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Quick Reference Guide for Collaborate 12

This document will demonstrate in 8 simple steps how you get started recording your lecture using Collaborate. It takes about 10 minutes to get the system set up, so be sure to arrive early. You should have already watched the video “Collaborate: An Introduction” and made yourself familiar with the different functionalities of Collaborate. Don't forget to try this out ahead of time. You should practice this several times before the live lecture. 
	1. Switch on the Projector

The data projectors in all rooms are connected to the PC at the front of the room. All the projectors are controlled using control boxes, which are easy to use. You press the Power button and wait for the projector to switch on. Problems should be reported to the 
AV technicians who are on site from 8am - 9pm, Monday to Friday during term time, and can be contacted on 020 7631 6220.
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	2. Login and create a Collaborate session
Log into Moodle (moodle.bbk.ac.uk) and go to the module in which you want to create the Collaborate session. (If this has already been created, please move to the next point.)
1. In your Moodle course, click "Turn editing on."
2. Under the Add an activity drop-down menu within the appropriate section, select Blackboard Collaborate session. Click Add.
3. Give the session a Title and select in the "Session Type" the option Course, which allows everyone enrolled in the course to attend.
4. On the group mode select visible groups for everyone to be able to participate.
5. Under Schedule you can set the dates when the session is available. You can either set up a session for each week or create a session lasting the entire duration of the module. Click on Save and return to course.
6. Lastly click on the session. On this page you can add or remove moderators.


3. Join Collaborate session

On the next screen you click on Join Session:



Depending whether you are using a Mac or PC and which browser you are using (Safari, Internet Explorer or Firefox), you will see a few windows pop-up and you should always click yes, Allow or Run:

  




Once the Session window opens, you will see a Recording Reminder pop-up window, which you should close at this point as you are not ready yet to record.
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	4. The Audio Setup Wizard
Plug the external web conference microphone/speaker into the classroom computer’s USB port. 

Prior to running the session, you should ensure that your audio is configured correctly. Audio settings can be configured using the Audio Setup Wizard. The Audio Setup Wizard will allow you to choose which device you want as your input and output. Within the Audio/Video Panel, click this icon:

Steps for Configuring Your Audio
From the Select Audio Output Device dialog, choose the device that will play the session audio e.g. speakers. If there are several devices listed and you are not sure which one if the classroom speakers, you can simply try each one and then click play and you will hear where the output comes out from.  Click OK.

Click the Play button and adjust the volume slider so that you can clearly hear the pre-recorded message. Click Stop and then Yes to confirm you were able to hear the audio. If you were not able to hear the audio, click No and repeat the previous step.


From the Select Audio Input Device dialog select the appropriate microphone and click OK. If there are several systems listed and you aren't sure which one is yours, just click on record and you will see if it is working by the activation of the green audio level.




On the next screen click Record and speak into the microphone using your normal speaking voice. Adjust the microphone slide bar so that it displays green bars with an occasional yellow bar. Red indicates that your audio is too loud or your microphone is too close to your mouth.  Click Play and confirm you can hear your recorded voice. You are now ready to participate in the audio portion of the session.
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	5. The Audio – Video Panel
Switch on the camera which should be mounted to the projector cage in most classrooms within Malet Street. If you are located in another building you may not have a camera installed. In this case you could still record your lecture including the presentation with your voice.
Before you start the lecture, make sure the Video button is active (red) and you can see yourself on the screen. Also make sure the Talk button is active (blue).
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	6. Go to your presentation

a) You can upload a Powerpoint presentation to the Whiteboard. Click on Load Content and find your file on the computer.

Once the presentation has been converted, you will see it within the Whiteboard panel with the Page Explorer on top. You can dock the Page Explorer to the panel in order to have a full view of the presentation simply by closing it. You can navigate through your presentation using the arrows as seen on the image above.





b) Alternatively you could use Application Sharing and demonstrate any application that is open on your desktop (such as a word document, a pdf file, etc.)

Click on the icon for Application Sharing and select the application that you would like to use from the selection.
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	7. Record Your Session

Finally click "Record" in the upper right corner of the screen and start your lecture. The button will display a red indicator while recording. You can at any time pause the recording and resume later. You will hear a verbal cue when the recording is started and paused. As long as you are within the session, Collaborate will continue the recording at the point where you stopped it previously.

When you are finished with your lecture, you can either click Stop Recording or simply close your session window. The recording will NOT be posted until ALL participants have logged out of the session. After converting the file (this can take up to an hour), the link to your recording will appear at the bottom of the page where you have the Join Session link.
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	8. Find your Recordings

Once the Recording appears on the Join Session page, you can convert them into mp3 and mp4 files in order to give students the opportunity to view them easily on their mobile devices. 
In the Options column you can also hide or delete the recording if you are not happy with the result. It is also possible to enter a Description.
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Reminder:
· Did you press TALK?
· Did you press RECORD?
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