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1 Logging In to iCollaborate 

 

Figure 1 – Login window 

 

 

The Login window appears when you open 
iCollaborate in your internet browser. If you 
already have a User Name, type it in the top 
field, but if you do not yet have a User Name 
type your email address instead. Then, enter 
your Password and click Sign In. 

 

 

 

 

 

 

  

Figure 2 - Registration window 

To avoid typing your username each time you 
log in, mark the Remember login check box. 
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2 Setting Up Your Conferencing Computer 

iCollaborate uses an Adobe® technology called Flash™ to present video and audio on your computer. You 
must give Flash permission to interact with your computer each time you enter an iCollaborate room.  

2.1 Authorize Flash 

iCollaborate uses Adobe’s Flash™ to  access your computer’s audio and video resources.  After logging in, 
click ENTER to enter a listed conference room. In this illustration there are two conference rooms from which 
to choose. 

 

 

This popup window will appear when you click ENTER.  
Click ALLOW to give iCollaborate and Flash™ access to 
your computer’s audio and video resources. 

NOTE: This is not a “sticky” setting, so it must be done 
each time you enter a room. 

 

 

  

You can enter any meeting room listed in 
the My Rooms area of the page. Click the 
room’s ENTER button to continue. 

iCollaborate offers several other types of 
rooms; these are found on the Public 
rooms tab and the Private rooms tab, and 
are referenced throughout this guide. 

They are: 

 Public Virtual Classroom 

 Public Interview room 

 Private Virtual Classroom 

 Private Interview Room 

 Personal (My)Conference Room 

 Personal (My) Webinar Room 
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2.2 Choose Published Devices 

Upon entering a room you will see this Choose Device pop-up page. By “devices” we refer to your audio 
(microphone output) and your video (camera output). You can share audio and video, audio only, video only, 
or just show a still image to others in the meeting room.  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3 – Choose Device window 

1) Choose your microphone and webcam.  

You may use the internal devices or add-on tools of your own. 

2) Choose camera (cam) resolution.  

This setting determines the size and image quality of your video image, which you can drag and position 
anywhere on the screen.  

In the example shown in Figure 3 the video box will be 120 pixels wide and 90 pixels high.  
At this setting image transmission and reception will consume about 20 Kb/sec (20,000 bits per second) 
of your system’s capacity to transmit and receive data over the internet. This is referred to as your 
available bandwidth, a relative number for comparison with your other options, which are shown below. 

 

Figure 4: Camera Resolutions Available 
 

  

You are faced with a compromise between 
image quality and smoothness of the display, 
image size, and bandwidth. 

The lower the Kbyte/sec the more smoothly 
your video image will refresh on the screen. 
Also, a smaller size video pod will refresh 
more smoothly than a larger image.  

This “video pod” is the actual size 
you’ll see in your collaboration 
room. Its size and image quality 
change depending on the camera 
resolution you select. 

This is the “level meter” mentioned 
in Step 4, below. 
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3) After configuring your camera, microphone, and video box size, you should run a quick test.  

Right-click the Level Meter. (See it pointed out above in Figure 3 – Choose Device window.)  

Click Settings in the context menu that appears.  

Click the microphone icon in the pop-up window. 

Adjust the Recording Volume slider if necessary. 

Click Close to see the Choose Device page again. 

Click Start Recording Test and begin speaking.  
A 5-second sample will be recorded using your camera and 
microphone. When it’s complete, press PLAY to see and 
hear the recording. 

If you are not satisfied with the audio quality, especially if you are not using a headset or ear buds, 
toggle the Reduce Echo checkbox and start the recording test again. Decide which setting gives you the 
best results. 

 

Every time you enter a conference room the audio/video test window appears. If you always use the 
same computer, microphone, and video camera, and its settings work well, mark the check box circled 
below. You will no longer need to visit the settings every time you enter a room.  

 

When you are ready to join or start a conference, or if you have already configured your devices, click 
on CLICK TO CONTINUE from the Choose Device window. 

Note: If you no longer want the Choose Device window to appear each time you enter any conference 
room, disable it in your profile (see Figure 8) or mark the Do Not Ask Again checkbox in the lower left 
corner of the window. (See the oval callout in Figure 3, on page 5, above.) 

3 Types of Users 

There are three types of user accounts: Administrator, Moderator, and User. 

 The Administrator is the person who manages and configures the system’s parameters, the room 
types, the users, and the security. In short, the Administrator can do anything, anywhere in the 
system.  

 A Moderator is a power user. Moderators have special rights because they require them to do their 
jobs. Moderators organize and lead classrooms, conferences, interviews, and other sessions 
facilitated by using iCollaborate. A moderator has essentially the same rights as an Administrator, but 
those rights extend only to the meeting room or conference that they are moderating. The 
Moderator can also assign a user the right to interact directly with other users in the room; mute 
users’ microphones individually or as a group; and grant/deny users the ability to draw on the 
whiteboard. In addition, the Moderator can temporarily give Moderator status to a regular user of 
the room.  

 Users are the third user type. A User can access any document, recording, or page to which he/she is 
invited. A User can enter any room that is listed on his/her Home page, and may interact with other 
Users in the room (e.g. a Classroom) a according to the rights granted to him and dependent on the 
type of room in which he is. 

 Any registered user who has access to a room, regardless of their user type, can invite anyone 
with an e-mail address to enter that room. 
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4 User Groups 

iCollaborate uses “user groups”. One use of these is to identify members of a class or course. A user may 
belong to more than one group.  

If a user is part of multiple groups, he or she will see a drop-down list when logging in, asking him/her to 
choose their group for this session. 

 

Figure 5: Login’s User Group drop-down list 

5 Home Page 

This is the iCollaborate Home (Welcome) page. 

 

Figure 6 – Welcome page 

5.1 Editing your profile  

After logging on to iCollaborate for the first time, click either of the two 'Edit your profile' links indicated by 
markers in Figure 6, above. You should edit and complete your basic profile at this time. (You can access 
your profile from any screen by clicking the Profile link at the top of the window.) 

In addition to your basic My Profile tab you’ll see three related tabs: Contacts and Messages, Edit Settings, 
and Search Users. (Each of these tabs becomes more easily visible when you click it.)   
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5.1.1 My Profile tab 

This is an example of the My Profile tab of the Profile page, which is self-explanatory. 

 

Figure 7 – My Profile tab of the Profile Settings page 

5.1.2 Contacts and Messages tab 

Click either of the Contacts and Messages links that are called out in this example. The one at the top of 
the screen appears on every screen throughout iCollaborate. 

 

Figure 8: Contacts and Messages tab 
 

The left two-thirds of the page are self-explanatory, as the mail tool uses the standard features of any 
common web-based email client application. 

Note that you can reach this tab from 
any screen in the application by clicking 
the Profile link indicated above. 



 

Draft 0.1  Page 7 of 23 

The area on the right is a list of Pending Contacts, Established Contacts, and Messages received. Pending 
contacts are iCollaborate users who want you to appear as one of their contacts. Here you can approve or 
refuse these invitations. 

5.1.3 Edit Settings tab 

Click the Edit Settings tab from the Profile page. (There is no global link to this tab, as there are with 
Profile and Contacts.) 

NOTE: There is no “Enter” or “Continue” button on this page. All changes are saved automatically when 
you leave the page for any reason. 

 

Figure 9: Edit Settings tab of the Profile page 

5.1.3.1 Passwords 

To change your password, enter it twice, as indicated in the User details area. Type carefully, as the 
characters are masked as you type them. 

The remaining fields are self-explanatory, with the exception of Birthday. Enter birthdates in the 
European format: DD.MM.YYYY.   

5.1.3.2 Audio/video and related options 

The circled prompt in Figure 9 highlights one of the ways you can suppress the display of Flash prompts 
each time you enter a room. Mark the check box to suppress the feature. 

Click More Display Options to display the following pop-up. 



 

Draft 0.1  Page 8 of 23 

 

Figure 10: Edit Settings primary pop-up 

If you right-click the More Display Options button you will access these features: 

 

 Choose Settings… to display the familiar Adobe Flash Player Settings pop-up. 

 Choose Global Settings… to access the Flash Player Settings Manager pop-up. 

 Choose About Adobe Flash Player… to see an Adobe advertisement.  

5.1.4 Search Users tab 

The third tab of your profile page is Search Users. Here you can find other registered iCollaborate users 
based on the data they provided on their profile pages. (See Figure 7 on page 8.) When you identify a user 
you can click icons in the Actions column to see his or her profile, send a message, or add them to your 
contact list Remember:  Adding a user to your contact list is only the first part of the process. This step 
sends a message to that user saying that you want to add them to your contact list. The user is free to 
accept or refuse your invitation when they visit their message box. 

 

Figure 11 – Search Users screen 

 

  

These settings should be 
self-explanatory. 

You can type key words to search upon in 
these text entry fields, and then click Search. 
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Click the  on the appropriate row of the search result page to send your invitation to that user. The 

outgoing message looks something like this. When you click SEND INVITATION a confirmation message 
appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click OK to clear the message. 

The person you invited will see a similar message listed in their own Messages list. When that person 
clicks ACCEPT, the procedure is complete.  

 

 

 

 

 

 

 

 

 

 

  

A 

Figure 12: Send Invitation 

Figure 13: Receive/Accept Invitation 
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6 Working in iCollaborate Meeting Rooms 

There are six types of virtual rooms: 

 Public Virtual Classroom 

 Public Interview room 

 Private Virtual Classroom 

 Private Interview Room 

 Personal (My)Conference Room 

 Personal (My) Webinar Room 

These comprise four functional categories: 

 Interview Rooms 

 Virtual Classrooms 

 Virtual Conference Rooms (for 1-16 users) 

 Virtual Webinar Rooms (for 1-120 users) 

6.1 Features Common to All Rooms 

All registered users in a room can, with the moderator’s permission:  

 Allow others in the room to hear their voice and/or see their camera image 

 Access the whiteboard to draw on the board and display/upload files of their own  

 Save and manage personal copies of files used in the meeting room 

 Access and replay recordings of sessions 

By default, all sessions are recorded and stored in the room for later access by attendees. 

Any participant may “raise their hand” by clicking the Pointer button on the toolbar. 

The moderator can then activate that user’s microphone and/or allow them to  
draw on the whiteboard. 

 

 

 

Figure 14 – A personal conference room with one attendee (the moderator) 
  

Note the position of the Properties panel 
in this private conference room 
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Figure 15 – A virtual classroom (whiteboard tab) 

 

Beneath the user list on the left side is a small space called 
'Activities and actions’. This is where messages and user 
requests will appear. If a user requests something, such as 
the right to draw on the whiteboard, a message will appear 
there and the moderator can approve or refuse the request 
using the circled buttons. 

  

These are action buttons 
that the moderator uses 

to enable or prevent 
actions by the selected 
user. Refer to section 0 

 

These are merely column 
headings to indicate which 

abilities the user has (if green), 
or does not have (if red). 

The moderator can click a red 
indicator to grant the ability to 

the user on that row.  
Refer to section 7.2 

Note the position of the Properties panel 
in the whiteboard tab (see arrow) of this 
public virtual classroom 
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6.2 Entering a room 

To join or begin a conference in a room, begin at the My Rooms section of your Home page. 

 

6.2.1 Hardware Configuration 

Upon entering a room the Choose Device window will appear. Here you must decide, for the current 
session, whether you will use audio and video, audio only or video only. Choose the corresponding option 
in the first drop down menu. The three drop-down menus below allow you to choose your camera 
(webcam) and your microphone. The third lets you select the camera resolution to use for your video pod. 

 

Figure 16 – Choose and test your hardware window 

Clicking it starts recording a five-second audio/video clip. Play it back and decide whether the recording 
test went well and whether your hardware is working properly. If you are not satisfied, repeat that 
process. 

The fourth drop-down, CAM RESOLUTION, lets you choose the resolution of the camera for the purpose of 
iCollaborate.  

 

From the list of public or private rooms 
that are displayed here, click the ENTER 
button opposite the desired room. 
 
 
To enter a room that you do not see in 
this list, ask one of the room’s attendees 
to send you an invitation.  
(See Figure 12 on page 11.) 

If you have access to 
more than one webcam 
(such as a built-in and 
an add-on), choose one 
from the drop-down list. 
 
The same applies for 
your choice of 
microphones. 
 
When those have been 
selected, click START 

RECORDING TEST. 
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The choice of camera resolution is particularly important because it influences the quality of the image of 
yourself that you and other participants will see.  

If you have already configured and tested your hardware, click START CONFERENCE to enter the room.  

If you no longer want this window to appear, you can disable it in your profile (see Figure 3 on page 5 of 
this manual) or mark the DO NOT ASK AGAIN check box (see the circled check box in Figure 15).

 
 

The higher the resolution you choose, the more bandwidth will be consumed by the session. This means 
that more of your system’s resources will be taken up by the iCollaborate session while it is in progress.  

Your choice of resolution depends on several factors, among which are the quality and speed of your 
internet connection, the quality and capacity of the computer hosting the session, the number of people 
in the room, and the resolution of the attendees’ cameras. You must therefore find a compromise 
between the size of the video to display and the quality of transmission. Some tests will help you quickly 
get a sense of the optimal resolution to choose. 

6.3 Virtual Chats 

You can chat with another user(s) from your Home page or while you’re in a meeting room. 

6.3.1 Chatting from your Home page 

Your home page (Figure 17) includes a Chat bar (between the arrows). Click it to conduct real-time, 
two-way “conversations” with other users. When you click it, the page changes to look like Figure 18. 

 

 

 

 

 

 

 

 

 

 

Figure 17 Chat bar on the Home screen 

 

 

Figure 18 Expanded Chat Tab on the Home Screen 
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6.3.2 Chatting from Various Room Types 

The position of the chat pane of the iCollaborate window changes depending on the type of room you are 
in. 

 In a private conference room it is across the bottom. (See Figure 19.) 

 Interview rooms have no chat pane, since by definition they are used for one-to-one meetings.  

 

6.3.3 Configuring the Meeting Room 

You can tailor the meeting room’s screen space to suit what you’re doing at any moment. 

 Click < next to the Whiteboard heading to collapse the left side of the screen, giving more space to 
the whiteboard. 

 Click the V next to the Properties or Chat headings to collapse those panels when they are not being 
used. 

 

 

 

 

 

 

 

 

 

 

 

 

Properties 
AND Chat 

panels 
collapsed 

Properties 
panel 

collapsed 

 In a public virtual classroom the chat pane 
resides in a dedicated chat tab that you 
must select. 



 

Draft 0.1  Page 15 of 23 

7 Moderating a Meeting 

 

Figure 19: Private conference Room –Default View 
 
 

 
iCollaborate Virtual Classroom (left pane) 

 

  

If you do not see your own video pod when you enter the room, 

click    on the upper row of icons. This will share your 

audio/video with all participants, including yourself. 

In the iCollaborate Public Virtual Classroom the left pane 
is organized into five tabs. 

The Users tab (open here) also appears on the private 
conference room page. 

The other four tabs are Files, Chat, Whiteboard, and 
Recordings.  
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7.1 Upper Toolbar/Icons 

On the left side of the window, directly beneath the word Users (or on the Users tab when in a Public room), is the 
“upper” toolbar. These tools are the moderator’s to use, and they affect the user whose row is currently 
highlighted. 

 

 Make the user the moderator in this room 

 Allow the user to draw on and use the whiteboard 

 Allow the user to share or record their screen 

 Allows the user to allow other participants to see hisor her own video pod 

 Mute or unmute the user’s microphone 

 Mute yourown microphone so that none of the participants can hear you 

 Mutes all participants’ microphones, making yours the only one heard 

7.2 Lower Icons 

Just above your name is a second, similar list of icons. Beneath them is an area with rows for participants and a set 
of columns that apply to each row. These icons are column headings, and a green check in a column indicates that 
the participant on that row currently has those rights. 

 Note that some icons on the lower bar have subtly different meanings here than on the top bar. 

This example shows the columns and rights (permissions) for each user in the room. The Moderator’s rights are 
indicated by checks. Rows will appear for other participants as they enter the conference room, and their rights 
will be indicated the same way on their rows. If the user does not have a certain permission, the symbol in their 
row of a column looks like a “do not enter” sign.  

 

These column heading icons denote the following roles and abilities. As Moderator, you can grant or recind these 
for individual participants. 

 User is the moderator of this room 

 User may draw on the whiteboard 

 Allows (toggles on/off) the user permission to share or record the screen 

 Allows (toggles on/off) the user to control the screen remotely 

 Allow or deny the user the ability to give someone else exclusive audio (that is, to mute everyone else) 

 Opens the user’s audio/video configuration so they can change their device settings 

 Remove (eject) the selected user from the class 

 Mute the user’s microphone globally (so that others cannot hear that participant’s side conversations, 
background noice, keystrokes, etc.) 

For your convenience, the , , and a volume control slide all appear in the header of your own 

video pod. 

Moderator’s Rights 

Participant 2’s Rights 

Participant 3’s Rights 

  Opens your audio/video 

configuration screen 
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7.3 Whiteboard 

The whiteboard occupies the bulk of the screen space. The whiteboard is a space where you can write, draw, point, 
or place and edit documents. 

Next to the word 'Whiteboard' you can see a green cross . Click it to add another whiteboard on its own tab.  

7.3.1 Tools on the Whiteboard 

This is the whiteboard’s tool bar. To move this bar 
elsewhere on the screen, click and drag the shaded 
area on the left edge of the bar. 

You can hover your mouse over any tool to see what it does. 

Clear the whiteboard: Removes everything from the currently displayed whiteboard. If you have more than 
one whiteboard, the others are not effected. 

Clear objects from the current slide: If you are displaying a document on the whiteboard and then draw an 
object or objects on it — for example a circle and an arrow drawn over the document — those added 
objects comprise a “slide”. Click anywhere inside the area of the slide and click this tool to erase the objects 
without disturbing the document. 

 

 

 

 

 

 

 

 

Select an Object: If you have drawn something on the whiteboard and want to move or edit it, click this tool 
and then click on the object.  

The object will then appear in an edit frame. Click the red X to delete the whole object 
(“slide”).  

Click the Edit icon  to allow you to add to or change the content of the frame. 

 

Pointer: While in a classroom or conference, use this tool to “point” to a place on the whiteboard. Click the 
tool’s icon and then click at the place on the whiteboard to which you want to draw attention. An indicator 
identifies who is doing the poinitng. 

Text: Click this tool and then click and drag to create a text box on the whiteboard. Here you can use a mini-
text editor to create messages, notes…whatever. To control the bold and italics properties of the text, select 
the text and then click the B or I controls in the Properties panel (see next page). 

Pencil: Click this tool and then click and drag to draw a freehand line with your mouse. Release the mouse 
to finish drawing. To draw another line or line segment, click and drag again. 

Line: Click this tool and then click and drag a straight line anywhere on the whiteboard. To change its size, 
select the line (see Select an Object, above) and drag the sizing handle in the lower right corner of the 
object box. 

Highlighter: Click this tool and then click and drag to highlight as if using a magic marker. This is a useful and 
visually effective way for moderators (and others) to emphasize something on the whiteboard. 

  

This is a document 

This is a document with with a 
“slide” (some text written on it) 
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Click one of these three tools to draw a rectangle, elipse or circle, or an arrow. Click the 
rightmost tool to select and insert clipart that you’ve download from the Web or some 
other source. 

7.3.2 Properties Section 

At the bottom of the main window there is a 'Properties' tab 
where you can modify some parameters of the text or objects 
created using the tools on the toolbar. You can change text and 
line color, change the fill color of a shape, specify the corner 
point of a shape and its hight/width (in pixels). 

*Note: In a Virtual Classroom the 'Properties' section is in the “Whiteboards” tab on the left pane of the 
whiteboard screen.   

In the upper right corner of the window is the zoom control where you can adjust the 
screen display to your liking. Bear in mind that if you scroll on your screen, this also 
affects the display of other participants who are watching your shared screen.  

To adjust the content of the whiteboard for all users, independent of their own screen resolutions, mark the 
'Full-Fit' checkbox. This overrides the percentage size control and automatically resizes the displays of all 
participants’ screens to maximize their display area. 

7.4 Uploading a Document to the Whiteboard 

You can upload and displaydocuments of many types on the whiteboard. You can place multiple documetns on a 
whiteboard, and you can have multiple whiteboards available in the meeting space. Many document (and image) 
formats are accepted: 

bmp, doc, docx, dpx, exr, gif, ico, jpg, jpeg, odp, ods, odt, pcd, pcds, pdf, png, ppt, pptx, ps, psd, rtf, svg, sxc, sxi, 
sxw, tga, tiff, ttf, txt, wpd, wpg, xcf, xls, xlsx 

There are two ways to upload a document.  

7.4.1 Drag-and-Drop Method 

Click the 'Files' tab shown here. Using this method you can decide 
where you want to place your file, and that choice is significant. if you 
upload a file to your 'My Files' local drive, other users cannot download 
it. If you put the file in the 'Room files' public drive, other participants will 
be able to download it simply by double-clicking the version they want. 
(The folder may contain multiple versions of files, such as a PDF version 
and a source version.)  

Each file you upload is automatically converted to a PDF version, which is 
the version actually displayed. It is therefore possible to download the 
original file and/or the converted version.  

You can create subfolders by clicking the 'Add Folder' icon . Extra 

folders allow you to better organize the material tht you store. 

To submit your file, click the add  button. 
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7.4.2 File Menu Method 

From the menu, open the 'Files' context menu and click 'File upload'. Using 
this method the file you select will be automatically placed in the 'Room files' 
folder. From there it is available for download by any user who has the right 
to access the meeting room. 

Click Select File and browse to the desired file on your computer. Select it and click 'Start 
upload'. (The “Start Upload” button becomes active once a file is selected.) If the ‘Load 
directly to the whiteboad’ check box (see arrow) is marked, the file is converted to a .pdf 
version that appears on the whiteboard immediately. If the check box is cleared, the 
document will be converted to a .pdf file that is saved to the system under the 'Room Files' 
folder. From there you can always drag and drop it onto the whiteboard. 

 

 

Figure 20 – Uploaded Document on the Whiteboard 

This is how a file (document) appears on the whiteboard. 
The set of icons at the bottom center of the window help 
you navigate in your document. 

7.5 Downloading a Document from the Whiteboard 

As mentioned earlier in section 7.4, if you upload a document to the 'Room files' folder 
any user with the right to access the whiteboard can download it. 

To download a file, double click the file name on the left side and then click the 

download appropriate icon :    or    (original file or PDF version.) 

From this download window you can open any page by double-clicking its miniature.  

This is another way to navigate through your presentation, but unlike the set of gree 
arrow icons above, here you have the opportunity to select a specific page with a single 
click. 
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7.5.1 Actions Menu 

An 'Actions' tab appears in the upper left part of the screen, beside the 
Exit and Upload tabs. Click Actions to work with any of the features 
there. 

a) Send Invitation: As a moderator you can send an invitation to 
another user enter the room. 

 

b) Share/Record Screen: The options to share or record your screen are described in sections 7.3.5 and 7.3.6 

c) Apply for Permissions: The following three options are available for normal users only and allow them to 
ask for the moderation status, ask to access the whiteboard or ask to share their audio/video. They have 
the same functionality as the icons discussed earlier in section 7.2 on page 18. (These three items are 
disabled when seen by a moderator.) 

d) Create a Poll/Survey: This allows you to create a simple survey. Name the poll, state the question, and 
choose the type of poll. The options are 'Yes/No' and 'numeric from 1 to 10'. 
Each participant receives an invitation. This is an example of a Yes/No poll. 

 

 

 

 

 

 

e) Poll Results: You can view the results as a pie chart or as a simple listing of percentages for each answer. 
On the results page you can use the Close poll button to prevent further voting. 

f) Vote: If you want to vote yourself, you can do so by choosing 'Vote' on the 'Actions' menu above. 

g) Edit default settings…  This item opens the Edit Setup 
screen, whose options are self-explanatory. 

 

 

 

 

  

Enter the recipient’s 
email address and an 
optional message. To 
password protect the 
invitation (meaning the 
person will have to enter 
the password to log in,) 
mark the check box and 
pick the password to 
use. Complete the other 
fields and click Send. 
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7.5.2 Screen Sharing 

In the upper right corner of the main window of the room is the icon  with which 
you can start a screen sharing. Screen sharing allows you to show your screen or part of 
it to the other users of the room. In the window that appears use the 
double blue arrows to define the area you want to share. You can also set 
the quality of sharing (if bandwidth is an issue.) 

When you click the button a message appears on the screens of 
other participants allowing them to accept (View screen) or refuse 
(Close) your offer to share your screen. 

 

As the moderator, when another 
user is sharing their screen you 
can take control of their PC, and another user can do the 
same if you grant them permission to write on the 

whiteboard  and the right to remote control . 

You also have the possibility to stream your live screen to 
a third party live video website. 

To do this, start sharing your screen, click the 'Publish' tab, 
and enter the parameters required by the third party 
website to which you want to stream. Finally, click 'Start 
Publish'. 

 

 

 

7.5.3 Recording Sessions 

This window also allows you to start recording the session by clicking the Start Recording button. It will 
record everything that happens on the whiteboard, including video and audio. 

At the end of the session, when you leave the room, you can retrieve and view your recording. To do so, 
from your home page click the 'Recordings' tab in the menu and select “Watch recordings…”. 
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Figure 21 – Recordings window 

This is the window where you can view and retrieve your recordings. By default, when you record a session, the 
recording is saved in the 'My recordings' folder, which is not accessible to other users. If you want to share a 
recording you can move it into the 'Public recordings' folder by clicking the desired recording and dragging it onto 
'Public recordings'. 

NOTE: Any user has access to public recordings, even someone who was not in 
the room when the session was recorded. 

 

In the main window you can see the video, and below it you see the recording timeline. The green line indicates 

the microphone is on. You also see the recording’s length as well as 'Play '  and' Stop'  buttons. 

On the left side of the window you have some information about the recording such as the length or size, as well 
as two buttons that allow you to download the recording in .avi or. flv format. 

As with files, you can delete a recording when you no longer need it. To do this, select it and drag it into the trash 

bin.  

7.6 The calendar and how to set up a meeting 

On the 'Home' tab of the menu on your main page is the option 'Calendar'. 
Click this to open the calendar window, where you can schedule meetings 
and invite participants. 

 

 

 

Figure 22 -              A monthly calendar                                                              A weekly calendar 

All dates are in DW DD.MM format.  
DW stands for Day of the Week. 

This example is for Sunday, December 22. 
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Like any calendar, you can change the view by clicking the 'Day', 'Week', or 'Month' buttons. Two arrows in the top 
right corner of the calendar  let you navigate between dates. 

To schedule a new meeting, in the area of the page click on the meeting date on a monthly calendar, or on a date 
and time when you are viewing a weekly or daily calendar. 
The Event Details screen appears. 

 

 

 

 

 

 

 

 

 

 

 

 

+ Enter a Title for the event. 
+ Set the Start and End times. 
+ Select the Notification Type (none, iCal email, or simple email). 
+ Select the Room Type for your meeting. 
+ Mark the Password Protected check box if you want to require 

participants to enter a password–that you would provide-in 
order to join the meeting.  

+ Add Attendees by clicking the small “people”. Choose from the 
list of known users (the left icon) or add participants who are 
not already in your list (the right icon).  

+ The Location field is reserved for future use. 
+ In the Comment field, add text to explain the purpose of the 

meeting. It will appear in the body of your emailed invitation.  
+ Click Save. An email will be sent to each listed invitee, and it 

will include a direct link to the meeting room. (Note: The link 
will be valid only during the time of the meeting, so users 
cannot enter the room before the specified meeting time. 


