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How to Access Equella/Kaltura/Qualtrics
From Brightspace

More Tools

CourseTo v~ | BYUI Tools « ] Hel
e

Learning Maodel
myBYUI
Office 365
BYUI Library
pr———
ctivities w o BYUI Content

BYUI Videos

BYUI Surveys
———————————

1. Click on the BYUI Tools tab.
2. Select which tool you wish to use. This will take you to the page for each product.

+ BYUI Content will take you to Equella.
+ BYUI Videos will take you to Kaltura.
+ BYUI Surveys will take you to Qualtrics.
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Adobe Connect
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How Do | Edit my Adobe Connect Meeting
When | Have a Live Audience?

Adobe Connect's Prepare Mode allows you to make edits and modifications to your meeting room
while in a live meeting.

Switch to Prepare Mode
| Test Meeting 2 (Sharing) - Adobe Connect |

Meeting Layouts Pods  Audio

Camera Manage Meeting Information OLT 2016

Manage Access & Entry
Change My Role

Preferences...

Audio Setup Wizard...

nable Fresenter Unly Area

Full Screen

End Meeting...
Exit Adobe Connect

Dawvid AsDY

1. Select Meeting in the upper navigation bar.

2. Select Switch to Prepare Mode.
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Make Edits to Meeting Room

OHLINE LEARNING & TEACHING CON

Fresenter Name

(Everyone)

Make edits/adjustments to your meeting. Keep in mind that when there is a blue border around a
pod, that pod is live and any edits you make will instantly be displayed to the class. Pods without
blue borders are hidden from meeting attendees' view.
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End Prepare Mode

Pods

Manage Meeting Information
Manage Access & Entry
Change My Role

Preferences...

Audio Setup Wizard...

nable Fresenter Only Area

Full Screen

End Meeting...

Exit Adobe Connect

Audio

OLT 201¢

1. When you are finished making edits, select Meeting in the upper navigation bar.

2. Select End Prepare Mode.
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How Do | Use Breakout Rooms?
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How Do | Promote All Participants to
Presenters?

Auto-Promote Participants to Presenters

st Mesting 2 (Sharing) - Adobe Connect S T

Meeting  Layouts Pods Audio

| OLT 2016 PP (1).ppix
O)Czc ey

ange My Role

Invite Participants...

Block Guest Access
Preferences...

i i Block Incoming Attendees...
Audio Setup Wizard...

Place Participants On Hold...

) o Auto-Promote Participants to Presenters
Record Meeting... -

Switch To Prepare Mode

Enable Presenter Only Area

Full Screen

End Meeting...

_ Exit Adobe Connect Title is Title Ca

OMLINE LEARMING & TEACHING CON

1. Click Meeting in the upper navigation bar.
2. Click Manage Access & Entry.

3. Select Auto-Promote Participants to Presenters.
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How Do | Promote Participants in an
Adobe Connect Meeting?

Add "Attendee List" Pod (if not already on screen)

premes 0

'.o Pod Audio

_,' Share [ pptx
amera and Voice
Chat bk
Files b
Web Links 4
Poll 3
~
| ~
Breakout Pods 2

+ Move and Resize Pods

Manage Pods...

1. In the upper navigation bar, select Pods.

2. Select Attendee List. The pod will appear in the lower left corner of the screen.

BYU-Idaho Online | Other I-Learn Tools Page 12



BYU-Idaho Online Knowledgebase

Make Host or Presenter

[
Everyone
Attendee List (3) =~
=HE
E:ﬁ'l Active Speakers 0
* Hosts (1)
&' David Ashby (& Start Private Chat
* Presenters (2) @ Request Screen Share
©
o \"-""’ VidikE Fd g
Participants |4
||« » 3

There are 2 methods. You can use the Menu or Drag & Drop.

Menu:

1. In the "Attendee List" pod, hover the mouse over the participant you wish to promote.
2. When the window pops up, select Make Host or Make Presenter.

Drag & Drop

Click on the person whose role you wish to change. Then drag them into the role to which you would
like them to be assigned.

€ Hosts - Hosts can set up a meeting, invite guests, add content to the library, share
content, and add or edit layouts in a meeting room. They can promote other participants
to the role of meeting room host or presenter, or give enhanced permissions to a
participant without promoting the participant. Hosts can start, stop, join, and leave audio
conferences. They can also start and stop broadcasting audio into a meeting room. Hosts
are able to create and manage small group breakout rooms within a meeting. They can
also perform all the tasks that a presenter or participant can.

Presenters - Presenters can share content already loaded into the meeting room from the
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library and share content from their computer, including Adobe® Presenter presentations
(PPT or PPTX files), Flash® application files (SWF files), images (JPEG files), Adobe PDF files,
MP3 files, and FLV files. They can share their screen with all attendees, chat, and
broadcast live audio and video. Presenters can mute and unmute audio broadcasts on
their computers.

Participants - Registered participants can view the content that the presenter is sharing,
hear and see the presenter’s audio and video broadcast, and use text chat. Participants
can mute and unmute audio broadcasts on their computers.
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How Do | Record and Share a Recorded
Adobe Connect Meeting?

How Do | Record the Adobe Connect Meeting?

Record Meeting

Meeting Layouts Pods Aud

Manage Meeting Information
Manage Access & Entry r
Change My Role

Preferences...

Audio Setup Wizard...
Record Meeting...
Switch To Prepare Mode

Enable Presenter Only Area

End Meeting...

1. While in your Adobe Connect Meeting Room, click on Meeting in the upper navigation bar.

2. Select Record Meeting....
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Details
Record MeetinE I
Marme
o Test Meeting 0
e’y

sSummary

o

1. Insert a name for the recording.

2. Press OK.

Pause Recording

Record Meeting

Meeting session is being recorded.

rding Stop Recording

1. Click the red circle in the upper right-hand corner of the screen.
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2. Select either Pause Recording or Resume Recording.

Stop Recording

Record Meeting

Recording is paused.

Resume Recording Stop Recording

1. Click the red circle in the upper right-hand corner of the screen.

2. Select Stop Recording.

Share a Recorded Meeting

Navigate to Adobe Connect

&« C | O byui.adobeconnect.com
% Apps ¢ Bookmarks [ggl Brigham Young Unive [N F

ADOBE CONNECT

Navigate to byui.adobeconnect.com.

BYU-Idaho Online | Other I-Learn Tools
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Login to Adobe Connect

ADOBE CONNECT

Username:
Password:

Forgot vour password?

Legin

| Remember username

Login to Adobe Connect with your username and password.
Meetings

BRIGHAM YOUNG
UNIVERSITY

[DAHO

Home | Content | Training Seminars = Ewvent Management

4

Create New: I‘ﬁ MEETING ‘ I D CONTENT ‘ I? VIRTUAL CLASSROOM ‘ L

Times displayed in : (GMT-07:00) Mountain Time (US and Canada)

From your Adobe Connect portal, select Meetings in the upper navigation bar.

BYU-Idaho Online | Other I-Learn Tools
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Select Meeting

D User Meetings = [:l ashbyd@byui.edu

Meeting List | Edit Information | Set Permissions

|| Mew Meeting || || Mew Folder | || Delete || || Up One Level || || Mowe ||

[:l My Templates

E ASHBYD

E Ashby's Room

E Test Meeking '

O OO Eln

Select the meeting that you wish to share.

Recordings

D User Meetings = D ashbyd@byui.edu > S Test Meeting

Meeting Information | Edit Information | Edit Participants | Invitations | Upleaded Conteny | RBecordings |BReports

Meeting Information

MName: Test Meeting
Summary:
Start Time: 11/10/2016 9:45 AM

Select Recordings.
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Access Type

[:| User Meetings > [:| ashbyd@byui.edu > S Test Meeting

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

|| Delete || || Mowve To Folder || || Access Type || h o
N e G

o fE} Test Meeting 0 Actionsw @I Private 11/10/2016 10:20 AM -

1. Check the box next to the recording you wish to make public.

2. Select Access Type.

Public

Meeting Information | Edit Information | Edit Participants | Invitations | Upleaded Content | Rect

Change Access Type [ Return To Recordings ]
Test Meeting_0

) Pprivate

)@
C=Je

[ | set Passcode (Optional)

o || Save || Cancel ||

«

1. Select Public privacy setting.

2. Click Save.
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Select Video

[:I User Meetings > [:| ashbvd@byui.edu > S Test Meeting

Meeting Information | Edit Information | Edit Participants | Invitations | Upleaded Content | Recordings | Reports

|| Delete || || Move Te Folder || || Access Type ||

{5 Test Meeting 0 \

N e e

Actions ¥ g Public 11/10/2016 10:20 AM -

Click on the video you wish to share.

Copy/Paste URL

Title: Test Meeting_0

Type: Recording

Duration: 00:00:27

Disk usage: 1241.8 KB
Permissions: Same as parent folder

Summary:

Recording Date: 11/10/2016 10:20 AM

Copy the URL for Viewing. Share this URL with your target audience.
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How Do | Trim an Adobe Connect
Recording?

Navigate to Adobe Connect

< c | [ byui.adobeconnect.com
i*: Apps W Bookmarks [ Brigham Young Univ: Fant

ADOBE CONNECT

Navigate to byui.adobeconnect.com.

Login to Adobe Connect

ADOBE CONNECT

Username:
Password:

Forgot vour password?

Lagin

| Remember username

Login to Adobe Connect using your username and password.

BYU-Idaho Online | Other I-Learn Tools Page 22


https://byui.adobeconnect.com.

BYU-Idaho Online Knowledgebase

Meetings

BRIGHAM YOUNG (DAHO
UNIVERSITY

[ Home | Content | Training Seminars = Event Management

Create New: lﬁ MEETING ‘ I D CONTENT ‘ I?MRTUALCLASSRGGH ‘ l_[

Times displayed in : (GMT-07:00) Mountain Time (US and Canada)

From your Adobe Connect portal, select Meetings.

Select Meeting

[:l User Meetings = [:l ashbyd@byui.edu

Meeting List | Edit Information | Set Permissions

|| Mew Meeting || || Mew Folder | || Delete || || Up One Level || || Mowve ||

e

(] [ ] My Templates

(] E ASHEYD
() Ashby's Room /
E Test Meetin

While in the My Meetings tab, select the meeting you wish to edit.
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Recordings

UNIVERSITY

r Home | Content | Training | Meetings | Seminars | Event Management | Reports | Administration | My Profile

Shared Meetings User Meetings _ Meeting Dashboard

[:l User Meetings = [:, ashbvd@byui.edu > S Test Meeting \

Meeting Information | Edit Infermation | Edit Participants | Invitations | Upleaded Content Reports

Meeting Information

Mame: Test Meeting

Select the Recordings tab.

Edit Recording

Meeting Information | Edit Information | Edit Participants | Invitations | Uploaded Content | Recordings | Reports

" Delete || || Move To Folder || || Access Type ||

[ [} Test Meeting 0

Edit Recording
Make Offline

1. Click Actions.

2. Select Edit Recording.
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Trim Video

» Participants (0]

1. In the time bar at the bottom of the page, drag the left/right wedges to the part of the recording
you wish to delete. The red portion of the time bar indicates the portion to be deleted.

2. Click the scissors button to cut out the selection. If you wish to cut out more of the recording.
Select a different portion of the timebar and then click the scissors button again.

3. Finish by clicking Save. You have now trimmed the recording.

€ You mightalso be interested in: How Do | Record and Share a Recorded Adobe Connect
Meeting?
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How Do | Share My Screen During an
Adobe Connect Meeting?

Find or Add Share Pod (if it's not already on the screen)

Pods Audio

MNotes
+ Attendee List

Share

~ Camera and Voice

Chat

Timer

Whiteboard

Files
Web Links
Poll

Breakout Pods [

+ Move and Resize Pods

Manage Pods...

Find an existing Share pod on the page or add a new one by following the instructions below:
1. Click Pods in the upper navigation bar.
2. Select Share.

3. Click Add New Share.
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Share My Screen

Share My Screen

While in the meeting, click Share My Screen in the center of the page.

Install Add-on (if applicable)

Adobe Connect Add-in

To use this application, you need the
Adobe Connect Add-in. Would you like to
install it now?

If a window appears prompting you to install the Adobe Connect Add-in, select Yes.

BYU-Idaho Online | Other I-Learn Tools

Page 27



BYU-Idaho Online Knowledgebase

Grant Access

lest Meeting -

@ https://byul.adobeconnect.com/_a727341645/r5eaoblbjep/launcher=false

*‘ Adobe Flash Player on https://byul.adobeconnect.com wants to access your compute].

Grant access for Adobe Flash Player to access your computer by clicking Allow. When it is finished
installing, Adobe Connect will reload.

A This message may appear differently depending on the web browser you are using.

Share My Screen

Share My Screen

Select Share My Screen again.
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Share

Desktop | Applications | Windows |

Select a desktop to share:

“ (@) First Monitor

o [ Share ] Cancel ]

1. Select the monitor you wish to share.

2. Select Share.
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Stop Sharing

Adobe Connect

T mE ™ oofff 0 1

@ Stop Sharing D2

o

T

1. Click on the screen icon in the pop-up window.

2. Select Stop Sharing.

BYU-Idaho Online | Other I-Learn Tools

Page 30



BYU-Idaho Online Knowledgebase

How Do | Share a Document During an
Adobe Connect Meeting?

Find or Add Pod (if not already on the screen)

Jobe Connect

Notes

+ Attendee List

+ Camera and Voice
Chat

Files

Web Links

. . .

Share

Timer
Whiteboard

Breakout Pods

+ Move and Resize Pods

Manage Pods...

Find an existing Share pod already on the page or add a new pod by following the steps below:

1. Click Pods in the upper navigation bar.

2. Select Share.

3. Click Add New Share.

BYU-Idaho Online | Other I-Learn Tools
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Share Document

Share My Screen

Share My Screen
Share Document

share Wwniteboard

Recently Shared

1. While in an Adobe Connect meeting, click the drop-down arrow next to Share My Screen.

2. Then select Share Document.
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My Content
Shared Content

Browse My Computer...

Select Browse My Computer....
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Select File

ile ta =

Lookin: [ Desktop - 0drmE
L = R Librari
-:r} ibraries )
System Folder
Recent Places | ystermn Folder

Argyle, Dakota
& System Folder

-‘ « B | Computer | Network
E . Systern Folder [ System Folder

Desktop
. ! L~ OLT 2016 PP (1).pptx
= Microsoft PowerPoint Prese...
@;J 679 KB
Libraries
A
Computer

Netw;:rrk
e OLT 2016 PP (1) pptx g
Files of type: INI Supported File Types VT ance

1. Select the file you wish to display.

2. Click Open.

Navigate Between Slides

Use the left and right arrows in the bottom left corner of the page to navigate between slides.
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Draw

OLT 2016 PP (1).pptx

#OLTConf

1. Click the Draw button.

2. Use the bar on the left to draw, add text, or add shapes to your presentation.
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Stop Sharing

ez

Sharing

To stop sharing your document, click Stop Sharing in the upper right corner.
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Adobe Connect Troubleshooting & FAQ

Click here to view content in full screen mode
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How Do | Troubleshoot Adobe Connect?

Adobe Connect Room Appears to Freeze

Solution: Quit Adobe Connect and log back in to refresh to connection.

Sound Cuts Out Entirely

Solution: Close the Adobe Connect session and your browser. Then reopen both to join the session.

Your Sound Is Cutting In and Out

Cause: This is a connection speed issue.

Solution: Use a wired internet connection, or try to work as close to the wireless router as you can.
Make sure you have set your connection speed in Adobe Connect to the type of connection you're
using.

There Is Loud Feedback

Cause: Someone whose microphone is on is listening to the session on their speakers, and the
sound from the speakers is picked up by their microphone, causing feedback.

Solution 1: Encourage participants to wear headsets/headphones/earbuds, and turn off speakers.

Solution 2: Mute all microphones or remove microphone rights except for the speaker.

You Can't Login to Adobe Connect

Solution: Use your BYUl email address as your username.

Your Microphone Isn't Working

Solution: Be sure your microphone is plugged in BEFORE you log in to Adobe Connect. Otherwise,
quit Adobe Connect, plug in your microphone, and log in again.
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Solution: Be sure you click a€ceAllowa€? when you get a popup asking for permission for Adobe
Connect to access your microphone.

Solution: When you're in an Adobe Connect session, do the Audio Setup Wizard, under the 'Meeting'
menu. Make sure you select the right microphone. If your microphone is not listed, you need to
restart your computer with the microphone connected. If after a restart it is still not listed, you might
need to install drivers for your microphone.

Solution: Make sure that your microphone and audio headset works with your computer when you
are not logged in to Adobe Connect. If it does not, and you can't hear the audio and/or can't be
heard when you speak into the microphone, try this (for Windows): Right-click on the little speaker
icon that's in the lower-right corner of the screen, near the clock. Select "Adjust Audio Properties". In
the window that pops up, click on the "Audio" tab. On that page, under "Sound Playback" and
"Sound Recording", see what the options are in the drop-down box and see if changing the defaults
will fix the problem.

You Can't Get Adobe Connect to Load Correctly (White
Loading Screen)

Solution: You need to try another browser, or install the newest version of Flash from
http://www.adobe.com/software/flash/about/.

¢  NOTE: A short-term fix is for you to load the Adobe Connect from within the browser. You
can do this by appending ?launcher=false to the URL of the classroom (before you click it).

You Can't Get the "File Download" or "Web Link" Pods
to Work

Cause: This is usually because of popup blockers, as both of these pods open up new windows.

Solution: Hold down "Shift" and try to "Save to My Computer" or "Open in Browser" from these
pods.
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Adobe Connect Lesson 1: Introduction to
Web Conferencing

Click here to view content in full screen mode.

BYU-Idaho Online | Other I-Learn Tools Page 40


https://content.byui.edu/file/1b045784-695e-4b69-99d4-e48555c85531/1/story_content.zip/Lesson%201--Introduction%20to%20Web%20Conferencing.html

BYU-Idaho Online Knowledgebase

Adobe Connect Lesson 2: Pod
Fundamentals, Attendees, Chat, Share, &
Notes

Click here to view content in full screen mode.
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Adobe Connect Lesson 4: Layouts

Click here to view content in full screen mode.
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Adobe Connect Lesson 5: Adobe Connect
and the Learning Model

Click here to view content in full screen mode.

BYU-Idaho Online | Other I-Learn Tools Page 43


https://content.byui.edu/file/3274fc1d-66c9-4cc9-995f-23b19d663dc3/1/Adobe%20Connect%20Lesson%205.zip/story.html

BYU-Idaho Online Knowledgebase

How Do | Add Doorbell to Adobe Connect

Click here to view content in full screen mode.
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How to Save Adobe Connect Files as a

Video

In Adobe Connect you can convert and download a recording offline in MP4 of FLV format.

Manage Meeting Information

SYLH DAY
=@
g

Meeting Layouts Pods Audio

Manage Access & Entry g
Change My Role [ 2

Preferences...

Audio Setup Wizard...

Record Meeting...
Switch To Prepare Mode

Enable Presenter Only Area

End Meeting...

1. Select Meeting in the upper navigation bar.
2. Select Manage Meeting Information.

This will then take you to a new window where your meeting information is located.
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Find Your Recordings

BRIGHAM YOUNG IDAHO
UNIVERSITY

' Home @ Content Reports =My Profile

Shared Meetings Usar Meetings

| User Meetings > 7| _Online Leaming > [ | _Online Courses > | Instructor Office URLs > Sl BARSONER

Eais)

Meeting Information | Edit Information | Edit Participants | Invitations | Upleaded Content

Click on Recordings. This should take you to all the recordings you have.

Make Recording Offline

BRIGHAM YOUNG IDAHO
UNIVERSITY

" Home  Content | Reports = My Profile

Shared Mestings  User Meetings

| 7] User Meetings > | | _Qnline Learning > | | _Qnline Courses > | 7] Instructor Office URLs
ion | Edit Information | Edit Participants | Invitations | Uploaded Content | Re

|| Dalate || Mova To Folder || Arcess Typs

(]

i test

1. Select the Actions drop down menu.
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2. Select Make Offline.

The recording should then be opened in an add-in along with a pop-up dialog.

Select your Options

i i |

=

fline recording settings
o-asc select a preset for making the recording offline. You can alse fine tune individual settings.

Full HD

Mobile Desktop

| Advanced Options
720p ¥ 800 kbps v

20 - 30 >

Main - o
[] Set as default l I Proceed with Offline Recording J l

1. Select MP4 or FLV as the output option.

2. Select the quality either by using the slider or the Advanced Options menu. *Note: The higher the
quality, the larger the file size will be.

3. Click Proceed with Offline Recording once your options are selected.
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= -
B save s i
o - - = |
=, [ M0 Desktop # v | #3 | Seorch Deskios B
Organize * My Folder EF v #
-
I Favontes Libraries
Dleskt = Systern Falde
M Desktop =
& Deamlcacds

Glazier, &na

B Recent Places
o Libraries
- 5 Computer
2| Documents k Systern Falder

o Music

b= Puchires *: Mok
B videos Systern Fald
test (e
1 Computer 0L _'ﬂp*
£ Windewss [C:) i 153 D
File name: m M
Save &5 type: | WP Menie {*.mpd] .
&) Hide Folders [ swe ][ conca

Choose where you want your file saved and what you want it named. Proceed to save it.

Recording Conversion

[ Recodimgsummary |

Recording output path  C:\Users\anaglazier\Desktop'\test 0.mp4

Resolution &00X600
FP5 achieved 16

Output file Size  1.934 MB

The recording will play in the AdobeConnect add-in window and will be converted to MP4 or FLV file.
A dialog box pops up once the conversion has finished and provides the details of the actual
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recording. Since the recording must play in real-time in order to be converted, this process will take
the same ammount of time as the original recording.

¢  Now that you have an .mp4 file, you can add the recording to https://video.byui.edu,
https://youtube.com, or whatever video hosting site you'd like.
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Google Hangouts on Air

BYU-Idaho Online | Other I-Learn Tools Page 50



BYU-Idaho Online Knowledgebase

How Do | Set Up a Google Hangout on
Air?

Google Hangouts on Air is a great way to meet as a group when you are in different geographical
locations. To set up a Hangout on Air, you will need to have a Google account, and the Google
account must be linked to a YouTube channel. If you do not have a Google account, start with the
section titled Setting Up a Google Account. If you already have a Google account that is linked to a
YouTube channel (most google accounts from recent years are) jump straight to Setting Up a Google
Hangout on Air. If you have already done a Hangout on Air in the past jump right to Start a Hangout
on Air (Normal Process).

Setting Up a Google Account

YouTube.com
[ [ I-Learn 3.0 Help Guides qu YouTube th Approved |
= C'| & https://www.youtube.com

is8 Apps W Bookmarks

‘ﬂ]u Search

Navigate to YouTube.com.

Y

B Erigham You Fantasy Football
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Sign In
w @ =
'ﬁ
Upload
b
Click Sign in.

Create Account

Enter your emai

Meed help?

One Google Account for everything Google
GMmBEROL #* P E
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Click Create Account.

Name

James Porter

©

Choose a Google username
practice.email 45602

I prefer to use my current email address

Create a password

Birthday
April s 6 1930

Gender

Male 4

Mobile phone

==

Your current email address

Location

United States

4r

©
b

1. Insert your information.

2. Click Next Step.
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Agree to Terms

mong our services and across your devices for these
we show you ads based on information from your use
1 we use data from trillions of search gueries to build
that we use across all of our services.

CANCEL

Read and agree to Google's terms.

Verify Account

Verify your account

You're almost donel We just need to venfy your account before you can start using it.

Phone number ex: (201) 555-0123

B - » Google will cnly use this number for account security.
» Standard text messaging rates may apply.

How should we send you codes?

® Text message (SMS)
Voice Call

Continue

e ©

Important: Google will never share your number with other companies or use it for marketing purposes.

1. Insert your phone number into the 'Phone number! field.
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2. Choose whether to receive a text message or voice call for verification.

3. Click Continue.

Insert Verification Code

Verify your account

Enter verification code

=
d o

Didn't getQ’code'? Sometimes it can take up to 15 minutes. If it's been longer than that, try again.

1. Insert the verification code obtained on your phone.

2. Click Continue.
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Continue to YouTube

Welcome!

Your new email address is practice.email.45602@gmail.com

Thanks for creating a Google Account. Use it to subscribe to channels on YouTube, video chat for free, save
favaorite places on Maps, and lots more.

Continue to YouTube \

CGMEREDE > C

Click Continue to YouTube.

First Time Setting Up a Google Hangout on Air

NOTE: The first time you set up a Hangout on Air, you will need to enable live streaming and verify
your account.
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YouTube.com
5 ‘;“.E Y B YouTube ¥ 1 B Live Events - ¥«
<« C'| & https://www.youtube.com
% Boockmark S Bn e Wil Fantasy Footba

1] Tube [Search

Navigate to YouTube.com.

Enter Creator Studio

0o—

practice.email 45602@gmail.com

l g practme email. 456[!2@gmall com
Creator Studio o3

Add account O‘ign out

1. Click on your profile picture in the upper-right corner of the screen.

2. Click Creator Studio.
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Live Streaming

CREATOR STUDIO

=
= VIDED MANAGER

Playlists /
(t+)) LIVE STREAMING v

a2 COMMUNITY v

Select Live Streaming on the left-hand sidebar.
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Create Channel (if prompted)

Use YouTube as...

James

Porter

By clicking "Create channel’, you agree to YouTube's Termns of Service. Learn more

Changes you make here may show up across Google services with content you
create and share, and to people you interact with. Learn more

Use a business or other name \
CAMNCEL l CREATE CHANNEL l

Read YouTube's Terms of Service. If you agree to them, select Create Channel.

Events

VIDEOD MANAGER W

((#)) LIVE STREAMING

Stream | BETA

- COMMU Nn’\ v

Click on Events under Live Streaming in the left navigation bar.
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Enable Live Streaming (only required to do this once)

CREATOR STUDIO Live events: Do it live!

!i DASHBOARD Whether you're recording a concert, a sports event, a talk sho
now you can stream your event — live and direct — right to yo
morg

9 VIDEO MANAGER v

Enable live streaming
((#)) LIVE STREAMING

Stream now

Click Enable live streaming.

NOTE: You are only required to do the next few steps the first time you set up a Hangout on Air. Skip
down to Create Live Event if this is not your first time setting up a Hangout on Air.
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Verify Account (only required to do this once)

Account verification (step 1 of 2)
Verifying your account by phone lets you unlock additional features on YouTube, and helps us make sure you're ar

Select your country

United States -

How should we deliver the verification code to you?
Call me with an automated voice message
®  Text me the verification code
Which language should we use to send you the verification code?
English (US) change language

What is your phone number?

(208) 867-5309

For example: (201) 555-5555

Important: Up to two accounts can be verified per phone number, per year.

Verify your YouTube account with your phone.
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Agree to Terms and Conditions (only required to do this once)

Terms and conditions

These terms regarding live streaming (the "Terms") are for you, the content provider
Content Hosting Services Agreement, Sound Recording and Audiovisual Agreement,
referred to below as the "Agreement”). Through the live streaming account feature, ¥
may be provided with the option of archiving the Live Content for subsequent viewin
Guidelines. Notwithstanding anything to the contrary in the Agreement, You represei
on the Google Services throughout the world, including, without limitation, music lic
licenses) and any other royalty participants. You agree to comply with all applicable
Archived Content, if any, will constitute "Provider Content,” "Original Channel Content
subject to the terms of that Agreement. Provider warrants and represents that it has
limitation all licensing, registration or notification requirements, and will maintain su
approvals for the duration of the Live Stream Term.

Read the terms and conditions and if you agree to the terms, select | Agree.
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Create Live Event

3
~” Congratulations! You have been enabled for live streaming

CREATOR STUDIO = . 3 2
Live events: Do it live!

!i DASHBOARD Whether you're recording a concert, a sports eve
now you can stream your event — live and direct
more

=

= VIDED MANAGER hd

© New live event

Create live event
(i) LIVE STREAMING

Stream now m

Click Create Live Event or New Live Event
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Create a New Event

Basic info Advanced settings Monetization o ; 4
2
Title Unlisted -
Today Now Add end time Type

United States (GMT -06:00) Mountain  Edit ® Quick (using Google Hangouts On Air) o

Custom (more encoding options) o
Description

Reminder: You have agreed that you own the rights to, have properly licensed, or otherwise have the
right to use, all content you live stream (including any music content). Leam more

Some changes are not yet saved. Cancel Go live now l

Input the information for the live event.
Be sure to set the privacy settings to Unlisted.

Change the Event Type to > Quick (using Google Hangouts on Air)
Click >Go Live Now

AN~

NOTE: It is not necessary to add participants to the Hangout at this stage. This is addressed a few
steps later.

BYU-Idaho Online | Other I-Learn Tools Page 64



BYU-Idaho Online Knowledgebase

Install Plugin (if prompted)

Google

Install the Hangouts Plugin to get started

Install Plugin

It's free and installs in seconds.
For Windows XP+, Mac OSX 10.5+, Linux

If prompted, install the Google Hangouts plugin.

Confirm Hangout

Ready to go!

You will now enter 2 Google Hangout On Air so you can stream live
from your webcam. If you meant to schedule your live event for later,

please click "Cancel” and edit your event time. \

Cancel | 0K I

Click OK to confirm commencement of the Hangout on Air.
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Invite Participants

Copy the Hangouts window's URL and send it to participants in the Hangout. This is how they join
the Hangout on Air.

Start Broadcast

Start broadcast

Click Start broadcast.

NOTE: It may take up to one minute for the Start broadcast button to appear on the screen.

Stop Broadcast

Stop broadcast LIVE

To end the broadcast, click Stop broadcast.
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Start a Hangout on Air (Normal Process)

YouTube.com

= B YouTuke .‘l{‘rn Live Events - Y«

<« C'| & https://www.youtube.com
*% Bookmark i rv= |yl Fantasy Footba

Tuhe search

Navigate to YouTube.com.

Enter Creator Studio

9_——-#“

practice.email 45602@gmail.com

l g prachce email. 456!]2@gmall com
Creator Studio L1

Add account o‘ign out
m,ﬂ WiE BT T T S

1. Click on your profile picture in the upper-left corner of the screen.

2. Click Creator Studio.
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Live Streaming

CREATOR STUDIO

=
= VIDED MANAGER

Playlists /

(t+)) LIVE STREAMING v
a2 COMMUNITY v

Select Live Streaming on the left-hand sidebar.

Events

= VIDEO MANAGER v

(t#)) LIVE STREAMING

Stream | BETA

-3 COMMU MlTv‘\ v

Click on Events under Live Streaming in the left navigation bar.
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New Live Event

o
—

Actions = View: Upcoming =

Click >New Live Event

Create a New Event

Basicinfo Advanced settings Monetization o
4
-

Title Unlisted
Today Now Add end time Type
United States (GMT -06:00) Mountain  Edit ® Quick (using Google Hangouts On Air) o

Custom (more encoding options) Q
Description

o

e ———————————

Reminder: You have agreed that you own the rights to, have properly licensed, or otherwise have the
right to use, all content you live stream (including any music content). Leam more

Some changes are not yet saved. Cancel Go live now l

1. Input the information for the live event.
2. Be sure to set the privacy settings to Unlisted.
3. Change the Event Type to > Quick (using Google Hangouts on Air)
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4. Click >Go Live Now

NOTE: It is not necessary to add participants to the Hangout at this stage. This is addressed a few
steps later.

Confirm Hangout

Ready to go!

You will now enter a Google Hangout On Air so you can stream live
from your webcam. If you meant to schedule your live event for later,
please click "Cancel” and edit your event time.

Click OK to confirm commencement of the Hangout on Air.

Invite Participants

Copy the Hangouts window's URL and send it to individuals you would like to participate in the
Hangout. This is how they join the Hangout on Air.
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Start Broadcast

Click Start broadcast.

NOTE: It may take up to one minute for the Start broadcast button to appear on the screen.

Stop Broadcast

To end the broadcast, click Stop broadcast.

Find a Hangout on Air Recording

YouTube.com

= Y[]u search

Navigate to YouTube.com.
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Enter Creator Studio

9_—-—&@

practice.email 45602@gmail.com

l g practme email. 456[!2@gmall com
Creator Studio || £}

Add account e‘ign out
M,E W T T S —

1. Click on your profile picture in the upper-left corner of the screen.

2. Click Creator Studio.

Live Streaming

CREATOR STUDIO

=
= VIDEO MANAGER

Videos

Playlists /
(t+)) LIVE STREAMING v

s COMMUNITY v

Select Live Streaming on the left-hand sidebar.

BYU-Idaho Online | Other I-Learn Tools Page 72



BYU-Idaho Online Knowledgebase

Events

VIDEOD MANAGER W

((#)) LIVE STREAMING

Stream | BETA

- COMMU le‘\ v

Click on Events under Live Streaming in the left navigation bar.

Filter to Past Events

Events [ \9; J

Actions - View: Upcoming ~

Live now

Upcoming
o Completed

1. Click >Upcoming to pull down a menu
2. Select >Completed
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Select Recording

Events [J

Actions - View: Completed =

Tyler's Interview ifj—

Streamed: Jun 2, 2015 (GMT-7)

Edit Live Control Room Analytics

Download report

Click on the video thumbnail or title to go to the video page. From the video page you should be able
to share the link or copy the embed code to play in your course.

¢  You might also be interested in How to Embed a Video.
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TeamDynamix
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How Do | Access and Use the Course
Maintenance Dashboard?

The course maintenance dashboard is the council's look into the course's submitted tickets. It is
a 10,000 ft. view of all the course's tickets submitted and their working and completion status.
The course council can also leave comments on any ticket in the system. All Online Course
Representatives and Course Leads have access to their course's dashboard.

@© Online Course Representatives, Course Leads, and Curriculum Designers are the only
people that have access to this resource.

Access the Course Maintenance Dashboard

TeamDynamix

T TeamDynamix Version 9.4

& [ https://td.byui.edu)|

Type in the URL https://td.byui.edu.
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Log in

BYU

IDAHO

\ Brigham Young University-ldaho

Username

Password

LOGIN

Change password | Forgot usemame or password | Create username

Motice: Unauthorized access is strictly prohibited and may be subject to criminal prosecution.

Log in using your BYU-lIdaho credentials.
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TeamDynamix Dashboard

BYU Idaho & 0 ¢ Chat & Brad Barson

m Desktop Projects / Workspaces My Work

Z Refresh # Edit Desktop + New & Print COMM 150 OCR CIE - }
COMM 150 Course Council Report i e
Title Status Priority Prim Resp Age Description
COMM  Resolved Medium Ashwini 9d 1. Google Hangouts on Air will be "going away" soon, so item #3 on
150 Krishnan this page will need to be revised to say:

"Understand Google Hangouts - Office Hours. Your instructor's Office
Hours in this course will be primarily through Google Hangouts.
Follow the instructions to access Google Hangouts here:"

Link to here: https://support.google.com/hangouts/answer/2944865?
hl=en&ref_topic=6386410

(In the future, we'll create a new Q&A for Hangouts, but for now, we'll
use this link.)

2. Remove the Google Hangouts on Air Q&4 from resources file as we
won't be able to use it much longer.

COMM Resolved Emergency [ing Song 5d Links not working

150 Huang

(TEST)  New High Unassigned 1d  This s a test ticket only!

COoMM

150 Lorem ipsum dolor sit amet, consectetur adipiscing elit. Pellentesque

leo justo, posuere et vestibulum vel, iaculis ut nulla. Cras pretium
imperdiet turpis, sed porta felis bibendum eget. Etiam turpis turpis,
wvestibulum vel placerat id, mollis vel nunc. Cras consequat, magna id
fringilla ullamcorper, metus sem vehicula lorem, ac ornare guam
metus in libero. Aliqguam in leo dolor. Nullam lacinia dapibus tellus
eget accumsan. Morbi id efficitur dolor, nec rutrum odio. Curabitur
sed massa sed lacus varius mollis vitae non sem. Duis rutrum est
eras, non pulvinar eros blandit ut. Donec elementum auctor sem, vel
venenatis ipsum auctor et. Nulla ultrices, enim viverra mattis
vulputate, tellus dui posuere elit, vel commodo nulla eros vel sem.
Cras vel felis id leo vehicula feugiat quis eget nunc.

What you see here are the submitted tickets for the course. Each ticket displays its status, priority,
which course support specialist has stewardship over the ticket, how long the ticket has been in the
system, and the description of the issue.

Description of Categories

Title Status Priority Prim Resp Age Description

Category Meaning

Title The title of the ticket is always the course
number.
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Category Meaning

Status Status of the ticket tells you where it is in its
life-cycle.

Priority Priority determines how quickly Course
Maintenance needs to implement the ticket's
solution.

Prim Resp (Primary Responsibility) This lists the course support specialist assigned

to the ticket.

Age Age determines the length of time the ticket
has been in a new/working status. Once the
ticket has been resolved and/or closed the time
tracking on the ticket discontinues.

Description Description is the actual issue that the ticket
originator/author detailed.
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Make a Ticket Comment

Select Ticket Title

E Desktop Projects / Workspaces My Work

= Refresh # Edit Desktop 4+ Mew Desktop &= Print

COMM 150 Course Council Report

Title tatus Priority Prim Resp  Age Descrip

COMM Resolved Medium Ashwini 9d 1. Googl
150 Krishnan this pag

"Unders
Hours ir

Follow tl

Linktok
hl=en&r

(In the fi
use this

2. Remo

Click on the title of the ticket.
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Scroll Down

@ https://td.byui.edu/TDNext/Apps/44/Tickets/TicketDet.aspx?Ticket D=y6MJnzWsRCw,

COMM 150 Resolved

Incident ID: 1377663 & @

Tasks/Activities People T&E My Alerts (0) Assets/Cls (0) Read By (5)

Feed (6

7

Scott Terry (private)

| Changed Status from "Review" to “Resolved"

Changed Lead Reviewed: from "Nothing” to "Scott Terry"
Changed Quality Rating from "Nothing" to "Bravo”.
Changed QC Score from "Nothing” to "3.0"

Dear Angie Miller,

Thank you for using the online fix form. We appreciate you taking the time to address this issue. We are pleased to inform you that the
requested fix regarding the link being changed in the google account set up and the Google hangouts on air Q&A being removed from the
resources has been implemented in the reference course and sections by one of my Support Spedialists. | have reviewed their work to ensure
the fix was implemented correctly. If anything else arises, please feel free to contact us at Course Maintenance.

Thank you,

Scott Terry

Course Maintenance
coursesupport@byui.edu
208-496-1866

shwini Krishnan <kri14002@byui.edu, Angie Miller <milleran@byui.edu
Fri 9/16/16 8:46 AM

Comment Like

Ashwini Krishnan (private)

Changed Status from "Working" to "Review".
Dear Lead,

I've completed the ticket. This ticket is now ready for your review. Here is some information

Scroll down to the bottom of the window to see the work that has been done and the conversations

about the ticket. This is a log of the communications between the course support specialist and

others, the work they've done, and a quality check done by their team lead. It also includes any

communications sent to the course council requesting approval to implement the fix or

improvement.
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Select "Comment"

Feed (6
¥

Scott Terry (private)

Changed Status from "Review" to "Resolved”.

Changed Lead Reviewed: from "Nothing” to "Scott Terry”.
Changed Quality Rating from "Nothing" to "Brawvo".
Changed QC Score from "Nothing" to "3.0".

Dear Angie Miller,

Thank you for using the online fix form. We appreciate you taking the time to address this issue. We are
pleased to inform you that the requested fix regarding the link being changed in the google account set up
and the Google hangouts on air Q&A being removed from the resources has been implemented in the
reference course and sections by one of my Support Specialists. | have reviewed their work to ensure the
fix was implemented correctly. If anything else arises, please feel free to contact us at Course Maintenance.

To leave a comment on the ticket, first select the "Comment" button at the top of the ticket feed.
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Select "Notify" Menu

2. Remove the Google Hangouts on Air Q&A from resources file as
we won't be able to use it much longer.

l Course Support Lead (Reviewing Group)

| Ashwini Krishnan (Responsible)
Course Maintenance (Responsible Group)
e Angie Miller (Requestor)
Scott Terry (Contact)

Save Cancel

Scott Terry (private)

Once you select "Comment," a text editor will appear where you can write a comment. Select the
"Notify" drop down menu to pull up a selection of individuals to notify. This will send them an email.

1. The "Responsible" designation is the Course Support Specialist.

2. The "Requestor" designation is the original author of the ticket, the one requesting help.
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Write Comments

Make comments private (only visible to Tickets users)

Ashwini Krishnan (Responsible) 9 -

ahead and implement the change. o
- Sister Miller =

oETE =B

1. Note that the person(s) you have selected to notify appear here.
2. Write whatever notes you need in this text editing box.

3. Select "Save" to send the notification.
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Image Retriever
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How do | support the image retriever in
my FHGEN course? (instructor)

This will be used as a Frequently Asked Questions (FAQ) page for instructors. It will be updated as
more questions are asked. To better understand how the Image Retriever works please go to the
How to Use the Image Retriever (students). This link leads to a page that is an instructional page on
how to use the Image Retriever.

Frequently Asked Questions

Q: What do | do if my students cannot access a record using the Image Retriever?

A: When a student reports that an image isn't working, attempt to access the image yourself through
the Image Retriever. Make sure you know what image they are searching for as well as where it
exists. You also need to make sure that you are logged into content.byui.edu, since that is the

system where the images are stored for this program.

If you are also unable to access the image, please feel free to submit a ticket in order to have this
corrected using the request help feature within I-Learn.
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YouTube
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How Do | Change the Privacy Settings on
a YouTube Video?

Creator Studio

+ 40

davashby@gmail.com

David Ashby
. Creator Studio *

Add account Sign out

R

1. Click on your account profile in the upper right hand corner.
2. Click Creator Studio
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Video Manager

CREATOR STUDIO

[}
B§ DASHBOARD

=
=] VIDED MANAGER

Videos

Playlists

Copyright Notices

(te)) LIVE STREAMING v

In the left sidebar, navigate to Video Manager.

Edit Settings

Lesson 1 Introduction & Course Navigation HD
Jan1,201711:15 AM

Edit _

Find the video for which you'd like to alter the privacy settings. Click Edit next to that video
thumbnail.
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Change Visibility

Advanced settings

Public

A N |

Private
Scheduled

+ Public - Allows search engines to index your video and sends public traffic to your video. (If video
discusses individual student performance, this setting violates FERPA.)

+ Unlisted - Allows individuals with a link to the video to view the video. The video isn't listed in any
search results.

+ Private - Video is not accessible to any search engine or any user besides the owner and specific
users the owner has listed under the Share menu. (This is the most secure of the 3 options.)

Private -

Only you can view
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How Do | Slow Down or Speed Up a
YouTube Video?

Settings

Click the settings (Gear) icon.

Speed

Autoplay .

Annotations .
Speed Normal »
Subtitles/CC (1) off >

Quality Auto 1080p "0 >

B &o .
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Speed Settings

Choose the speed you'd like for video feedback.
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How Do | Turn On Closed Captioning in
YouTube?

Most YouTube video are closed captioned using artificial intelligence. The transcript isn't 100%
perfect, but it is typically pretty close. Closed captioning is a very useful tool for students who are
learning English or have other accessibility needs.

Closed Captioning

Click the CC button to turn on Closed Captioning
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Adobe Suite Products
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Exporting Files From Adobe Acrobat Pro

This tutorial will walk you through how to export a file from Adobe Acrobat Pro into a different
file format.

File
@ Acrobat Prro S Edit View Window Help
@ @ '\‘_/ Open... ®O |
Open Recent File »>
Home Tools
Create »
» B & s K @O
Save As... r8s
[D e Save as Other >
L Send File >
@ Close =W
Properties... #D
Print... =P L
BIUS /> AGA #4
Feravrnve:s Dawk 17 _ 12 a ramas

1. Select File to open the File menu.
2. Click Export To to open the export options menu.
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Export Options

® AcrobatPropc WM Edit View Window Help

[ JON | | Open... 80 |
Open Recent File >
Create k|

Home Tools

® B =

Save As... f+38S |
Save as Other

Spreadsheet

Send File »>

(8
N
@

Microsoft PowerPoint Presentation
Image >
Close EW  HTML Web Page
Properties... %D | pich Text Format
Print... %P | Encapsulated PostScript
BIU3 79 AU postscript
Text (Accessible
Covers: Pa X! ’ n of Part 14

Text (Plain}

Due: Thur @10 5,2016 at 4:00

————a

This menu gives you several different options for exporting a document from Adobe Acrobat in
different formats:

1. Use the drop down menu next to Microsoft Word
2. Select Word Document

Opening the Document in Word

Once the above options have been followed your PDF document will open in Microsoft Word if it is
installed on your computer.
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Outlook

BYU-Idaho Online | Other I-Learn Tools Page 97



BYU-Idaho Online Knowledgebase

How to Find Hidden Emails in Outlook
Focused Inbox

Many instructors have spoken of losing emails in their Outlook inbox. There are multiple
reasons this can happen. It is recommended that you check each of the methods below to
recover those:

Find and Select "Other: New conversations"

Folders Focused Other Filter v
Favorites Mext: No events for the next two days m Agenda

Other: New conversations

BYU-ldaho wvia Workplace
eIms
Drafts 1 Tonks, Stacie
*  Emails for Brandon Bair and David Nielson
Howse, Christopher Heinz O
Inbox 176

- Routson, Nathan
S - ¥ Post Conference Survey Update

Sent ltems W 1 i L git

Deleted Items 130 ':-1|..l.-:|:-'|._‘]T J:I":"-’1
Archive » Post OLT Conference Survey

Conversation History

Junk Ema Chris Howse

SR (ST PR - _— = D AOWPRET

Beneath the Focused and Other Tabs, you may see the Other: New conversations option. This tab
notes if you have any recently hidden items. If you do not see the Other: New conversations option,
proceed to the next section.
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Other tab

S Filter

two days. I Agenda

MNext: Mo events for

BYU-Idaho via Workplace
Chris, you have 4 new notifications, 2 group updates ar 10:17 AM

The conversation is taking off on Workplace. See what you're mis...

BYU-Idaho via Workplace
Emily-Rose Taylor mentioned you in a comment in Onli 10:14 AM

Emily-Rose Taylor mentioned you in a comment in Online Instruct..

Yesterday

Another way to view those same hidden emails is by selecting the Other tab.
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Junk Email or Clutter tabs

~ Favorites
Clutter 3

~ BYU-ldaho Online Instruc

Inbox 19

—
Drafts 12
Sent ltems

v Deleted ltems 16
Archive
Archivel
—
Motes

RSS Feeds

Also check your Junk Email and Clutter tabs if you're still missing emails. Sometimes important
emails get filtered here as well.

¢  You mightalso be interested in: How to Turn Off Focused Inbox in Outlook
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How to Turn Off Focused Inbox in

Outlook

Turn off Focused Inbox

Focused Other

Next: No events for the next two days.

BYU-ldaho via Workplace
Chris, you have 4 new notifications, 2

e conversation is taking off on Workpl

BYU-Idaho via Workplace
Emily-Rose Taylor mentioned you in a

Emily-Rose Taylor mentioned you in a cg

Yesterday

BYU-ldaho via Workpl7,
Chris, you have 3 new nu:utific@B

Guddat, Jerrod
»  Post OLT Conference Survey

office from Monday, J

L

Filter

« All

Unread

To me

Flagged

Mentions

Sort by >

Show as >

v Show Focused Inbox || Slm—

e conversation is taking off on Workplace. See what you're mis...

e 26th through Friday,...

If you would rather not deal with two different inboxes, you can turn your Focused Inbox off by
selecting the down arrow to the left of Filter and unchecking Show Focused Inbox at bottom of the

drop down menu.
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|-Plan for Tutors

BYU-Idaho Online | Other I-Learn Tools Page 102



BYU-Idaho Online Knowledgebase

How to Set up I-Plan

As a tutor, you will need to set up I-Plan in order to schedule appointments with students.

Set up your Zoom account

Since you are an online tutor and cannot meet with students in person, Zoom is available to you for
holding video conferences. For help setting up your account, see the following resources:

What is Zoom?

How Do | Get Started with Zoom?

How to Register for Zoom

Find your Zoom ID

Your Zoom ID is a unique code that will link students to your personal Zoom room. To find it, follow
these steps:

1. Login to Zoom

Go to https://zoom.us and login with your BYU-lIdaho credentials.

ZOOI I | SOLUTIONS = PLANS & PRICING CONTACT SALES SCHEDLULE A MEETING OIN A MEETING HOST A MEETING = SIGN OUT
Profile I ' Meet T W Get Trainir
Mesting Setting

TR TIMIVELEY  Join a meeting from an H.323/5IP room systen
Recordings Start Time Topic Ieeting ID

The user does not have any upcoming meetings.
To schedule a3 new meeting click Schedule a Mesting,

Refer-a-Friend

Attend Live Training Save time by scheduling your meetings directly from your calendar,
Video Tutorials _ _ .

= Microsoft Outlook Plugin ¢ Chrome Extension P Firefox Add-on
Knowledge Base Downloa wwnload

Add Zoom as an Add-in for
Outlook on the web
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You will see a page like this when you first login to your account.

2. Open your profile

zoom SOLUTIONS =

Refer-a-Friend
Attend Live Training
Video Tutorials

Knowledge Base

In the menu on the left of the page, select the "Profile" tab.
3. Copy your Personal Meeting ID
Leah Ward

nt Mo, 474305

Personal Meeting 1D 570-322.7307

hittpsz//byul. 200 ES//S7 03227307 I

Customize
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In the section "Personal Meeting ID," you'll see a URL. Copy the link.

Paste your Zoom ID into the Google form

You should have received an email from HR asking you to indicate your Zoom ID in a Google form.

Open the link to the form and paste your Zoom ID into the indicated space. Click "submit."

Create your tutoring schedule

Next, you'll need to establish the hours you are available to tutor students. Follow these steps:
1. Login to myBYUI
Login to the BYU-Idaho site like you usually do, with your username and password.

2. Open I-Plan

University = Academics = Living = Find = Audience = Leah Kaye Ward

BYU | . &vui

IDAHO

HOME STUDENT

Welcome: Leah Ward

You are Il_lggglj i as STUDENT

ACADEMIC RESOURCES wore (@ URVERSITY MESSAGE CAMPUS MESSAGING

TUESDAY, SEPTEMIBER 13

‘ President and
E M. Ssister Eyri
. Pr !
/

¥ Registrason

» Arademic Advising

> Canide Hnivlr

CAMPUS LIFE WoRE [ \ :
Li

o

Trio de Bois

¥ Hamar Cods | September 26

F:30 PM

#BYUIDEVOTIOMAL Snow Recital Hall

» Events Cal=ndar

¥ Center Slage

On the home page, there is a box titled "Academic Resources," which contains a link to I-Plan. Follow
that link.

If you would prefer, you may simply visit iplan.byui.edu. This is a good site to bookmark.
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3. Login to I-Plan

You will be prompted to login through BYU-Idaho. Enter the same username and password you use

for the BYU-Idaho site.

4. Indicate your availability

Students who wish to meet with you will be able to view the days/times you are available and select
a time slot. You can choose the days/times you are available.

Academic

Fraparation

Welcome to |-PLAN o 8

1. Open the menu and

2. Select "Tutoring."

&ooll
Career Carger and
Preparation

ACADEMIC PREPARATION

.
' a T,
o abilities in cublects lik . i)
Develop abilities in basic ;- ) - o ﬁl[ﬁ: g 1;
e Academic Stdent
Adhising Dashboard

reading, writing, math, and st

GRAD PLANNER

Plan all of the courses you need from your n -

first semester through graduation |
-

HANDSHAKE

Search available jobs and internships
posted for BYU-idaho students

TUTORING

Gat el

and an

ntments with paer tuors
ou succeed in challenging
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Request approval for your interns

&

Carear

Exploration

Internship
Agproval

CAREER PREPARATION

Prepare for a career or graduate schood by
taking advantage of BYU-ldaho resources.

INTERNSHIP APPROVAL

ACADEMIC ADVISING

arear exploration guestions
10 questions about planning
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I-Plan

\ .

o s &

Quizzes Get a Tutor Watch Videos
Test your knowledge Meet with qualified students Find answers o your questions
Did you know? My Appointments
ou have no appointments scheduled

Check Out the “Watch Video" Section

Resume Reviews and Practice Interviews

Click the arrow icon in the corner.
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Student Mavigation:

Tutor Navigation:

When the menu opens up, select "Schedule Appointments."
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)\ Mountain Time (
#| Appts. with Students | Appts. with Tutors #| My availability
o O o8 # Group @ #| Drop-in Labs mm
< September 10 — 15 2018 >
10 - Monday 11 - Tuesday 12 - Wednesday 13 - Thursday 14 - Friday 15 - Saturday

A calendar will pop up. Click a time when you are available to meet with students.

BYU-Idaho Online | Other I-Learn Tools Page 109



BYU-Idaho Online Knowledgebase

Availability | Courses Attendess

Dare &1 e o
iy
- . - [#]

A window will pop up and ask you to complete several pieces of information.
1. "Date" and "time."

2. "Location." Remember that Zoom ID you used earlier? Click the drop-down menu and select your
Zoom ID as the location. If you don't see your Zoom ID appear as a option, please email

youngi@byui.edu.

3. "Type" and "stop registration." You may indicate whether you'd like to meet with students
individually or in groups. You will only select "Drop-in" if you have been contacted by Online
Employment & Scheduling and asked to facilitate drop-in tutoring. If you have not, then only select
"One-to-one" or "Group."

"Stop registration" is how soon before the appointment students may sign up.

4, "Quick creation." This tool allows you to make this availability slot recurring. For example, if you
are available every Monday and Wednesday from 9:00am to 10:00am for the whole semester, you
may say so, and |-Plan will automatically put availability in the calendar for you on those days and
times.

5. "Split time" and "breaks." This indicates how long you want appointments to be and how much
time between appointments you want.

Be sure to click "Next" when you are finished.
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ity Close

Availability Courses Altendess

11 Courses Assigned & Salec A

Regular Courses Fa

If you are tutoring for more than one course, be sure to "select all" courses. The arrow button shows
a list of all your courses.

When you are finished, click "Create Availability."

| Appts, with Students o+ Apgrs, with Tutors + My availability
o One-to-one g ¥ Group fa # Drop-in Labs W
£ September 10 — 15 2018 >
10 - Monday 11 - Tuesday 12 - Wednasday 13 - Thursday 14 - Friday 15 - Saturday

7:00am . kOGam
7.00am - 08:00am z

You will see the availability you selected show up on your calendar in green.

Repeat this process as many times as necessary until all of your online tutoring availability has been
scheduled.
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