiMedia Files

@ v 1 of 1
- Upload |[™ N : %oﬁw q
Pravicus All MNew Data ( 3 |tem5)
Owner:
File Name | Created | Size(MB)| Courses | Drop Ins | Meeting File Name:
lessanl.mp3 2012-05-07 09:04 AM [ 0.0183 |0 0 0 .
— Created:
lessan2.mp3 2012-05-07 09:05 AM [ 0.0193 |0 0 0 _
lessan3.mp3 2012-05-07 09:05 AM | 0.0103 0 0 0 Size (MB):
Description:
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- 1. Select a row. Multimedia Download(s)
loads of the files. . Click the Down- | ©m Page 269
loads button.
Export information to a text file. 1. Deselect all rows. | Export Multimedia File on
2. Click the Export next page

Data button.

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 Multimedia.

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 Multimedia.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

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

4. On the Advanced Meeting Session Information screen, and click Multimedia.

See the Meetings Flowchart on page 246.

See Also

e 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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Export MultiMedia File

1 of 1
Pravicus All [ 3 items)

File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads
lessonl.mp3 2012-05-07 09:04 A}| 0.0183 o 0 o o o ¥
lesson2.mp3 2012-05-07 09:05 At| 0.01%3 o o o o o o
lesson3.mp3 2012-05-07 09:05 At( 0.0153 o o o o o ]

Access

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

Information On This Screen

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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
File Name

Owner
Name

Created

Size (MB)
Requested
Downloaded

Delay

IP Address
Room Name

Attendees

Description
The name of the file.

The owner of the file.

The date and time that the file was created.
The size of the file.

The date and time the download was requested.
The date and time the file was download.

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

The IP address of the user who downloaded the file.
The name of the room.

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, click Multimedia.

7. On the Multimedia 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.

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

On the Advanced Drop In Session Information screen, click Multimedia.

AN LI S

On the Multimedia Files screen, de-select all rows and click Export Data.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.

See Also

o 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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MultiMedia Download(s)

1 of 1
Pravicus [ 1 iterns)
Requested Accessed Delay IP Address Room Name Attendee
2012-05-09 11:03 AM| 2012-05-09 11:03 Ah| 000:00:00 74.200.25.234 PHYSICS 101 TUTCORIAL 1
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 The name of the room.
Name

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.

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

On the Advanced Course Session Information screen, click Multimedia.

N ok

On the Multimedia 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.

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

On the Advanced Drop In Session Information screen, click Multimedia.

AN

On the Multimedia Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Multimedia.

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

See the Meetings Flowchart on page 246.
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See Also

o 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:

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

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

o a Meeting that was selected on the Advanced Meeting Session Information screen

Whiteboard /Plan Files
A =
G |[z: o [% e il
o . .
Previgus ||Sort/Filter| All IEJEO\: ( 2 |tem5)
Owner:
File Name | Created | Size(MB)| Courses | Drop Ins | Meeting File Name:
| | tessanl.wbd 2012-05-07 08:42 AM | 0.2562 1] o o
= Created:
lesson2.whd 2012-05-07 08:42 AM | 0.2562 o o o
Size (MB):
Description:
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 ...
View information about down- 1. Select one row.
loads of the files. 5. Click the Down-
loads button.
Export information to a text 1. Deselect all
file. TrOWS.
2. Click the
Export Data
button.

How To Get Here

1) Via Courses

1. Click the Courses link on the Utilities Page.

Which Leads To This Screen ...

Whiteboard/Plan Downloads
on page 277

Export Whiteboard/Plan File
on next 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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

See Also

o 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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Export Whiteboard/Plan File

1 of 1

Pravicus All [ 2 iterns)
File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads

lessonl.whbd 2012-05-07 08:42 A} 0.2562 o 0 o o o ¥

lessonZ.wbd 2012-05-07 08:42 At| 0.2562 o o o o o o

Access

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

Information On This Screen

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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 the Whiteboard/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.

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

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

AN LI S

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.
5. On the Whiteboard/Plan Files screen, de-select all rows and click Export Data.

See the Meetings Flowchart on page 246.

See Also

¢ 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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Whiteboard /Plan Download(s)

1 of 1
Pravious ( 11 items}
Requested Accessed Delay IP Address Room Name Attendee
2009-11-20 02:28 PV| 2009-11-20 02:28 PN| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 6
2009-11-25 05:56 PM| 2009-11-25 05:56 PNM| 000:00:00 216.220.49.214 | MIKE'S VIRTUAL OFFICE 1
2009-12-03 09:55 PM| 2009-12-03 09:55 PM| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 2
2010-01-24 07:36 PN| 2010-01-24 07:36 PN| D00:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 1
2010-03-05 02:31 PV| 2010-03-05 02:31 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-03-08 08:38 Pv| 2010-03-08 08:38 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-03-17 12:25 PN| 2010-03-17 12:25 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-05 04:55 AM| 2010-05-05 04:55 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-07 08:51 AM| 2010-05-07 0B:51 Ah| 000:00:00 55.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-05-08 10:10 Pv| 2010-05-08 10:10 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-06-04 10:02 Ah| 2010-06-04 10:02 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2

Access

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

Information On This Screen

Item
Requested
Accessed

Delay

IP Address

Room
Name

Attendees

Description

The date and time the download was requested.

The date and time the download was accessed.

The difference between the time the file was requested by the user and

when it was actually accessed by the user.

The IP address of the user who downloaded the file.

The name of the room.

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.

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Advanced.

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

N ok

On the Whiteboard/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.

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

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

AN

On the Whiteboard/Plan Files screen, de-select all rows and click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a Meeting and click Advanced.
4. On the Advanced Meeting Session Information screen, and click Plan/Whiteboard.

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

See the Meetings Flowchart on page 246.
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See Also

¢ in the Files section.

Rooms

This screen shows information about rooms.

AT 1 of 1
(2 items)

Pravicus

Room Name:

Room Name | Opened | Closed | Attendees | Recorde: Session Type:
|| pysics 101 2012-05-08 03:53:41 P [ 2012-05-08 03:56:08 P | 1 false
| | eHysics 101 2012-05-08 04:03:46 P | 2012-05-08 04:05:48 P (1 true

Min Level:

Max Level:

Cost Center:

Server:

Version:

Created:

Opened:

Closed:

Launch Duration: 000:00:00

Room Duration: 000:00:00

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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Item

Room Name
Opened
Closed
Attendees
Recorded

Session Type

Min Level
Max Level
Cost Center

Server

Version

Created

Opened

Launch Dura-

tion

Room Duration

Information On This Screen

Description

The name of the room.

The date and time the room was opened.
The date and time the room was closed.
The number of attendees in the room.
Whether the room was recorded or not.

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

The minimum level of user who can attend.
The maximum level of user who can attend.
The cost center for the session.

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

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

The date and time that the room was created.
The date and time that the room was created.

How long it took to launch the room.

How long the room was open.

Where To Go From Here

Which Leads To This

You Can ... By Doing This ... Screen ..
View information about attendees for 1. Select a row. Room Attendees on
the room 2. Click the Attend- P28¢ 338

View information about recordings for

the room.

ees button

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 the Meetings link on the Utilities Page.

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

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

See the Meetings 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.

Recording

Pravicus Edit

X

Delet

o || Q)

e loads Flayback

File Name:
Created:

Size (MB):
Playback Link:
Description:
Access:

Options:

https://sas.elluminate.com/p.jnlp?psid=2012-05-08.1703.C AC548F423BE906482B49C9529D56C2 verdsid=1003

Enable Recording Viewer Details

Access

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

Information On This Screen

Item

File Name

Created

Size (MB)

Playback
Link

Description

The name of the file.

The date and time that the file was created.
The size of the file.

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,

o Private — access to the recording is restricted to the session creator.

o 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.

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

Details

Where To Go From Here

Which Leads To This Screen

You Can ... By Doing This ...
View information about downloads of | Click the Down- Recording Downloads
the recording. loads button. 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.

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

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

SANIE I S

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings 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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Recording Download(s)

1 of 1
Pravicus [ 1 items)
Reguested Accessed Delay IP Address Viewer Name Viewer Email Room Name Altendees
2012-05-09 11:49 A}| 2012-05-09 11:49 A}| 000:00:00 68.147.134.189 PHYSICS 101 1
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

SAN AN S

7.

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

On the Recording screen, click Downloads.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Recording.

On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

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

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

. On the Recording screen, click Downloads.

See the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

hio% & 1 of 1

Previcus ||Sert/Filter| All ; ( 1 iterns)

Attendee First Join Last Leave Active Logs
- 2012-05-08 03:53:41 PM 2012-D5-08 03:54:56 PM 000:01:14 1

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View more information about an 1. Select arow. |Advanced Attendee Infor-
attendee. 5. Click the mation on page 340

Advanced

button.
View a map of an attendee's loca- 1. Select arow. | Attendee Map on page 343
tion. 2. Click the

Map button.
View information about an attend- 1. Select arow. | Attendee Log on page 346
ee's attendance. 2. Click the Log

button.

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.

2.

Click the Drop Ins link on the Utilities Page.

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

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.

2.

3.
4.

Click the Meetings link on the Utilities Page.

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

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

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

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

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

e Login Group File Summary
o Administrator File Summary
o Supervisor File Summary
For details, see Recording Files on page 333.

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.

Advanced Attendee Information

Pravious

Session Name:

Attendee Name:

IP Address:

Country: CANADA

Prov/State: ALBERTA

City/Town: COCHRAME

ISP: SHAW COMMUNICATIONS INC
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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

2.

Click the Courses link on the Utilities Page.

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

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

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 click Map.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 Map.

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

3.

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

e Login Group File Summary
o Administrator File Summary
¢ Supervisor File Summary
For details, see Recording Files on page 333.
On the Recording Files screen, select a recording and click Attendees.

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

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.

Attendee Log

1 of 1
(1 items)

Pravicus

Joined Left Active
2012-05-08 04:03:46 PM 2012-05-08 04:04:23 PM 000:00:37

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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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 the Meeting Sessions screen.

Meeting Invitees

hl o [ & o |l @, | e 1 of [

Previcus Surt.-'FiIte;' All Mone MNew, Edit Delete sers Contacts Notify _:-_; First{| Prev ( 1 items}

*Display Name:

Email Address:

Time Zone:

r
Attribute: I
Title:

First Name:

Last Name:
Description:

Join Link:

Access

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

Item

Display Name
Last Name
First Name
Email Address

Logs

Email Address

Time Zone

Observe DST

Invitee is a Chairperson
Title

Description

Join Link

Description

The user's display name.
The user's last name.
The user's first name.
The user's email address.

The number of logs for this user.

Logs can be viewed on the Meeting Notification Log screen.
The user's email address.

The user's time zone.

Whether the user observes Daylight Savings Time.

Whether the Invitee is a Chair.

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

A description of the item.

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 1. Select a Meeting Notification Log on
the Invitee. row. next page
2. Click the
Log but-
ton.

How To Get Here

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a session and click Invitees.

See the Meetings Flowchart on page 246.
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Meeting Notification Log

This screen shows information about emails sent to the Meeting Invitee specified on the Meet-
ing Invitees screen.

Meeting Notification Log

Al '| 1 of 1
R ¢ X .
Previcus | |Sort/Filter| All Mone Delete First|| Prev ( 2 Items}
Email Type | Email Sent | Email To | Email From |
CREATION 201204-23 0214 PM | =g =g . = LF . I L = i ] H CELIVERED
RECORDING LINK 2012-05-17 11:26 AM | ™=y B FERatE ] CELIVERED

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

Information On This Screen

Item Description

Email Type | The email template type. See Meeting 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 the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, select a session and click Invitees.

4. On the Meeting Invitees screen, select an Invitee and click Log.

See the Meetings Flowchart on page 246.

Export Meeting Sessions

This screen shows information about Meeting sessions.

Export Meeting Sessions
A 1 of 1
Previgus All [ 5 iterns)
Owner Name Session Name Session Start Session End Invitees | Rooms || Attendee: | Recordings API
X TEST CASE 2 2011-D8-15 03:15 PM | 2011-12-01 11:00 AM |1 0 0 0 TRUE
i TEST CASE 2 2011-D8-15 03:15 PM | 2011-12-01 11:00 AM |1 2 2 0 TRUE
L T ] TEST CASE 2 2011-D8-16 05:00 PM | 2011-12-01 11:00 AM |1 1 1 1 TRUE
L TEST CASE 2 2012-01-31 03:45 PM | 2012-02-01 11:00 AM |2 0 0 0 TRUE
ik TEST CASE & 2012-02-01 09:00 AM | 2012-02-01 11:00 AM |1 0 0 0 TRUE

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

Meetings
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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 The owner of the session.
Name

Session The name of the session.
Name

Session The start date and time of the session.

Start

Session | The end date and time of the session.

End

Room The date and time the room opened.

Opened

Room The date and time the room closed.

Closed

Attendee | The name of the attendee.

Name

Active Whether the user is active or not.
(Managers can deactivate users by deselecting the May log in to SAS check-
box on the User Profile Information screen.)

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

Name

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

Created

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

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 The owner of the session.

Name

Session The name of the session.

Name

Session The start date and time of the session.
Start

Session The end date and time of the session.
End

Owner The link for the session owner to join.
Link

Guest Link | The link for Guests to join.

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

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

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

How To Get Here
See the Meetings Flowchart on page 246.

1) Via the Meeting Sessions Screen

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting Sessions screen, deselect all rows and click Export Data .

2) Via the Meeting Administrators/Supervisors Screen (Manager Only)

1. Click the Meetings link on the Utilities Page.

2. On the Meeting Administrators/Supervisors screen, deselect all rows and click Export
Data.
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Chapter 11
S

Files

This section shows information about all the files, including recordings, multimedia files, and
Plan/Whiteboard files.

How To Get Here

o Click the Files link on the Utilities Page

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

Where This Leads

« If you are the Manager, this link opens the Login Group File Summary screen.
« If you are an Administrator, this link opens the Administrator File Summary screen.

« If you are a Supervisor, this link opens the Supervisor File Summary screen.
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Files Flowchart

Utilities Page

Files link

Manager

Login Group File

—fjs

Admin

( Multimedia )"’(Planiwmenuard Recording

& l l Administrator Supervisor
Multimedia File lan A File )
Sort/Filter Sort/Filter Sort/Filter Administrators

' ' '

‘Whitebcard!F\an Files | Recording Files ‘

‘ Wultimedia Files
& l l CExpurl Summary ) ( Advanced )
O O O . Administrator File

CP\aanhneboam) C Multimedia ) C Recording ) C Supervisor )

Whiteboard/Plan Multimedia File Recording File q
Sort/Filter Sort/Filter | SortFilter
‘ Whiteboard/Plan Files

| Multimedia Files CExpnn Summary ) C Advanced )

Supervisor File
O O O =)
Screen
C Recording ) CF‘\aanhiteboam) C Multimedia )

| Recording Files

Button, link, or tab l l
Recording File Whiteboard/Plan Multimedia File
Sort/Filter step Sort/Filter SortiFilter SortiFilter

' ! !

‘ Whiteboard/Plan Files | Multimedia Files

A choice that is only l l
available for certain roles O O O

Items shown elsewhere

Text file ‘ Recording Files

o/ BLO0

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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Login Group File Summary
£ I
wWe L \PI & W
Clase Admin R!CGI"diﬂg \'.'hivggc;m Multimedia
Login Group:
Quota (Mb): 100 File Count: 1162 Used (Mb) 11,967.93 Used (%): 11,967.93 Free (%): 0.00
Administrators: 62 File Count: 1153 Used (Mb) 11.966.40 Used (36): 11,966.40
Supervisors: 10 File Count: ] Used (Mb) 1.53 Used (3): 1.53
<RECORDING FILES> File Count: 1127 Used (Mb): 11,823.68 Largest (Kb): 439,106.42 Smallest (Kb): 2.54
Downloads: 2759 (Total Downloads)
<MULTI MEDIA FILES=> File Count: 15 Used (Mb): 63.62 Largest (Kb): 25,630.88 Smallest (Kb): 12.42
Downloads: 110 (Total Downloads)
<WHITEBOARD/PLAN FILES> File Count: 20 Used (Mb): 20.63 Largest (Kb): 49,835.74 Smallest (Kb): 2.46
Downloads: 166 (Total Downloads)
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 Administrators.
Used (%)
Administrators.
Supervisors
group.
File Count
Used (Mb)
the Supervisors.
Used (%)
Supervisors.
Recording Files File Count
Multimedia Files White-
board/Plan Files Used (Mb)
abytes).
Largest
(Kb) obytes).
Smallest
(Kb) kilobytes).
Downloads
been downloaded.
Where To Go From Here
You Can ... By Doing This ...

View information about Admin-
istrators

View information about Record-
ing files.

View information about Plan and
Whiteboard files.

View information about mul-
timedia files.

The total size of all files (in megabytes) for

The percentage of the quota used by the

The number of Supervisors in this login

Click the Admin button.

Click the Recording but-
ton.

Click the Plan/White-
board button.

Click the Multimedia
button.

The total number of files for the Supervisors.

The total size of all files (in megabytes) for

The percentage of the quota used by the

The number of files of this type.
The total size of this type of files (in meg-

The size of the largest file of this type (in kil-

The size of the smallest file of this type (in

The total number times files of this type have

Which Leads To This Screen

Administrators on the
facing page

Recording Files on page
333

Whiteboard/Plan Files
on page 316
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How To Get Here

o 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.

Administrators

2 EQ 1% 1 of 41 OO
Pravicus / All jvanc (62 itEITIS} Next||Last
Username Active || Used (%) Rec. Files || Mmx. Files | Elp/Wbd. Files || Rec. (Mb) || Mmx. (Mb) || Elp/Wbd. (Mt || Downloads
LR true 106.66 12 o 1 57.99 0.00 48.67 32
L ife e e true 0.00 o o o 0.00 0.00 0.00 o
LU - B ] true 0.00 o o o 0.00 0.00 0.00 o
Ams e true 0.00 o o o 0.00 0.00 0.00 o
L o mey 2 true 8.04 9 4 1 5.36 2.68 0.00 257
B ] true 16.17 1 o o 16.17 0.00 0.00 7
[l true 0.00 o o o 0.00 0.00 0.00 o
= false 53.06 5 o o 53.06 0.00 0.00 11
= true 0.00 o o o 0.00 0.00 0.00 o
e true 108.70 140 5 7 53.62 31.94 23.14 370
I =" true 23.47 1 o o 23.47 0.00 0.00 1
r true 0.00 o o o 0.00 0.00 0.00 o
T false 18.66 4 o o 18.66 0.00 0.00 7
5k true .72 3 v] o 5.72 0.00 0.00 5
I false S81.68 160 o o S81.68 0.00 0.00 668
true 450.63 13 o o 450.63 0.00 0.00 175
I [eag=a_0 true 0.00 o o o 0.00 0.00 0.00 o
A false 0.00 o o o 0.00 0.00 0.00 o
Item Description
Username | The Administrator's username.
Active Whether the user is active or not.
(Managers can deactivate users by deselecting the May 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.
Mmzx. Files | The number of Multimedia files owned by this user.
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Item Description

Elp/Wbd. | The number of Plan/Whiteboard files owned by this user.
Files

Rec. (Mb) | The size of the Recording files owned by this user.
Mmzx. (Mb) | The size of the Multimedia files owned by this user.

Elp/Wbd. | The size of the Plan/Whiteboard files owned by this user.
(Mb)

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

Which Leads To This

You Can ... By Doing This ...
ou Can y Doing This Screen ..

View details about all the files used by a Click the Advanced | Administrator File
given Administrator. button. 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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Administrator File Summary

=

Previous Su‘p;r;'i;or \-;n‘?,'gé‘cém Multimediz

Administrator: A,

Quota (Mb): 100Mb File Count: 0 Used (Mb) 0.00 Used (3): 0.00

Supervisors: 1 File Count: 5 Used (Mb) 0.57 Used (%) 0.57

<RECORDING FILES> File Count: 0 Used (Mb): 0.00 Largest (Kb): 0.00 Smallest (Kb): 0.00
Downloads: 0 (Total Downloads)

<MULTI MEDIA FILES=> File Count: 3 Used (Mb): 0.06 Largest (Kb): 19.71 Smallest (Kb): 19.71
Downloads: 0 (Total Downloads)

<WHITEBOARD/PLAN FILES> File Count: 2 Used (Mb): 0.51 Largest (Kb): 262.39 Smallest (Kb): 262.38
Downloads: 0 (Total Downloads)

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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Where To Go From Here

Item

Used (Mb)

Used (%)

Recording Files
Multimedia Files White-
board/Plan Files

You Can ...

File Count

Used (Mb)

Largest
(Kb)

Smallest

(Kb)

Downloads

View information about all the files

used by specific Supervisors.

View information about recording

files.

View information about Plan and

Whiteboard files.

View information about multimedia

files.

How To Get Here

Description

The total size of all files (in megabytes) for

the Supervisor.

The percentage of the quota used by the

Supervisor.

The number of files of this type.

The total size of this type of files.

The size of the largest file of this type.

The size of the smallest file of this type.

been downloaded.

By Doing This ...
Click the Supervisor
button.

Click the Recording
button.

Click the Plan/White-
board button.

Click the Multimedia
button.

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.

The total number times files of this type have

Which Leads To This
Screen ...

Supervisors on the fac-
ing page

Recording Files on
page 333

Whiteboard/Plan
Files on page 316

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.

2600 i -t B
previous ||soryriner]| A o (1 items)
Username m::clive D_LJ:EC] (%) - Rec. Files ngx. Files 2WI::N:I. Files Di&;(. (Mb) :U?XI (Mb) D‘-_‘I"S'[lld. (Mb) DDownloads
Item Description
Username | The Supervisor's username.
Active Whether the user is active or not.
(Managers can deactivate users by deselecting the May 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.
Mmzx. Files | The number of Multimedia files owned by this user.
Whd. Files | The number of Plan/Whiteboard files owned by this user.
Rec. (Mb) | The size of the Recording files owned by this user.
Mmzx. (Mb) | The size of the Multimedia files owned by this user.

Whbd. (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 ...

View information about the files for a spe-
cific Supervisor.

How To Get Here

1. Click the Files link on the Utilities Page.

2. If you are the Manager:

By Doing This ...

1. Select a row.

2. Click the
Advanced but-
ton.

a. On the Login Group File Summary screen, click Admin.

Which Leads To
This Screen ...

Supervisor File
Summary

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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Supervisor File Summary

b || B

<WHITEBOARD/PLAN FILES> File Count:

Downloads:

Used (Mb):

0.51 Largest (Kb): 262.39 Smallest (Kb): 262.38

Pravicus \'.'thIgSc{;m Multimadia
Supervisor: &5 a1
Quota (Mb): 100Mb File Count: 5 Used (Mb) 0.57 Used (%): 0.57
<RECORDING FILES> File Count: 0 Used (Mb): 0.00 Largest (Kb): 0.00 Smallest (Kb): 0.00
Downloads: 0 (Total Downloads)
<MULTI MEDIA FILES=> File Count: 3 Used (Mb): 0.06 Largest (Kb): 19.71 Smallest (Kb): 19.71
Downloads: 0 (Total Downloads)
2
o

(Total Downloads)

Access

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

Information On This Screen

Item
Supervisor

Quota (Mb)

File Count
Used (Mb)
Used (%)

Recording Files
Multimedia Files White-
board/Plan Files

File Count
Used (Mb)

Largest
(Kb)

Smallest

(Kb)

Downloads

Description
The name of the Supervisor.

The total disk quota available for this Super-
visor (in megabytes).

The total number of files.

The total size of all files (in megabytes).
The percentage of the quota used.

The number of files of this type.

The total size of this type of files.

The size of the largest file of this type.

The size of the smallest file of this type.

The total number times files of this type
have been downloaded.

Files
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Where To Go From Here

Which Leads To This

Y By Doing This ...
ou Can by [RAe ) TS Screen ....

View information about recording | Click the Recording but- | Recording Files on

files. ton. page 333
View information about Plan and | Click the Plan/White- Whiteboard/Plan
Whiteboard files. board button. Files below

View information about multimedia | Click the Multimedia but-
files. ton.

How To Get Here

If You Are The Manager

1. Click the Files link on the Utilities Page.
On the Login Group File Summary screen, click Admin.
On the Administrators screen, select an Administrator and click Advanced.

On the Administrator File Summary screen, click Supervisor.

AR S S

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
o 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.

Whiteboard /Plan Files
Previcus Al Tita (20 items) Nt | Last
Owner:
File Name Created Size (MB) | Courses || Drop Ins || Meeting File Name:
T whd 2009-07-22 08:08 AM | 0.0049 o o o Created:
acidbases.wbd 2008-09-12 12:33 AM | 1.1236 o o o
anniversary50.wbd 2009-07-04 11:43 AM [ 3.2959 0 0 1 Size (MB):
comerofficewhiteboard.wbd 2011-09-29 10:27 AM | 0.5318 0 0 0 Description:
deadman.elp 2009-05-15 01:10 PM | 48.6677 o o o
elluminateplanvl_Dalphakickoffmeeting.wb | 2008-01-29 09:26 AM | 1.3234 1] v] v]
gregscffice.wbd 2010-04-16 10:25 AM | 0.1225 1] v] v]
israeli_test_file.elpx 2010-08-25 08:40 AM | 2.8778 1] o o
israeli_test_file.elpx 2010-08-31 10:57 AM | 4.0114 o o o
Jjamesbonds.wbp 2009-11-05 01:42 PM | 7.9982 o o 2
lessonl.wbd 2012-05-07 08:42 AM | 0.2562 o o o
lesson2.whd 2012-05-07 08:42 AM | 0.2562 o 2 1
march_cjug.wbd 2009-03-11 07:37 AM | 1.71%6 1] o o
picardgaslide.wbd 2010-01-21 03:53 PM | 0.0468 o o o
presentation.whbd 2006-01-20 02:50 PM | 0.0024 1] v] 1
protected.wbp 2010-06-02 09:38 AM | 7.9982 o o 4
scrumafscrumsivl).wbd 2011-12-09 02:49 PM | 0.0573 o 0 1
testwhiteboard.wbd 2008-09-12 12:37 AM | 0.0059 o o o

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

View infor- 1. Select a row. Course Sessions on page 357

mation about 2. Click the Course but-
the Courses ton

that use a file.

/ Note: This button

- is only available if
you reached this
screen from the
Login Group File
Summary or
Administrator File
Summary screen.

View infor- 1. Select a row. Drop In Sessions on page 359
mation about 2. Click the Drop In but-
the Drop Ins ton

that use a file.

/ 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.
View infor- 1. Select a row. Meeting Sessions on page 361
mation about 2. Click the Meeting but-
the Meetings t
; on.
that use a file.
View infor- 1. Select a row. Whiteboard/Plan Downloads on page
mation about 2. Click the Downloads | 329
the downloads b
N utton.
of a file.
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You Can ... By Doing This ... Which Leads To This Screen ...

Export infor- 1. Deselect all rows. Export Whiteboard/Plan File on page
mathn toa 2. Click the Export Data 330

text file. button.

Note: This

gives you

more infor-

mation than is
visible on this
screen.

How To Get Here
Click the Plan/Whiteboard button on any of the following screens:

e Login Group File Summary on page 306 (Available to the Manager only.)

e Administrator File Summary on page 310 (Available to the Manager and Administrators

only.)

o 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.

Files
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3) Via the Supervisor File Summary screen

If You Are The Manager

1.

AN L R

Click the Files link on the Utilities Page.

On the Login Group File Summary screen, click Admin.

On the Administrators screen, select an Administrator and click Advanced.

On the Administrator File Summary screen, click Supervisor.
On the Supervisors screen, select a Supervisor and click Advanced.

On the Supervisor File Summary screen, click Plan/Whiteboard.

If You Are An Administrator

1.
2.
3.
4.

Click the Files link on the Utilities Page.
On the Administrator File Summary screen, click Supervisor.
On the Supervisors screen, select a Supervisor and click Advanced.

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

o Whiteboard/Plan Files in the Courses, Drop Ins, and Meetings sections
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Whiteboard/Plan Files Flowchart

Whiteboard/Plan Files

CONCD

. . - - Whiteboard/Plan Export Whiteboard/
Course Sessions Dropln Sessions Meeting Sessions Download(s) Plan File
Expaort Expaort
Legend Summary Details
Screen
C) Button, link, or tab - -
Sort/Filter step

_ A choice that is only
available for certain roles

@ Items shown elsewhere

Course Sessions

This screen shows information about the Course sessions that use the file specified on the Mul-
timedia Files screen or the Whiteboard/Plan Files screen.

Files 323



Blackboard D

Course Sessions

Al
z_--l x 1 of |§

Previous | [Sort/Filter All None Delate First|| Prav ( 1items)

Course Template Course Instance Session Type Start Time End Time
CHEM 101 FALL 2012 NONE 2012-12-31 01:00 PM 2012-12-31 04:00 PM

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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, select a file and click Course.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

o Course Sessions in the Courses section

Drop In Sessions

This screen shows information about the Drop In sessions that use the file specified on the Mul-
timedia Files screen or Whiteboard/Plan Files screen.
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A ¢ 1 of 1
Pravicus All [ 2 iterns)
Drop In Template Session Type Start Time End Time
PHYSICS 101 TUTORIAL MONE 2012-05-09 11:15 AM 2012-05-09 06:00 PM
PHYSICS 101 TUTORIAL MNONE 2012-05-10 09:00 AM 2012-05-10 06:00 PM
Information On This Screen
Item Description
Drop In Tem- The name of the Drop In template.
plate
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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, click Drop In.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

Access

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

See Also

e Drop In Sessions in the Drop Ins section.

Meeting Sessions

This screen shows information about the Meeting sessions that use the file specified on the Mul-
timedia Files screen or Whiteboard/Plan Files screen.
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Meeting Sessions

AL of
3 |z __I x 1 : 1
Previous ||5ort/Filter| All Maone Delate First|| Prev ( 2 ItEmS)
| Meeting Session Session Type Start Time | End Time
| |BUDGET MEETING NONE 2012-05-04 02:30 PM 2012-05-04 03:30 PM
| |MASTERING TESTING - ASTQB PREP - WEEK 4 MASTERING TESTING - ASTQE PREP 2008-12-23 08:00 PM 2008-12-23 09:00 PM
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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia Files screen, select a file and click Meeting.

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:

e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-

istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, select a file and click Meeting.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

e Meeting Sessions in the Meetings section.

Whiteboard/Plan Downloads

This screen shows information about downloads of the file specified on the Whiteboard/Plan

Files screen.

Whiteboard /Plan Download(s)
[ 1 of 1
Pravicus ( 11 items}
Requested Accessed Delay IP Address Room Name Attendee

2009-11-20 02:28 PV| 2009-11-20 02:28 PN| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 6
2009-11-25 05:56 PM| 2009-11-25 05:56 PNM| 000:00:00 216.220.49.214 | MIKE'S VIRTUAL OFFICE 1
2009-12-03 09:55 PM| 2009-12-03 09:55 PM| 000:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 2
2010-01-24 07:36 PN| 2010-01-24 07:36 PN| D00:00:00 74.200.25.235 MIKE'S VIRTUAL OFFICE 1
2010-03-05 02:31 PV| 2010-03-05 02:31 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-03-08 08:38 Pv| 2010-03-08 08:38 PN| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-03-17 12:25 PN| 2010-03-17 12:25 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-05 04:55 AM| 2010-05-05 04:55 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-05-07 08:51 AM| 2010-05-07 0B:51 Ah| 000:00:00 55.110.166.168 | MIKE'S VIRTUAL OFFICE 2
2010-05-08 10:10 Pv| 2010-05-08 10:10 PN| D00:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 1
2010-06-04 10:02 Ah| 2010-06-04 10:02 Ah| 000:00:00 65.110.166.168 | MIKE'S VIRTUAL OFFICE 2

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:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/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

o Whiteboard/Plan Downloads in the Courses, Drop Ins, and Meetings 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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Export Whiteboard/Plan File

1 of 1

Pravicus All [ 2 iterns)
File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads

lessonl.whbd 2012-05-07 08:42 A} 0.2562 o 0 o o o ¥

lessonZ.wbd 2012-05-07 08:42 At| 0.2562 o o o o o o

Access

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

Information On This Screen

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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 The owner of the file.
Name
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:
e Login Group File Summary on page 306. (Available to the Manager only.)

e Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/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

o Export Whiteboard/Plan File in the Courses, Drop Ins, and Meetings sections

Recording Files

This screen shows information about recordings of Courses, Drop Ins, and Meetings.

Previgus

i)

1 of g3
(1134 items)

o

Next]

Q@

Last

File Name | Size (MB) | Created Room Mame | Altende(| Download:
|| 2006-02-22.2107.M.23B082E | 0.000 2006-02-22 09:10 PM | TEST 6.5 ACADEMIC |1 58
|| 2006-02-26.0051.C.9347E572| 0.0104 2006-02-26 12:54 AM | TESTCOURSE 1 1
|| 2006-03-30.2259.M.1843060 | 0.0021 2006-03-30 11:02 PM | TEST SESSION 1 o
|| 2006-04-08.1412.M.6DEC4E6 | 0.0088 2006-04-08 01:15 PM | RECORDING NOTIFIC | 1 1
|| 2006-04-08.1417.M.3D67732 | 0.000 2006-04-08 01:20 PM | REC NOTIFICATICN T 1 1
|| 2006-05-01.1158.M.4C94388 | 0.0388 2006-05-01 11:01 AM | MIKE'S VIRTUAL OFFI | 1 1
|| 2006-05-04.0018.M.593E397!| 0.0087 2006-05-03 11:21 PM | MAY 3-4 SA5 2.0 5M | 1 1
| | 2006-05-11.0037.M.2D7CE4F | D.0021 2006-05-10 11:39 PM | TEST SESSION 2 1 1
|| 2006-06-25.0113.M.9668088 | 0.0088 2006-06-25 12:16 AM | SAS 2.2 TEST SESSIOF| 1 3
|| 2006-07-09.0020.M.4592F38 | 0.0116 2006-07-08 11:23 PM | SA5 2.3 TEST SESSI0H| 1 1
|| 2006-07-09.0023.m.213483C | 0.0205 2006-07-08 11:27 PM | S5AS 2.3 TEST SESSIOF| 1 1
|| 2006-07-13.0018.M.FD49163 | 0.0107 2006-07-12 11:21 PM | 2.3.1 TEST SESSION 1| 1 11
|| 2006-07-13.0023.M.5E17C5E: | 0.0103 2006-07-12 11:27 PM | 2.3.1 TEST SESSION 2| 1 1
|| 2006-08-13.0025.M.93B5E32¢| 0.0151 2006-08-12 11:28 PM | 2.3.3 TEST SESSION |1 2
|| 2006-11-05.0045.M.2BCB11A | 0.0088 2006-11-05 12:49 AM | RECORDING TEST 5E%| 1 4
|| 2006-11-16.0239.M.0203845 | 0.0085 2006-11-16 02:42 AM | SMOKE THAT! 1 4
|| 2006-11-16.0239.M.36 1640E | 0.009 2006-11-16 02:42 AM | TEST SESSION 99 1 2
|| 2006-11-16.0239.M.72C06A0 | 0.0088 2006-11-16 02:42 AM | SMOKE THIS! 1 3

Owner:

Room Name:

Session Type:

Version:
File Name:
Created:
Size (MB):
Description:
Link:

File Access:

Options:

Enable Recording Viewer Detai

/ 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

File Name
Created
Size (MB)

Attendees

Downloads
Owner

Room
Name

Session
Type
Version
Link

File Access

Enable
Recording
Viewer
Details

Description

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of people who attended the Course, Drop In, or Meeting
where this recording was made.

The number of times the recording has been downloaded.
The owner of the recording,

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

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

The version of web conferencing that was used to create the recording.
The URL to access the recording.
The access restrictions for the recording,

o Private — access to the recording is restricted to the session creator.

o 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.

o 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.

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).

An optional description of the recording.
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Where To Go From Here

YouCan ... By Doing This ... Which Leads To This Screen ...
View infor- 1. Select one or more rows. Room Attendees on page 338
mation 2. Click the Attendees button.
about the
attendees.
View infor- 1. Select one or more rows. Recording Downloads on page 348
mation 2. Click the Downloads button.
about the
downloads.
Export infor- 1. Deselect all rows. Export Recording File on page 350
mathn toa 2. Click the Export Data but-
text file. ¢
on.
Note: This
gives you
more infor-

mation than
is visible on
this screen.

See the Recording Files Flowchart on page 337.

How To Get Here

Click the Recording button on any of the following screens:

o Login Group File Summary on page 306 (Available to the Manager only.)

o Administrator File Summary on page 310 (Available to the Manager and Administrators
only.)

e 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.

On the Login Group File Summary screen, click Admin.

On the Administrators screen, select an Administrator and click Advanced.
On the Administrator File Summary screen, click Supervisor.

On the Supervisors screen, select a Supervisor and click Advanced.

AN A

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
e Drop Ins on page 177
e Meetings on page 245

o Courses on page 93
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Recording Files Flowchart

¥

Recording Files

Attendees Downloads

l Recording '
Room Attendees Download(s)

Export Recording File

Advanced Map E Log | SE;'?:]}QW

Advanced Attendee
I Information ' I map ' Attendee Log - -

Button, link, or tab

Sort/Filter step

Text file

A choice that is only

available for certain roles

Items shown elsewhere
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Room Attendees

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

lé% & 1 of 1

Previcus ||Sert/Filter| All ; [ 1 iterns)

Attendee First Join Last Leave Active Logs
2012-05-08 03:53:41 PM 2012-05-08 03:54:56 PM 000:01:14 1

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

YouCan ... By Doing This ... Which Leads To This Screen ...
View more information about an 1. Select arow. | Advanced Attendee Infor-
attendee. 5. Click the mation on next page

Advanced

button.
View a map of an attendee's loca- 1. Select arow. |Attendee Map on page 343
tion. 2. Click the

Map button.
View information about an 1. Select arow. | Attendee Log on page 346
attendee's attendance. 2. Click the Log

button.

How To Get Here

1) Via Courses

AN LI S

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

1.

2.

Click the Drop Ins link on the Utilities Page.

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 the Meetings link on the Utilities Page.

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

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

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

See the Meetings 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:
o Login Group File Summary
o Administrator File Summary
o 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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Advanced Attendee Information

Pravicus

Session Name:

Attendee Name:

IP Address:

Country: CANADA

Prov/State: ALBERTA

City /Town: COCHRANE

ISP: SHAW COMMUNICATIONS INC
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

N ok

Click the Courses link on the Utilities Page.

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

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

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

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

2.

Click the Courses link on the Utilities Page.

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

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

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 Map.

See the Courses Flowchart on page 96.

2) Via Drop Ins

AN LI S

Click the Drop Ins link on the Utilities Page.

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

On the Drop In Templates screen, select a template and click Session.
On the Drop In Sessions screen, select a session and click Rooms.
On the Rooms screen, select a room and click Attendees.

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1.

2.

Click the Meetings link on the Utilities Page.

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

On the Meeting 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 Map.

See the Meetings Flowchart on page 246.

4) Via the Recording Files screen

1.

2.

3.

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

e Login Group File Summary
o Administrator File Summary
¢ Supervisor File Summary
For details, see Recording Files on page 333.
On the Recording Files screen, select a recording and click Attendees.

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

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.

Attendee Log

1 of 1
(1 items)

Pravicus

Joined Left Active
2012-05-08 04:03:46 PM 2012-05-08 04:04:23 PM 000:00:37

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.

On the Course Templates screen, select a template and click Instance.
On the Course Instances screen, select an instance and click Session.
On the Course Sessions screen, select a session and click Rooms.

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

N ok

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.

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

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

AN

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

See the Drop Ins Flowchart on page 178.

3) Via Meetings

1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.

Recording Download(s)

1 of 1
(1items)

Pravicus

Requested Accessed Delay IP Address Viewer Name Viewer Email Room Name Altendees
2012-05-09 11:49 A}| 2012-05-09 11:49 A} | D00:00:00 £8.147.134.189 PHYSICS 101 1
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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.

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

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

AN

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.

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

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

o b

On the Recording screen, click Downloads.

See the Drop Ins Flowchart on page 178.

3) Via Meetings
1. Click the Meetings link on the Utilities Page.

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

3. On the Meeting 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 the Meetings 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:
e Login Group File Summary
e Administrator File Summary
o 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.
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Export Recording File
O |;iC Q 58 of 63 |C)l0)
Pr!\:}uus All First|| Prev [ 1128 items} Next||Last
Room Name File Name Created Size (MB) Attendees Reguests Downloads
LR L 2011-11-18.1309.M.FA34627ESFDCB1BEGCFIAS4,| 2011-11-18 05:02 PM 12.5701 7 2 2
A (B 2011-11-28.0649.M.FA34627ESFDCE 1BEGCFIAS44 | 2011-11-28 07:05 AM 25.9021 1 4 4
LU e B = 2011-11-29.0748.M.FA34627ESFDCE1BEGCFOA94: ( 2011-11-29 09:36 AM 20.1579 9 2 2
L, LSl 2012-02-29.1154.M.FA34627ESFDCE 1BEGCFOAS4: ( 2012-02-29 01:16 PM 11.7873 7 o o
L o mmg 2 2012-03-03.1123.M.FA34627ESFDCE1BEGCFOA94: ( 2012-03-03 12:35 PM 7.0502 3 o o
B ] 2012-03-19.1439.M.FA34627ESFDCE 1BEGCFIA94| 2012-03-19 03:09 PM 0.0309 3 o 1]
[l 2012-04-21.1137.M.FA34627ESFDCB1BEGCFOAS4: ( 2012-04-21 12:32 PM 109.3336 3 o o
=Ry “af. [ LR = Nm 2010-11-22.1026.M.43024FCCE53E31954D00960( 2010-11-22 03:56 PM 48.9632 28 19 15
- L e e 2009-07-16.1458.M.7D74F5581CB55AD5595E0B1 | 2009-07-16 04:55 PM 26.9428 3 6 5
- i 1 2010-07-23.0939.M.ABCE7D0ADS0B23F3COCRO7E| 2010-07-23 10:48 AM 1.8876 3 o 1]
B rAEEEE YL ki 2008-09-26.1454 M.FAF1D27 120FFCBOABICEIDAT| 2008-09-26 03:33 PM 3.8355 3 o o
B e i J 2008-10-02.1520.M.F4F1D27120FFCBOABICESQAT( 2008-10-02 04:25 PM 3.1884 4 o o
LI = = = 2008-10-03.1304.M.FAF1D27120FFCBOABICESQAT( 2008-10-03 01:47 PM 2.4333 4 o o
[ = | 2009-06-25.0912.M.12C7355655E429157DFB56A | 2009-06-25 11:29 AM 54.65 5 33 25
ol g "] 2011-09-14.0950.M.EAEECOFEEEEFBDDCDBDDSEA | 2011-09-14 10:37 AM 5.6808 35 5 4
SRR 2011-09-14.1205.M.EAEECOFEEEEFEDDCDEDDSEA | 2011-09-14 12:09 PM 0.0174 1 o o
] = 2007-09-09.0628.M.B450EF6513726075B580828F 2007-09-09 06:31 AM 0.0143 2 1 1
2007-09-09.0644.M.B450EF6513726075B580828F 2007-09-09 06:46 AM 0.0138 1 2 2
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 The owner of the recording.
Name

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 The name of the user who viewed the recording,.

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

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

Email 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.

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

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

AN LI S

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 the Meetings link on the Utilities Page.

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

3. On the Meeting 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 the Meetings 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:
e Login Group File Summary
o Administrator File Summary
¢ 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:

o« MPEG files: .mpeg, .mpg, .mpe, .m4v, .mp4
e QuickTime files: .mov, . gt

o Windows Media files: . wmv

o Flash files: . swf

o Audio files: .mp3

/ Note: This screen varies slightly depending how you arrive at it.

MultiMedia Files

O ||z el Nl x|y =2 B "t
Previous | |Sort/Filter| | Al MNone Replace Edit Delete Course || Drop In || Mesting || Toads Tiata {15 iterns) Las
I Owiner: |
E E { ! iz File Marne: |
Co-Don-Trong-Giac-hdo.mp2 2009-12-05 10:41 P 23.90322 a o 1
amazingsave.mpg 2005-01-20 02:42 P 08209 a o o et I
flabbyfish1.awf 2006-01-20 02:48 AM  [[0.0224 0 0 2 Size (MB): I
lesson1.mp3 2012-05-07 00:04 AW ||0.0193 i} 1 1 Description: |
lesson2. mp3 2012-05-07 00:05 Ap 00193 a 1 1
lesson3. mp3 2012-05-07 00:05 Ap 00193 a H 1
paultracy-raceline-20020529. mp3 2008-07-09 03:42 P 3.2521 a o o
redneditubing.mpeg 2005-04-18 07 13 A 1.7221 a o o
sre-zip.mp3 2000-12-05 10:57 PM [0.01241 a i 1
test_mm_upload.mp3 2010-08-31 10:05 AM  |[6.7376 a i i
test_mm_upload.mp3 2011-07-20 02:22 PM  |[6.7376 a [ [
test_mm_upload2.mp3 2010-08-31 10:14 AM 76044 a i i
test_mm_upload2.mp3 2010-08-31 10:18 AM  |[7.5044 a i i
unknittingmouse1a.anf 2005-01-20 02:51 Al 0115 a o 2
waildlife s 2000-12-028 04:11 PM  [|25.0202 a i i
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.
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Were To Go From Here

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

View information about the 1. Select a row. Course Sessions on the
Courses using a file. 5. Click the Course facing page

button.
View information about the Drop 1. Select a row. Drop In Sessions on page
Ins using a file. 2. Click the Drop 359

In button.
View information about the Meet- 1. Select a row. Meeting Sessions on page
ings using a file. 5. Click the Meet- | 361

ing button.
View information about the 1. Select a row. Multimedia Downloads

Courses using a file. 5. Click the Down- | ©% bage 363

loads button.

Export information to a text file. 1. Deselect all rows. | Export Multimedia File
2. Click the Export | ° Pas¢ 364
Data button.

How To Get Here

Click the Multimedia button on any of the following screens:

o Login Group File Summary on page 306 (Available to the Manager only.)

e Administrator File Summary on page 310 (Available to the Manager and Administrators
only.)

o Supervisor File Summary on page 314 (Available to the Manager, Administrators, and
Supervisors.)

See the Files Flowchart on page 306.

See Also

o Whiteboard/Plan Files in the Courses, Drop Ins, and Meetings sections
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Multimedia Files Flowchart

Course

Muliimedia Files

Downloads

s ; q . MultiMedia Export MultiMedia
Course Sessions Dropln Sessions Meeting Sessions Downloadis) File
Export Export
Legend Summary Details
Screen

&

Button, link, or tab

Sort/Filter step

Text file

A choice that is only
available for certain roles

Items shown elsewhere

Course Sessions

This screen shows information about the Course sessions that use the file specified on the Mul-

timedia Files screen or the Whiteboard/Plan Files screen.

=2 B

Files
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Course Sessions

Al
z_--l x 1 of |§

Previous | [Sort/Filter All None Delate First|| Prav ( 1items)

Course Template Course Instance Session Type Start Time End Time
CHEM 101 FALL 2012 NONE 2012-12-31 01:00 PM 2012-12-31 04:00 PM

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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, select a file and click Course.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

o Course Sessions in the Courses section

Drop In Sessions

This screen shows information about the Drop In sessions that use the file specified on the Mul-
timedia Files screen or Whiteboard/Plan Files screen.
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A ¢ 1 of 1
Pravicus All [ 2 iterns)
Drop In Template Session Type Start Time End Time
PHYSICS 101 TUTORIAL MONE 2012-05-09 11:15 AM 2012-05-09 06:00 PM
PHYSICS 101 TUTORIAL MNONE 2012-05-10 09:00 AM 2012-05-10 06:00 PM
Information On This Screen
Item Description
Drop In Tem- The name of the Drop In template.
plate
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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, click Drop In.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

Access

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

See Also

e Drop In Sessions in the Drop Ins section.

Meeting Sessions

This screen shows information about the Meeting sessions that use the file specified on the Mul-
timedia Files screen or Whiteboard/Plan Files screen.
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Meeting Sessions

AL of
3 |z __I x 1 : 1
Previous ||5ort/Filter| All Maone Delate First|| Prev ( 2 ItEmS)
| Meeting Session Session Type Start Time | End Time
| |BUDGET MEETING NONE 2012-05-04 02:30 PM 2012-05-04 03:30 PM
| |MASTERING TESTING - ASTQB PREP - WEEK 4 MASTERING TESTING - ASTQE PREP 2008-12-23 08:00 PM 2008-12-23 09:00 PM
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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia Files screen, select a file and click Meeting.

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:

e Login Group File Summary on page 306. (Available to the Manager only.)

o Administrator File Summary on page 310. (Available to the Manager and Admin-

istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Whiteboard/Plan Files screen, select a file and click Meeting.

See the Files Flowchart on page 306 and the Whiteboard/Plan Files Flowchart on page 323.

See Also

e Meeting Sessions in the Meetings section.

Multimedia Downloads

This screen shows information about downloads of the file specified on the Multimedia Files

screen.

Previgus [ [Sort/Filter|

MultiMedia Download(s)

1 of 1
(1items)

Requested

Accessed

Delay

IP Address

Room Name

Artendee

2012-05-09 11:03 Ah

2012-05-09 11:03 Ah

000:00:00

74.200.25.234

PHYSICS 101 TUTORIAL

1
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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 the Multimedia button on any of the following screens:
o Login Group File Summary on page 306. (Available to the Manager only.)

e Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

e Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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

e Multimedia Download(s) in the Courses, Drop Ins, and Meetings sections

Export Multimedia File

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

1 of 1
Pravicus All [ 3 items)

File Name Created Size (MB) Courses Drop Ins Meetings Defaults APls Downloads
lessonl.mp3 2012-05-07 09:04 A}| 0.0183 o 0 o o o ¥
lesson2.mp3 2012-05-07 09:05 At| 0.01%3 o o o o o o
lesson3.mp3 2012-05-07 09:05 At( 0.0153 o o o o o ]

Access

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

Information On This Screen

Item

File Name
Created
Size (MB)
Courses
Drop Ins
Meetings
Defaults

APIs

Downloads

Description

The name of the file.

The date and time that the file was created.
The size of the file.

The number of Courses using this file.

The number of Drop Ins using this file.
The number of Meetings using this file.

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

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

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 The owner of the file.
Name
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 the Multimedia button on any of the following screens:
e Login Group File Summary on page 306. (Available to the Manager only.)

e Administrator File Summary on page 310. (Available to the Manager and Admin-
istrators only.)

o Supervisor File Summary on page 314. (Available to the Manager, Administrators,
and Supervisors.)

2. On the Multimedia 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

o Export Multimedia File in the Courses, Drop Ins, and Meetings sections
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Chapter 12
—_

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

o Click the Contacts link on the Utilities Page

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

Where This Leads

« If you are the Manager, the Contacts link opens the Administrators/Supervisors screen.

o If you are an Administrator or Supervisor, the Contacts link opens the Contacts.
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Contacts Flowchart

Utilities Page

Contacts link

Manager

/ Administrators,
Supervisors

Administrator/
Supenvisor Sort/Filter

e

Administrators/
Supervisors

e

Contacts Button, link, or tab

Sort/Filter step

Contacts
Text file

A choice that is only
available for certain roles

Administrators/Supervisors

This screen shows information about the number of Contacts for Administrators and Super-
visors.
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Administrators/Supervisors

[T =) 1 of § ol
Close ol [contaces First|| Prev (?'4 items} Next|| Last
‘
ADMINISTRATOR false o
ADMINISTRATOR false — 3 ]
ADMINISTRATOR false i o
ADMINISTRATOR false o
ADMINISTRATOR false 1 [ | o
ADMINISTRATOR false o
ADMINISTRATOR false o
ADMINISTRATCOR false o
ADMINISTRATOR false o
ADMINISTRATOR false o
ADMINISTRATOR false L o
ADMINISTRATOR false o
ADMINISTRATOR false L E ]
ADMINISTRATOR false [ | F L o o
ADMINISTRATOR false o
ADMINISTRATOR false 2
ADMINISTRATOR false (HOOPRDDRR® 444 s | 3
T T
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 the May log in to SAS
checkbox on the User Profile Information screen.)

Username | The user's username.
Last name | The user's last name.

First The user's first name.
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 1. Select an Admin- | Contacts below
or Supervisor's Contacts. istrator or Super-
Visor.

2. Click the Con-
tacts button.

How To Get Here
o 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.

)| y % [ 1 of A
Previous Surt.-'FiIte;' All None Mew Edit Delets ‘ﬁg‘l’lé:g First|| Prev ( 2 items}
*Title:
First Mame:
LastMName:

* Email Address:

Time Zone:

* Display Name:

Description:

Country:

State:
CityTown:

Phone:
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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
e Click the Contacts link on the Utilities Page.

See the Contacts Flowchart on page 370.
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Chapter 13
S

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".

=R g [o~] ] 1 o1
& - A
Close J Al New i (5 items)
* Session Type:
Session Type | Default | Courses | Dropins | Meetings | Rooms * Description: View/Edit
— ! L
DEMONSTRATION false b} b} 4 [
|| MeeTING false 0 1 37 1016
|| monE true 12 16 379 4687
|| session false 0 1 3 122
| [ vrooM false [} 1 1 34
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/ 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

Which Leads To

You Can ... By Doing This ... This Screen ...
View which Courses use a session type. 1. Select a Change
TOW. Course
Note: This option is only available if you 2. Click the I flstance Ses-
- are a Manager or Administrator. Course ston Type on
button. next page
View which Drop Ins use a session type. 1. Select a Change Drop
row. In Template
/ Note: This option is only available if you 2. Click the | Session Type
- are a Manager or Administrator. Drop In | 01 Page 380
button.
View which Meetings use a session type. 1. Select a Change Meet-
TOW. ing Session
2. Click the Type on page
Meeting 381
button.
View which rooms use a session type. 1. Selecta Change
row. Room Session

2. Clickthe | YyPeon page

Rooms 383
button.

How To Get Here

o 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

Course

SAS

v

Lhilities Page

'

Session Types
link

'

Session Types

e

& &)

\

Change Course Instance
Session Type

Change Drop In Template
Session Type

Change Meeting
Session Type

Change Room
Session Type

1 Jifs

Legend

Screen

Button, link, or tab

Sort/Filter step

Text file

A choice that is only
available for certain roles

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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Change Course Instance Session Type

Q y 1  of 1
Pravious All Mone Edit First|| Prev ( 18 items) L;
Session Type:
Adminis... Course Template Course Ins... Min L...
- ALCEBRA INSTANCE]L NONE NONE o
I TEST TEMPLATE TEST INSTANCE 2 NONE MNONE o
[ |i-= TEST TEMPLATE TESTING INSTANCE NONE MONE 1
[ o= TESTCOURSE INSTANCE 1 NONE MONE 7
[ = TESTCOURSE INSTANCE 2 NONE MONE 59
[ = TESTCOURSE INSTANCE 2010 NONE MNONE 26
B TESTCOURSE INSTANCE 2011 NONE MONE 37
[ i TESTCOURSE INSTANCE 2012 NONE MONE &
[ i=m TESTCOURSE TEST INSTANCE 15998 |NONE MONE 1
T TESTCOURSE TEST INSTANCE 13353 |NONE NONE 1
[ =& ASTRONOMY WINTER 2012 NONE MNONE 33
i = MARCH 08-2007 TEST MARCH 08 2007 NONE MONE 1
] 'm el BIOLOGCY 201 SUMMER NONE MONE 16
I 1Ir.aFe CHEM 101 FALL 2012 NONE MONE 40
[ | e PHYSICS 101 PHYSICS 101 - SUMMI[NONE NONE 86
[ |r=s r o PHYSICS 101 PHYSICS 101 - WINTEI [ MONE MONE o
[ =i = PHYSICS 101 LAB PHYSICS 101 LAE - FA [NONE MONE o
[ ey { | PHYSICS 101 LAB PHYSICS 101 LAE - WI[NONE MONE o
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.

A A ,‘1
et z [l
Pravigus | |Sart/Filter|

Change Drop In Template Session Type

¥

All MNona Edit

1 of 2 5)

( 19 items) Next

Last

Session Type:

Administ... | Drop In Template

- CPSC 211 LO1 NONE NONE 2
I CPSC 213 LO1 NONE NONE 2
] CPSC 300 LO1 NONE NONE 2
[ o= CPSC 302 LO1 NONE NONE 2
[ = ECOLLEGE TEST NONE NONE 1
[ = TEST 5A51314 NONE NONE 1
e LOMNG SESSION TEST NONE NONE 1
[ i TEST TEMPLATE NONE NONE 9
= VOFFICE NONE NONE 2
I JULY 28 07 NONE NONE 1
[ = MARCH 08-2007 TEST NONE NONE 1
i = DUSTIN'S OFFICE OF MAYHEM NONE NONE 2
] 'm el MANAGING CAMPAIGN LOAD ON SAS NONE NONE 1
[ |y ' TEST NONE NONE 1
I 1 PHU'S VOFFICE NONE NONE 1
[ |r=s r o VIRTUAL OFFICE NONE NONE o
[ |r=i = HELP DESK NONE NONE 120
[ |y { | NETWORK SUPPORT NONE NONE 120

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 what Meeting sessions use the session type that was specified on the Session
Types screen.
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Al
- z [l
Pravious | |Sort/Filter

Change Meeting Session Session Type

All

1 of 22
( 396 items)

©

Next]

Last

Administrator

Meeting Session

DEADMAN

Starts
2010-01-15 10:15 AM

2010-06-30 10:15 AM

SAS 3.1 API TEST SESSION 1

2007-11-05 09:15 PM

2007-11-06 03:15 AM

SAS 3.1 API TEST SESSION 1

2007-11-07 09:15 FM

2007-11-08 03:15 AM

SAS 3.1 API TEST SESSION 2

2007-11-15 12:45 AM

2007-12-01 12:45 AM

Session Type:

- ANOTHER TEST 2006-01-20 02:45 AM 2006-02-28 01:00 AM
[ == CHRIS'S TEST SESSION 01 2006-12-06 05:30 PM 2007-12-01 06:30 FM
[ e ELIVE 7.0 2006-04-18 09:15 AM 2006-06-30 01:30 AM
[ e JUST A TEST ... DELETE 2008-03-12 03:30 FM 2008-03-12 04:30 PM
[ ism KRISTANS V8 DEMO ROOM 2007-04-02 12:45 FM 2007-04-27 08:30 PM
[ |inm SAS 2.5 6.5 TEST MEETING 2006-11-15 01:15 AM 2006-11-15 02:15 AM
[ |iem SAS 4.5 DEMO 2009-12-22 11:15 AM 2009-12-22 06:00 FM
L = SPECIAL + CHARS 7 6.5 = 2006-12-14 12:30 AM 2006-12-31 12:00 PM
] 'n SPECIAL + CHARS? 7.0 = 2006-12-14 12:30 AM 2006-12-31 12:00 PM
[ |re e e TESTING + TRY THIS = 7 2006-04-27 06:45 AM 2006-12-31 12:45 AM
[ ]r=t e - WARD'S TEST MEETING 2006-01-20 01:15 AM 2006-11-30 01:30 AM
[ | s 'WARD'S TEST SESSION 01 2012-06-09 07:30 PM 2013-06-01 08:30 PM
[ = w = 'WARD'S TEST SESSION 02 2011-01-25 10:30 AM 2012-01-01 11:30 AM
[ | ri 'WILLARDS MEETING ROOM 2008-12-20 10:15 AM 2009-12-15 11:15 AM

Access

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

Information On This Screen

Item

Administrator

Meeting Session

Starts
Ends

Session Type

Description

The Administrator for the Meeting session.

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

The name of the Meeting session.

The start date and time of the session.

The end date and time of the session.

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 Meeting.

See the Session Types Flowchart on page 378.

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

Change Room Session Type

Previcus All MNone Edit

1 of 276
(4953 items)

Nexil

Last

Session Type:

Bl Administrator | Room Name | Opened | Closed

= MY VIRTUAL OFFICE 2008-02-04 02:18 PM | 2008-02-04 02:22 PM
HEC 8.5 DEPLOYMENT SMOKE TEST 2009-01-3109:34 PM |2009-01-31 09:37 PM
HEL 8.5 DEPLOYMENT SMOKE TEST 2009-03-08 10:04 AM | 2009-03-08 10:06 AM
HELG 9.1 5AS DEPLOYMENT SMOKE TEST 2009-01-3109:37 PM  |2009-01-31 09:48 PM
L 9.1 SAS DEPLOYMENT SMOKE TEST 2009-01-31 10:01 PM |2009-01-31 10:03 PM
[ Jam 9.1 S5L INT FRENCH 2009-01-3110:15 PM |2009-01-31 10:18 PM
[ Jizm MY VIRTUAL OFFICE 2009-02-03 09:57 AM | 2009-02-03 05:40 PM
| |inm MY VIRTUAL OFFICE 2009-02-12 10:41 AM | 2009-02-12 11:51 AM
[ Jinm MY VIRTUAL OFFICE 2009-02-25 10:07 AM | 2009-02-25 10:28 AM
[ Jiem ABDULLAH'S MEETING 2008-03-12 07:34 AM | 2008-03-12 10:43 AM
[ Jim ABDULLAH'S MEETING 2008-03-14 08:54 AM  |2008-03-14 11:12 AM
4 E ABDULLAH'S MEETING 2008-03-15 09:00 AM | 2008-03-15 09:23 AM
[ ] " ABDULLAH'S MEETING 2008-03-27 01:33 PM  |2008-03-27 02:24 PM
[ ]rmr e ABDULLAH'S MEETING 2008-03-27 02:26 PM | 2008-03-27 02:28 PM
[ ]#= e ABDULLAH'S MEETING 2008-03-27 0231 PM | 2008-03-27 03:14 PM
| [reawr ABDULLAH'S MEETING 2008-03-3107:53AM | 2008-03-31 10:05 AM
N ABDULLAH'S MEETING 2008-04-01 09:44 AM  |2008-04-01 12:20 PM
[ ]rmr e ABDULLAH'S MEETING 2008-04-02 07:56 AM || 2008-04-02 11:21 AM

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
Opened
Closed

Session Type
screen.)

The name of the room.

The date and time the room opened.

The date and time the room closed.

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

Session Types
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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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Chapter 14
S

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".

L felolala]zlole] ]

* Label Type:

Label Type Default | _Courses Drop ins_| Meetings

chair
*Chair  S/UC:
* chairs  P/LC;
*Chairs  P/UC:

* non-chair S/LC:

* Non-Chair S/UC:

* non-chairs P/LC:

* Non-Chairs P/UC:

* break out S/LC:

* Break Out S/UC

/ Note: This screen looks slightly different if you an Administrator or Super-
— Visor.
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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

session S/LC | The labels that will be shown in the UI for Courses, Drop Ins, and Meet-

Session S/UC ings that use this label type.

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

Description

e S — the singular form
e P —the plural form
e LC — the lowercase form

¢ UC - the uppercase form

Label Types
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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. 1. Selecta | Change Course Session
row. Label Type on the facing
Note: This option is only 2. Click the |P38¢
available if you are a Man- Course
ager or Administrator. button.
View which Drop Ins use a label type. 1. Selecta | Change Drop In Session
row. Label Type on page 391
Note: This option is only 2. Click the
- available if you are a Man- Drop In
ager or Administrator. button.
View which Meetings use a label type. 1. Selecta | Change Meeting Session
row. Label Type on page 392
2. Click the
Meeting
button.

How To Get Here

o 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

L)

Label Types link

Change Course Session Change Drop In Session Change Meeting Session
Label Type Label Type Label Type

Button, link. or tab

Sort/Filter step

Text file

A choice that is only
availLabel for certain roles

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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)
z i

5, X
Pravious | |Sort/Filter All

Change Course Session Label Type

1 of 18 5)

(314 items) ||new

Last

Label Type:

Administ... | Course Template Course Instance Session ...

n me ] TEST TEMPLATE TESTING INSTANCE NONE 2010-08-22
[ |6 e B TESTCOURSE INSTANCE 1 NONE 2006-02-26
[ o " TESTCOURSE INSTANCE 1 NONE 2006-02-27
[ e e = TESTCOURSE INSTANCE 1 NONE 2006-04-13
[ | s TESTCOURSE INSTANCE 1 NONE 2006-04-24
I B ] TESTCOURSE INSTANCE 1 NONE 2006-04-26
[ | m e, TESTCOURSE INSTANCE 1 NONE 2006-04-28
] = TESTCOURSE INSTANCE 1 NONE 2009-07-20
] = TESTCOURSE INSTANCE 2 NONE 2007-02-12
I e TESTCOURSE INSTANCE 2 NONE 2007-02-14
[ | m o TESTCOURSE INSTANCE 2 NONE 2007-02-16
] ] TESTCOURSE INSTANCE 2 NONE 2007-02-19
] e TESTCOURSE INSTANCE 2 NONE 2007-02-21
I ] " TESTCOURSE INSTANCE 2 NONE 2007-02-23
e TESTCOURSE INSTANCE 2 NONE 2007-02-26
] = TESTCOURSE INSTANCE 2 NONE 2007-02-28
e [ ¥ | TESTCOURSE INSTANCE 2 NONE 2008-11-07
[ s e TESTCOURSE INSTANCE 2 NONE 20058-11-14

Access

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

Information On This Screen

Item

Administrator

Course Template
Course Instance

Session Type

Date
Label Type

Description

The Administrator for the Course session.

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

The name of the Course template.

The name of the Course instance.

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

screen.)

The date of the Course instance.

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

Change Drop In Session Label Type

G [:0) ; CE
Previous | [Sort/Filter| All MNone Edit First|| Prev ( 1 items)

Label Type:

Administrator | Drop In Template Session ...
El-VROOM-DEV WARD'S VROOM VROOM 2006-10-31

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 what Meeting sessions use the label type that was specified on the Label
Types screen.
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Change Meeting Session Label Type

Af y 1 of 24 IS[E)
Previi‘:us " All Mone Edit First|| Prev ( 432 items) Next||Last
Label Type:

Administrator Meeting Session Session ...

" me DEADMAN NONE 2010-01-15
[ |6 e B SAS 3.1 API TEST SESSION 1 NONE 2007-11-06
[ | o s SAS 3.1 API TEST SESSION 1 NONE 2007-11-08
[ e e = SAS 3.1 AP| TEST SESSION 2 NONE 2007-11-15
[ | e ANOTHER TEST NONE 2006-01-20
[ ] i ] BLACKEOARD DEMO DEMONSTRATION (2007-01-09
[ | m e, ‘CHRIS'S TEST SESSIOM 01 NONE 2006-12-07
] = ELIVE 7.0 NONE 2006-04-18
] = IRHX DEMONSTRATION DEMONSTRATION (2006-05-29%
[ ] h) JUST A TEST ... DELETE NONE 2008-03-12
[ | m e KRISTANS V& DEMO ROOM NONE 2007-04-02
] ] SAS 2.5 6.5 TEST MEETING NONE 2006-11-19
] e SAS 2.5 7.1 TEST MEETING MEETING 2006-11-19
I (e SAS 4.5 DEMO NONE 2008-12-22
[ | SPECIAL + CHARS7 6.5 = MNONE 2006-12-14
] SPECIAL + CHARS 7 7.0 = NONE 2006-12-14
[ | egeaa TESTING + TRY THIS = 7 NONE 2006-04-27
[ s e WARD'S TEST MEETING NONE 2006-01-20

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 click Meeting,.

See the Label Types Flowchart on page 389.
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Chapter 15
S

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.
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Level Types

s & 5 1 of 1
Close All New - = = (4 items)
* Level Type:
Level Type Weight | Default | Courses || Drop Ins || Meetings Rooms Users * Description: View/Edit
ADVANCED 3 false v] v] 2 21 1 B ——
* Weight: o
BEGINNER 1 false 0 0 1 7 1
INTERMEDIATE 2 false v] v] 1 16 v]
NONE v] true 10 38 344 11690 L
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.
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Where To Go From Here

You Can ... By Doing This ... Which Leads To This Screen ...
View which Courses use a 1. Select a row. Change Course Template Level on
level. . Click the next page

Course but-

ton.
View which Drop Ins use a 1. Select a row. Change Drop In Template Level
level. 5. Click the on page 400

Drop In but-

ton.
View which Meetings use a 1. Select a row. Change Meeting Session Level on
level. 2. Click the Meet-| Pa8¢ 401

ing button.
View which rooms use a 1. Select a row. Change Room Level on page 403
level. 2. Click the

Rooms but-

ton.
View which users are 1. Select a row. Change User Level on page 404

assigned a level. 5. Click the

Users button.

How To Get Here

o 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

SAS

Utilities Page

Levels link

190G

Level Types

Change Course Template Change Drop In Template Change Meeting Session Change Room Change User
Level Level Level Level Level

Legend

Screen

Button, link, or tab

Sort/Filter step

Text file

A choice that is only
available for certain roles

(L1l

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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Change Course Template Level

’ 1  of 1
Previi‘:us All ( 14 items)
Set Level For:
Administrator Course Template Min Level Max Lewvel
_me COURSE TEMPLATE 21 NONE NONE o
[ | & e COURSE TEMPLATE 02 NONE NONE o =
[ ] o COURSE TEMPLATE 03 NONE NONE o
[ ] L5, LSl COURSE TEMPLATE (4 NONE NONE o Min Level:
: L nlmgey I COURSE TEMPLATE 05 NONE NONE o Max Level:
B ] ALGEERA NONE NONE 1
[ ] o, TEST TEMPLATE NONE NONE 2
] = TESTCOURSE NONE NONE 7
] = ASTRONOMY NONE NONE 1
I e MARCH 08-2007 TEST NONE NONE 1
E =" BIOLOGY 201 NONE NONE 1
] B CHEM 101 NONE NONE 1
] i PHYSICS 101 NONE NONE 2
I =" R PHYSICS 1101 LAB NONE NONE 2
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

Max Level

Instances

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

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

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.

Levels
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See Also

o 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.

Drop In Template Level

Change

Previcus

All

1 of 2 5)

(22 items) Newt

Last

Set Level For: oM
Administrator | Drop In Template Min Level Max Lewvel M
n me ] CPSC 211 L01 NONE NONE 2 .
[ |5 e (B CPSC 213 LO1 NONE NONE 2 C
[ | CPSC 300 LO1 NONE NONE F]
[ | e CPSC 302 L01 NONE NONE 2 Min Level: |:|
: [Ip e COLLEGE TEST NONE NONE 1 Max Level: =]
I TEST 5A51314 NONE NONE 1
[ | LONG SESSION TEST NONE NONE 1
[ | TEST TEMPLATE NONE NONE 9
[ |5 VOFFICE NONE NONE 2
I e D TEST TEMPLATE NONE NONE 1
| IS o JULY 28 07 NONE NONE 1
W MARCH 08&-2007 TEST NONE NONE 1
fa i DUSTIN'S OFFICE NONE NONE F]
[ | o MANAGING CAMPAIGN LOAD ON SAS | NONE NONE 1
[ [ e TEST NONE NONE 1
I . PHLU'S VOFFICE NONE NONE 1
[ |5 g TEST NONE NONE 1
WEET VIRTUAL OFFICE NONE NONE ]
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

e Drop In Templates on page 183

e Drop In Passwords on page 181

Change Meeting Session Level

This screen shows all the Meeting sessions that use the level that was selected on the Levels on
page 395 screen for either their minimum or maximum level.

Levels 401



Blackboard D

Change Meeting Session Level

€ * 1o ]
Previous | [Sort/Filter All None Edit First|| Prev (2 items)
Set Level For:
Administrator Meeting Session Min Level Max Level Starts
n CHRIS'S OFFICE INTERMEDIATE ADVANCED 2011-03-14 11:00
el ()}
1 ACC MEETING ROOM BEGINMER ADVANCED 2010-11-15 12:30
Min Level:
Max Level:
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 click Meeting.

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.

Previous | |Sort/Filter

All MNone Edit

1 of 1
( 16 items)

Change Room Level

Room

Min Level

Max Level

Starts

TEST BEGINNER INTERMEDIATE 2008-01-07 02:37
[ ] ol CHRIZ'S OFFICE INTERMEDIATE ADVANCED 2010-06-01 08:12
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-06-02 12:46
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-06-07 10:16
[ ] Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-06-16 03:13
[ ] ol CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-06-17 10:09
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-07-15 08:58
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-09-09 09:11
] Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-09-15 11:58
[ ] ol CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-09-16 12:13
[ ] Ll o] CHRIZ'S OFFICE INTERMEDIATE ADVANCED 2010-10-01 02:03
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2010-11-24 02:09
] Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2011-03-14 11:05
[ ] Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2011-03-14 02:32
[ ] Ll o] CHRIS'S OFFICE INTERMEDIATE ADVANCED 2011-08-10 12:44
I Ll ] ‘CHRIS'S OFFICE INTERMEDIATE ADVANCED 2011-11-29 12:28

Set Level For:

Min Level:

Max Level:

Access

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

Levels
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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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Change User Level

QF‘ ’ Sl s T 5l0

Previcus All MNona Edit First||Prev ( 99 items) Next|| Last

Level:

| Administrator Supervisor Username
| |ADMINISTRATOR -

| [apminisTRATOR [IE
ADMINISTRATOR
ADMINISTRATOR R —
ADMINISTRATOR =
ADMINISTRATOR [
ADMINISTRATOR [T
ADMINISTRATOR [ -
MANAGER [ =
[ [maNAGER L AN

[ [maNaGER [ el
| [moDERATOR e [
| [moDERATOR TS [ =
MODERATOR [T W
MODERATOR e
MODERATOR 0 = P
MODERATOR [ [T
MODERATOR T rFIEY

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

o Users on page 73
e Participant Users on page 88
o User Profile Information on page 77
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Chapter 16
S

Redirect URLs

This section shows information about redirect URLSs.

A redirect URL specifies what Blackboard Collaborate web conferencing will call if a certain
event occurs, such as an error connecting to a Meeting.

Close Edit

< ALTERMATE ERROR REDIRECT URLS >
User Retry URL:

Course Retry URL:

Drop In Retry URL:

Meeting Retry URL:

< OTHER URLS >

Session Exit URL:
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Information On This Screen

Item Description

User Called if the user needs to retry to login. This can be caused by an authen-
Retry tication error
URL

Course | Called if the Course cannot be joined. This can be caused by an authentication
Retry error.
URL

Drop In | Called if the Drop In cannot be joined. This can be caused by an authentication
Retry error.
URL

Meeting | Called if the Meeting cannot be joined. This can be caused by an authen-
Retry tication error.

URL
Session | Called when the session ends. (Optional.)
Eﬁi See also the Course Sessions, Drop In Sessions, and Meeting Sessions screens.

If URLs are specified both here and on those screens, the one on those screens
will take precedence.

How To Get Here

o Click the Redirect URL:s link on the Utilities Page.

Access

You must be the Manager to access this screen.
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Chapter 17
—_

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”.
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X | &

Cancel Save

* Cost Center:

Cost Center Courses Drop Ins Meetings Rooms * Description:
MAIN COST CENTER false 1 o o o
NONE true 601 591 476 G6GE3
SECONDARY COST CENTER false 1 o o o

/ 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

Which Leads To This Screen

You Can ... By Doing This ...
View which Courses use a cost center. 1. Select a Change Course Cost
TOowW. Center on page 413
Note: This option is only avail- 2. (Click the
- able if you are a Manager or Course
Administrator. button.
View which Drop Ins use a cost center. 1. Select a Change Drop In Cost
row. Center on page 415
Note: This option is only avail- 2. Click the
- able if you are a Manager or Drop In
Administrator. button.
View which Meetings use a cost center. 1. Select a Change Meeting Cost
Tow. Center on page 416
2. Click the
Meeting
button.
View which rooms use a cost center. 1. Select a Change Room Cost
row. Center on page 417
2. Click the
Room
button.

How To Get Here

¢ 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:

Course Sessions on page 124

Drop In Defaults on page 185

Drop In Sessions on page 193
Meeting Defaults on page 255
Meeting Sessions on page 249
Rooms on page 280

Running Session Report on page 36

Session Attendance Report on page 39
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Cost Centers Flowchart

Y

Ltilities Page

L)

Cuost Center
link

COINCO R G

Change Course Change Drop In Change Meeting Change Room
Cost Center Cost Center Cost Center Caost Center
Legend
Screen

Button, link, or tab

:

SortfFilter step

Text file
—_—

A choice that is only
available for certain roles

Change Course Cost Center

This screen shows what Course sessions use the cost center that was specified on the Cost
Centers screen.
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Change Course Cost Center

y 1 of 18 ISE)
Previi‘:us All Mone Edit First|| Prev ( 314 items) Next||Last
Cost Center:

Administ... Course Template Course Instance Session ...

- TEST TEMPLATE TESTING INSTANCE NONE 2010-08-22
R TESTCOURSE INSTANCE 1 NONE 2006-02-26
I EE TESTCOURSE INSTANCE 1 NONE 2006-02-27
[ = TESTCOURSE INSTANCE 1 NONE 2006-04-13
[ f-= TESTCOURSE INSTANCE 1 NONE 2006-04-24
R TESTCOURSE INSTANCE 1 NONE 2006-04-26
I EE TESTCOURSE INSTANCE 1 NONE 2006-04-28
[ = TESTCOURSE INSTANCE 1 NONE 2009-07-20
W EC TESTCOURSE INSTANCE 2 NONE 2007-02-12
[ TESTCOURSE INSTANCE 2 NONE 2007-02-14
B EC TESTCOURSE INSTANCE 2 NONE 2007-02-16
[ = TESTCOURSE INSTANCE 2 NONE 2007-02-19
WEC TESTCOURSE INSTANCE 2 NONE 2007-02-21
[ | TESTCOURSE INSTANCE 2 NONE 2007-02-23
B EC TESTCOURSE INSTANCE 2 NONE 2007-02-26
[ = TESTCOURSE INSTANCE 2 NONE 2007-02-28
[ fi=m TESTCOURSE INSTANCE 2 NONE 2008-11-07
[ jeem TESTCOURSE INSTANCE 2 NONE 20058-11-14

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.

414 Cost Centers



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.

Change Drop In Cost Center

Q 126 ! 1 of 19 Sl
Previcus | |Sert/Filter| | All MNone Edit First|| Prav (328 items) Next||Last
Cost Center:
Administrator | Drop In Template Session ...
| o el M CPSC 211 L01 NONE 2006-06-01
[ s e w CPSC 211 L01 NONE 2006-06-02
HE CPSC 213 LO1 NONE 2006-06-03
[ ]i = el [ (CPSC 213 L01 NONE 2006-06-04
[ 1o e CPSC 300 L01 NONE
[ s e w CPSC 300 LO1 NONE
WEE CPSC 302 LO1 NONE
[ ]i = e CPSC 302 L01 NONE
T ECOLLEGE TEST NONE
[ s e w TEST SAS1314 NONE
WEL LONG SESSION TEST NONE
[ i~ TEST TEMPLATE NONE
REL TEST TEMPLATE NONE
WE TEST TEMPLATE NONE
EL TEST TEMPLATE NONE
HEC TEST TEMPLATE NONE
EC TEST TEMPLATE NONE
[ ] mm— TEST TEMPLATE NONE
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

See the Cost Centers Flowchart on page 413.

Change Meeting Cost Center

1. Click the Cost Center link on the Utilities Page.

2. Select a cost center and click Drop In.

This screen shows what Meeting sessions use the cost center that was specified on the Cost
Centers screen.

C

hange Meeting Cost Center

T} 1 of 25 ©
Previi‘:us All B Edit ( 433 items) Next||Last
Cost Center: [~]
Administrator | Meeting Session Session ...
S0 B PR W | DEADMAN NONE 2010-01-15
[ s e s SAS 3.1 API TEST SESSION 1 NONE 2007-11-06
[ |= L L, SAS 3.1 API TEST SESSION 1 NONE 2007-11-08
[ 1= - = SAS 3.1 AP| TEST SESSION 2 NONE 2007-11-15
] =k W ANOTHER TEST NONE 2006-01-20
[ ] nem. s BLACKEOARD DEMO DEMONSTRATION (2007-01-09
N - ‘CHRIS'S TEST SESSIOM 01 NONE 2006-12-07
[ i == mw ELIVE 7.0 NONE 2006-04-18
I = W IRHX DEMONSTRATION DEMONSTRATION (2006-05-29%
[ e . JUST A TEST ... DELETE NONE 2008-03-12
[ - | KRISTANS V& DEMO ROOM NONE 2007-04-02
[ i == mw SAS 2.5 6.5 TEST MEETING NONE 2006-11-19
[ = W SAS 2.5 7.1 TEST MEETING MEETING 2006-11-19
[ e e SAS 4.5 DEMO NONE 2008-12-22
[ - | SPECIAL + CHARS7 6.5 = MNONE 2006-12-14
[ i = Tmw SPECIAL + CHARS 7 7.0 = NONE 2006-12-14
T i i i TESTING + TRY THIS = 7 NONE 2006-04-27
[ | . WARD'S TEST MEETING NONE 2006-01-20
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 click Meeting.

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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Change Course Cost Center

) W) ’ 1 of B[S0
Pravicus | |Sort/Filter| | All Edit (314 items) ||newrfLase
Cost Center:

Administ... | Course Template Course Instance Session ...

- TEST TEMPLATE TESTING INSTANCE NONE 2010-08-22
R TESTCOURSE INSTANCE 1 NONE 2006-02-26
W EL TESTCOURSE INSTANCE 1 NONE 2006-02-27
R TESTCOURSE INSTANCE 1 NONE 2006-04-13
EL TESTCOURSE INSTANCE 1 NONE 2006-04-24
R TESTCOURSE INSTANCE 1 NONE 2006-04-26
EL TESTCOURSE INSTANCE 1 NONE 2006-04-28
EC TESTCOURSE INSTANCE 1 NONE 2009-07-20
WEC TESTCOURSE INSTANCE 2 NONE 2007-02-12
[ TESTCOURSE INSTANCE 2 NONE 2007-02-14
EL TESTCOURSE INSTANCE 2 NONE 2007-02-16
W EE TESTCOURSE INSTANCE 2 NONE 2007-02-19
WEC TESTCOURSE INSTANCE 2 NONE 2007-02-21
[ Jrom TESTCOURSE INSTANCE 2 NONE 2007-02-23
W EL TESTCOURSE INSTANCE 2 NONE 2007-02-26
[ o TESTCOURSE INSTANCE 2 NONE 2007-02-28
W TESTCOURSE INSTANCE 2 NONE 2009-11-07
WEL TESTCOURSE INSTANCE 2 NONE 2009-11-14

Access

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

Information On This Screen

Item

Administrator

Room Name

Opened
Closed

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.

Description

The Administrator.

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

The name of the room.

The date and time the room opened.

The date and time the room closed.

The name of the cost center.
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Term

active user

Administrator

attendee

boundary time

Chair

Meaning

A user's account can be marked active or not. If it is not active, the
user cannot log in to SAS.

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. The Manager is able to create
more Administrator accounts.

It is the role of the Administrator to create additional user account
and administer Meetings, Courses and Drop Ins.

An attendee is anyone who attends a session, whether they are reg-
istered SAS users, SAS Contacts or Guests.

The length of time before a session starts that attendees can join.

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,)

« Manage session attendees and interaction

o Share content

o Use all features including video, multimedia, application shar-
ing

¢ Record sessions

I>Qr 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:

o 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

o 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.

o 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

Course instance

Course session

Course template

Course

Drop In

Drop In session

Drop In template

Meaning

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 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.).

A Course template describes the general features of a Course (for
example, "Math 101"). Several Course instances may be based on
the Course template.

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.

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 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).

A Drop In template describes the Drop In (for example, "John Smi-
th’s Virtual Office open to clients for online consulting").

Glossary
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Term

email template

Guest

host

Invitee

label type

Meaning

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.

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.

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.

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 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

level

login group

Manager

Meaning

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.
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.

Group: I P User: Bl B =0 [2012-12-20 10:07 AM MST]

The Manager 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.

Glossary
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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 called Meeting 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.

See Meetings 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.

I}Qr 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:

o MPEG files: .mpeg, .mpg, .mpe, .m4v, .mp4

QuickTime files: .mov, . gt

o Windows Media files: . wmv
o Flash files: .swf
o Audio files: .mp3

owner An owner is an SAS user who is responsible for administering a ses-
sion or user.

« 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 and Meeting sessions. Supervisors own Meeting
sessions only.

o 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.
The Manager 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

recording mode

Meaning
The recording mode for the session.

o Manual — The Chair can manually start and stop recording.

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

« 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, and Meetings.
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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.

The Manager and Administrator can create multiple Supervisor
accounts.

user A user is anyone registered in the SAS. This includes Managers,
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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