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First Time User Instructions 

Technical Requirements:  Any PC/Mac, with a webcam and microphone, ideally less 
than 2 years old or running Core i3 or better processor, running the latest version of a 
web browser that supports Adobe Flash Version 11 or newer.  

We recommend using Google Chrome. But other browsers will work as long as they 
are up-to-date. High quality broadband internet connection with minimum bandwidth of 
256k is also required. 

**Note that you must have either earbuds or a headset plugged in to your 

computer’s audio jack. We don't recommend doing this without earbuds, unless you 
have echo cancellation enabled on your computer.  You will have echo issues 
otherwise. 

Before the online meeting: 
 
1. If you are not using Google Chrome, make sure you check your Flash version by 
clicking here. If you don't have the latest version it is worth updating it. The website will 
walk you through it. 

2. For instructions on how to select your webcam, visit our support page. 

3. Before entering the meeting test out your mic and webcam by clicking here. 

4. We also have a video user's guide on our support page, which will provide some 
basic instruction on how the system works. 

5. If you have earbuds or headphones you can use with your computer, please have 
them plugged in prior to the meeting. 
 
It is a good idea to log in and check out the system at your convenience, prior to 

our meeting, to get some idea of how it works. If you would like to do this in 

advance, you can enter our demo room. 

 

http://helpx.adobe.com/flash-player/kb/find-version-flash-player.html
http://icollaborateonline.com/support-2/
http://www.onlinemictest.com/webcam-test
http://icollaborateonline.com/icollaborate-video-users-guide/
http://icollaborateonline.com/virtual-classroom-demo/


Customized Virtual Meeting, Virtual Classroom, and Online Video Collaboration Space for Professionals and Educators 

505 York Road, Suite 6,  Jenkintown, PA 19046-0611 ●  Phone 215.886.9188  ●  icollaborateonline.com 

 

 

Troubleshooting Most Common Problems 

 

Most common problems can be solved by trying these three things: 

 Refresh the browser window in which are have iCollaborate loaded (you may have to 

login to iCollaborate again). 

 Try using a different browser (if you haven’t been using Chrome you may want to try it). 

 Restart your computer and try again. If you have an external webcam, make sure your 

webcam is plugged in when you restart the computer. 

 

Here is a list of common problems and links to solutions 

1. I can’t get my mic or webcam to work. Click here for some tips. 

2. I keep getting disconnected (losing my connection to the server). Click here for tips. 

3. My audio and video are lagging during my meeting. Click here for tips. 

4. The video image of the person I am meeting with is “frozen.” Click here. 
 
5. If all else fails, us telephones for audio and use iCollaborate for whiteboards only (not Audio/Video)  

There is much more support information available on our support page. 

 

For support inquiries, please email support@icollaborateonline.com 

 

http://icollaborateonline.com/my-webcam-or-microphone-is-not-working/
http://icollaborateonline.com/support-2/support-faqs/i-keep-losing-my-connection-server/
http://icollaborateonline.com/support-2/support-faqs/how-to-reduce-audio-or-video-lag-while-in-a-video-conference/
http://icollaborateonline.com/support-2/support-faqs/troubleshooting-frozen-video-panel/
http://icollaborateonline.com/support-2/support-faqs/troubleshooting-frozen-video-panel/
http://icollaborateonline.com/support-2/support-faqs/troubleshooting-frozen-video-panel/
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Refreshing or Changing Your Audio/Video Device Settings 

Click the  refresh button to bring back the audio/video device dropdown box 

 

Audio/Video Dropdown Box 

 

 

Dan
Text Box
*Notes:1. If you are entering your iCollaborate meeting room between coaching sessions you do not need audio or video.  In this case, in the "Choose published devices" dropdown list, choose the option for "No Audio or Video"2. If you are using screensharing,  you should turn off video, and only use audio, in order to conserve bandwidth. The can be done using the "Choose Device" dropdown box. In this case, in the "Choose published devices" dropdown list, choose the option for "Audio only."

Dan
Line

Dan
Line
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Currently open whiteboards 

Toolbar 

Delete -- deletes all selected                  
whiteboards 

           Save – saves contents of all selected 
                        whiteboards 

 Load – reloads saved whiteboards 

Select whiteboards for delete, load, 
           and save functions 

* Note: Disc icon on toolbar  can also 
be used to save an individual whiteboard as 
a file in your room directory 

Properties elements are activated when 
toolbar items are selected.  e.g. ink 

color and pencil width for drawing 

 

The following functions can be used in the 

Whiteboards Tab.  

 Add New Whiteboard 

 

 

 

Virtual Classroom 

Whiteboards Tab 
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Your files (only visible to you) 

Files that are visible to anyone in room 

(and can be downloaded by any participant) 

These files are only visible to moderator 

(tutor) and can be loaded to whiteboard but 

cannot be downloaded by any user (for 

copyrighted or protected intellectual property) 

 

The following functions can be used in the 

Files Tab.  

Note: Select a directory or folder before 

choosing to add a file or folder to it. 

 Add File 

 Add Folder 

 Refresh Directories 
 

 

 

Virtual Classroom 

Files Tab 

 



 

 

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. 

  



 

  

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 green 
arrow icons above, here you have the opportunity to select a specific page with a single 
click. 

 

 



 

How Clients Can Edit Whiteboard Documents Between Coaching Sessions 

1. Upon entering the meeting room the invited user must click the “get moderation” button (see below). 

 

  

Click Here 



 

2. Once the invited user clicks the “Get Moderation” button, the editing toolbar will appear.

 

You now have access to the toolbar and 

all of its functions for editing the 

whiteboard. 



 

Instructions for creating a recording in the Virtual Classroom 

Notes: 

i. Make sure your Adobe Flash and Java are up-to-date. 

ii. The first time you record a session, you will need to allow pop-ups and agree to Java Security 

Warning. Subsequently this process should happen automatically (one-click recording). 

1. Click “Record Screen” on the blue menu bar at the top of the screen. 

2. You will see the message “Starting…” in that space after clicking it. 

3. If you get the message “Pop-Ups are blocked from this website” you will need to allow pop-ups. See 

screenshots below. 

 

  

Click here for 

pop-up allow 

options. Choose 

“Always Allow 

Pop-ups From 

This Website” 

https://helpx.adobe.com/flash-player.html
http://java.com/en/


4. Make sure your browser allows pop-ups for the following website: 

 

5. Once the pop-up is allowed, your browser will open another browser tab. In this tab you must allow 

Java to run.  

 

a. You must agree that you 

understand security risks from 

running Java. Always choose “Allow 

and Remember” so that next time 

you record you won’t need to do this 

step again. 

b. After agreeing to security prompt, 

Click “Activate Java” to begin 

recording. Choose “Allow and 

Remember.” 



 

 

6. After completing these steps recording will begin. You should see “Stop Recording” displayed in the 

menu bar (click here when you are ready to stop recording). 

7. You will also see a recording message in red: Recording User: Your Name on the right hand side of the 

blue menu bar. 

 



8. Upon completion of recording, and after the recording is processed, you can access the recording 

from the “Recordings Tab.”  Select the recording you would like to view.  

9. Note the recording are automatically named by date (using the European dating convention: 

DD.MM.YYY). Right click on the recording’s name to rename it. 

10. To download your recording, once the recording is selected, click the FLV button at the bottom left 

of the screen. 

 

 

Dan
Text Box
Note: Screensharing uses the same downloaded applet as recording, so click "Share Screen" instead of "Record Screen" and follow the same steps as above.

Dan
Note
Marked set by Dan

Dan
Text Box
Screensharing
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Troubleshooting Screen Sharing and Recording 
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