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· The State Board for Community and Technical Colleges has purchased a single installation of Elluminate that can be used at no cost by any of the system colleges, plus State Board and HECB staff.  The license allows unlimited use of Elluminate Live, Elluminate Plan and Elluminate Publish.  The installation will be hosted by Elluminate and managed by existing WashingtonOnline (WAOL) staff.
· Mark Carbon is the system administrator.  mcarbon@sbctc.edu    1-888-580-9011

· Please read below to find out how your college can use this Elluminate license.

What is Elluminate?

Elluminate is powerful and easy-to-use web conferencing software that can be used for the following purposes, among others:
· Meetings

· Virtual Office Hours

· Live Instruction

· Asynchronous Content Development

· Tutoring Programs

· Classroom Collaboration

· Student/Parent Orientation

· Remote Guest Speakers/Virtual Field Trips

· Professional Development

· Virtual Help Desk http://www.elluminate.com/whitepapers/Top_Ten_Ways_of_Using_Elluminate.pdf
Elluminate sessions can be pre-loaded using Elluminate Plan.  They can be recorded and saved on Elluminate’s servers, and the saved sessions can be viewed by anyone who has the links.  Elluminate Publish allows users to move content off Elluminate and save on another server. 

In addition, Elluminate can be integrated with Blackboard through a Blackboard Building Block http://www.elluminate.com/blackboard_building_block.jsp , and next year Elluminate will be integrated with ANGEL as well.

How will Elluminate work for your college?
· WAOL will manage the system license, and each college or agency will manage their own users with a single administrator account.

· WAOL will activate the college administrator account when the college eLearning director reports to WAOL that the person designated as the college administrator has completed the required Elluminate training.  
· Live online training is required for anyone who has college administrator access and is strongly encouraged for all users.  See page 4 below for more details by user type.  Elluminate provides excellent, free, live and recorded online training. http://elluminate.com/support/training/
· Although technical support is provided by WAOL during office hours and through Presidium 24x7, colleges and agencies will manage their own training requirements, account creation, and support so that most issues can be handled locally.

· WAOL has turned off the “Courses” and “Drop in” features in Elluminate that require the creation of accounts for individual participants in Elluminate sessions.  
· Anyone with an administrator or supervisor account can create Elluminate sessions at will and invite participants to attend.

Sessions can be recorded and saved; however, we have purchased limited storage space, so colleges are encouraged to use the Publish feature to archive older sessions.  
Types of Accounts
Manager:  A single system administrator managed by the WAOL office. The Manager account can do and see everything.

Administrator: One administrator account has been created for each college or agency.  Administrators can create sessions as well as supervisor or moderator accounts.  The administrator has access to any activity created under that account.

Supervisor: Supervisors can create and manage their own sessions. This is the account faculty and staff will use.
Moderator: Moderators cannot create sessions, but they can assist in sessions to which they have been invited.  
WAOL Elluminate Administrator Accounts

· Each college or agency will have one administrator account with a standard user ID and password that cannot be changed.  
· The college Elluminate administrator can use that account to create all of the supervisor (instructor or moderator level) accounts for the college.

· The “Courses” and “Drop In” features that require creation of individual user accounts have been turned off for the entire WAOL Elluminate license. 
· WAOL will work with the eLearning offices to communicate with colleges about Elluminate.  Colleges can manage their administrator and user accounts as they choose.  The college administrator does not have to be the eLearning director; however, WAOL broadcast communications on Elluminate will go on the ELC listserv with a copy sent to the ITC listserv.  WAOL will also develop a list of actual college administrators.
· Although there is no cost for colleges to use Elluminate, the Elluminate Cost Center is Elluminate’s reporting tool.  Therefore, colleges must set the default session settings for all supervisor accounts to their college name.  This will allow reporting by college.

· To get access to the college administrator account, the eLearning director must report completion of the required training to Mark Carbon at the WashingtonOnline office:  mcarbon@sbctc.edu  1-888-580-9011.
· Mark will give the college administrator any additional information needed to use the WAOL Elluminate license, and he is the primary support for college administrators.
Administrator Training:

· All administrators must take Elluminate’s free training classes.

· To sign up, go here: http://sas.elluminate.com/site/external/event/schedule?etn=training&eef=1
· Required training for administrators: 

· Elluminate Live! Session Administration System
· Part 1: Getting Started With Elluminate Live! For Moderators
· Part 2: Next Steps With Elluminate Live! For Moderators
· Part 3: Advanced Tools In Elluminate Live! For Moderators
· Elluminate offers free, online, live training for all levels of users.  We STRONGLY encourage colleges to require users to take the three moderator trainings online before they get an account.  Why? 
· The live online training is the only way to really experience the power of the tool.

· The live online training is the only way to really learn how to use the tool.

· The live online training is the only way to practice so that sessions in Elluminate go smoothly. 
· The live online training is the only way to see if computers and headsets are set up  properly.
Moderator Training:

WAOL strongly recommends that colleges require the following training before giving anyone a supervisor account:  http://sas.elluminate.com/site/external/event/schedule?etn=training&eef=1
· Part 1: Getting Started With Elluminate Live! For Moderators
· Part 2: Next Steps With Elluminate Live! For Moderators
· Part 3: Advanced Tools In Elluminate Live! For Moderators
The Elluminate sessions are FREE, they are offered frequently, and they are fun.
Administrator Log in:

· Login at: https://sas.elluminate.com
Required Settings:
· In order to control all accounts created under the college administrator account, the college administrator must do the following: 
· Log in to all supervisor accounts created at your college and change the “default session settings” to your college by selecting your college from the drop down box.  OR require each supervisor to set the default on first use.  
· Log into Supervisor account 
· Schedule a meeting 
· Click on default on the left margin 
· Choose your college from the drop-down 
· The default setting needs to be set only once; however, the supervisor must be trained not to change it again. 
· If the default setting is not changed to your college name, the accounts will default to the WAOL account.
· All accounts created for your institution must be created with the same prefix as your administrator account

· Example:  waol_, tacoma_, whatcom_...

· Select your own naming convention as needed after this required prefix.

Technical Support

· Administrator level tech support for the College Administrator only
· Administrator support 

                                          Level 2 support team

1.     866-388-8674, option 4, ext 2

2.     403-204-7896 x2

3.     http://support@elluminate.com 
· End user technical support

· Presidium Helpdesk will provide 24/7 for Blackboard, Angel and Elluminate.

· https://www.waol.org/general_info/help_desk.aspx
· Elluminate also uses Presidium as their help desk.
· Level 1 Help desk

·  866-388-8674 x2

·  http://support@elluminate.com
· The purchased 24x7 support is NOT to be used for setting up computers with headsets, downloading Java, or learning to use Elluminate.  Colleges must assist with hardware and software set up and require training prior to giving users an Elluminate room. 

Technical Requirements

· Browsers:  Elluminate confirms compatibility for the following:   Internet Explorer, Firefox, and Safari. 
· Users must be able to download Java.  

· Elluminate has a Java software check http://elluminate.com/support/
· Cameras can be used, but are not necessary.  If you want to use the VOIP, users must have headsets with microphones.
Best Practices
· Use Elluminate for the presentation, chat, interaction and file sharing, but use a telephone conference bridge for the audio.  This reduces technical support required to buy and set up headsets.  Phone conferences set up by individual colleges are the responsibility of that college. 

· Plan extra time or ask users to sign in early to check Java and audio issues.  Otherwise, you can lose the first part of your meeting taking care technology issues. Ask users to do the software check at http://elluminate.com/support/  BEFORE the session begins.
· Arrange for a moderator or another supervisor to manage the technical issues during a meeting, so you can focus on the content.
· Recommend that supervisors practice with each other or with someone in your office before they attempt live meetings.  Elluminate is very easy to use, but it does take some practice to be able to see everything that is going on and to be able to quickly use the available tools.

Using a Virtual Office from Elluminate

One of the most popular uses of Elluminate Live! is to create a virtual office that can be used for collaboration and ad-hoc meetings. A virtual office is an Elluminate Live! room that is open all day. Participants can be invited to join the session through a link in an email or an instant messenger conversation. The advantage of setting up a virtual office is that you don't have to schedule a meeting room each time you want to meet with someone since your room is open whenever you need it. To set up your own virtual office: 

· Using either the Session Administration System (SAS) or the Elluminate Live! Manager (ELM), create an open meeting room where you are the moderator.  Keep the meeting room open for a long duration—a month, three months, a year. 

· Send the invitation only to yourself so that you now have the information about the meeting and the link to invite others to the session. 

· Whenever you want to meet with someone in your virtual office, join as the moderator and send the participant link to the others who will be joining you. All they have to do is click on the link, enter their names on the sign-in page (and password if required), and they will automatically join your virtual office. 

· Alternatively, you can stay logged into your virtual office all day and wait for participants who have your virtual office link to drop in. When you are logged into your office, you may want to load a slide that informs attendees to raise their hand when they join. This way, as the moderator, you will hear a tone and be notified anytime someone enters your virtual office. 

· Virtual office sessions can be set for one year, and then they must be extended.  Choose an end date that you will remember (December 31, your birthday, for example).

Steps to Create a Virtual Office

1. Log in to Elluminate

2. Make sure you are on the My Elluminate Tab at the top of the screen

3. Click Schedule a Meeting (left side of Screen)

4. Select the meeting time for one year or another date that you will remember – Make sure you renew your office session on that trigger date.
5. On the left side of the new screen you will see three options to Show/Hide:

a. Advanced Session Fields

b. Default Session Fields

c. Content Preloads

6. Select any options you wish to use

7. When completed, click Create the Session (upper right corner)

To invite attendees to your Virtual Office

1. Click Utilities Tab

2. Click Meetings
3. Select your Virtual Office Meeting Name
4. Click Invitations 
5. Click New
6. Type in Name and Email address of invitees

7. Click Save
8. Click Join Link

OR

Create your list of invitees from the Contacts area rather than the Invitations area.
Frequently Asked Questions
Q: Why turn off the Courses and Drop In features on WAOL Elluminate?

A:  These features require each participant to have a separate account and log in, which is very difficult to manage.  If it is necessary to keep track of participation in this way, we recommend using a course management system. That way we do not have duplicate enrollment systems to manage.

Q: How many administrator accounts can each college or agency have?

A: One.

Q: Will WAOL be providing Elluminate training?
A: WAOL staff will provide live online and face-to-face demonstrations of Elluminate; however, for training we will use the excellent, free, available online training from Elluminate.
Q: Can my college brand our Elluminate domain in WAOL Elluminate?

A: The WAOL contract does not provide for ANY branding.  

