UNVA Virtual Classroom Quick Start

1. Prerequisites.

a. Web Camera and HeadSet (install the driver for the webcam which is available either from the manufacturer website or from the CD included in the webcam original box)
b. Install JRE, following the link to install JRE 
(Ignore this step if it already has JRE 1.5 or 6 installed) 
https://cds.sun.com/is-bin/INTERSHOP.enfinity/WFS/CDS-CDS_Developer-Site/en_US/-/USD/ViewProductDetail-Start?ProductRef=jre-6u16-oth-JPR@CDS-CDS_Developer
c. Install Adobe Flash Player 10 for IE, Firefox or Chrome explorer. (ignore this setup if it already has Flash Player 10 installed.) 
http://get.adobe.com/flashplayer/otherversions
d. Turn off popup blocker or allow popup from following url in your computer.
2. Login &  Select Class

a. Type in Username, Password, select current Term and Faculty. (The same user name and password for UNVA portal)
b. Select Class by clicking Radio Button.
c. Click Enter Class button.

3. Launch Class

a. Click “Start” button at upper left corner.

b. Allow Camera and Microphone access on your computer:
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c. Publish Class ( Start Class):
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d. Turn down Volume ( Reduce echo during class session): 
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e. Add Blackboard by right click with mouse over large yellow area ( You can add more blackboard during class session):
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f. Right click on Blackboard , then click “Show Toolkits..” 

4. Toolkit:
a. Right click on Blackboard , then click “Show Toolkits..” 
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b. Click on button to select writing, drawing, undo function on blackboard.

c. Right click on blackboard, select “Hide Toolkit”  to hide Toolkit:

5. Upload Files 
a. Click “Pick” button :
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b. Select correct file type to upload:
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c. Load file:
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d. After file successfully loaded, it displays on dropdown ready for use:
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6. Text Messaging

a. Text message is designed to send to all attendees. When sending to specific students, execute following steps:

b. Point to student name, right click 
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c. Click “Add to Msg Receiver List..”

d. Recipients name will display:
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e. Type and click “Send” button to, or “S” button, send message:
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7. Assign Controls
· Share Screen to Student:

a. Right click student name, select “Add to ShareScreen Viewer List..”
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b. Select  “Capture Screen to Share..”:
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· Assign Screen Sharing Control:

c. Right click student name, select  “Assign ShareScreen Cntrl to..”
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d. Select “View Shared Screen from…”
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e. When more students are assigned to view sharedscreen, right click on each student name, select “Add to ShareScreen Viewer List…”
· Assign BlackBoard Control:

f. Right click student name, select “Assign Board Control to..”
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· Take BlackBoard Cotnrol Back:

g. From Toolkit, click “Take Control “ button:
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· Assign Video/Audio control:
h. Mouse over the student video image :
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i. Double click student video image: It will popup a video window:
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j. Click “X” button on popup video window, to close student video/audio control.
8. Print Attendee List
a. Right click on Attendee Area

b. Click “Print Attendee List” to popup a page with all attendee names on PDF format
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9. End Class

a. When class is over, “Stop” button has to be clicked to stop the class session.

