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Section 1 SAS Overview

The Elluminate Live! Session Administration System (SAS) provides ASP clients with the ability to
Register users

Create and schedule Elluminate Live! sessions

Invite participants to the scheduled sessions

Allow access to recorded sessions

Generate usage reports

agpwOdE

The Elluminate Live! SAS offers a great deal of flexibility to both corporate and educational clients.
This guide is intended for Administrators and provides an overview of the SAS.

Getting Started

Elluminate will create an Administrator account and will provide you with the username and
password.

To log in

1. Go to www.elluminate.com/member.jsp or your designated website.

2. Enter their Username and Password provided to you by Elluminate and click Login.

You are now logged into your My Elluminate page on Elluminate. From this page you can view a
schedule of sessions by selecting from the available options.

A series of tools are available under the “Utilities” tab that allow you to create meetings and
courses. You can also create user accounts, edit and/or view existing users and manage their
privileges and settings. Many of the utilities are applets, which consist of a series of panels that
guide you through the steps. Online help for each of the panels is available by clicking on the
“Help” button once in the applet.

A summary of the features and capabilities is provided here.
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Sample Administrator Utilities Page
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Creating Sessions

As an Administrator, you can create two types of sessions using the SAS:

Meetings using the Meeting Management utility.

o

Administrators are able to create online meetings using a simple HTML interface
or a series of panels. Meeting can be of two types:
One-time meetings: Sessions can be created for a short duration to
conduct online training sessions or meetings.
Open meeting rooms. Open rooms can be created over a longer
duration and can be used as virtual offices or as virtual conference
rooms.

When creating meetings, you can specify the time the room will open and close,
the moderators name, whether or not you wish to have the meeting recorded and
access settings for the attendees. The recordings can be easily played back by
a single mouse click on the link provided by the SAS.

For both types of meetings, attendees can be invited through a customized emalil
invitation, which provides information about the session and contains a single
click access to the session. Meeting invitations also include a link for adding the
meeting to the attendee’s Outlook calendar.

For meetings where the session attendees are not known in advance, a link can
be provided which allows the attendees to identify themselves just before
entering the meeting — thus a single link can be emailed or posted on a website
to allow access to that meeting.

Regularly scheduled meetings that may run over a longer duration and consist of multiple
sessions (these are called “courses” in our administration system) using the Course
Management utility.

(o]

Administrators are able to set up and define courses that may run over a longer
duration and consist of multiple sessions. These courses can be setup to deliver
your regular training programs or academic courses.

When creating courses, you can create multiple offerings of the same course;
specify session times, select the moderators name, determine whether or not you
wish to have the sessions recorded and define access settings for the
participants. The recordings can be easily played back by single mouse click on
a web page provided by the SAS.

Administrators may restrict access to these sessions by enrolling specific
participants in the sessions or by specifying levels of access to participants. A
customized email confirmation can also be sent to enrolled participants.

In order to access these courses, attendees must be registered on the SAS and
have a username and password.
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Creating Users
There are four roles within SAS as follows:

Administrators - This is the overall administrator. Elluminate will create this account and
provide the necessary information. It is the role of the Administrator to create Supervisor,
Moderator and Participant accounts. Multiple Administrator accounts can be provided.

Supervisors - This is a regional / area manager or school administrator / teacher
(unlimited but the number concurrent users is limited by license). You must create at least
one Supervisor in order to register Participants.

Moderators — These are the session leaders (unlimited but the number concurrent users
is limited by license)

Participants — These are the session attendees (unlimited but the number concurrent
users is limited by license)

As an Administrator, there are two ways to register users using the SAS.
Single User Management utility

o This allows the Administrator to register Supervisors, Moderators and
Participants one at a time. It can also be used to search, edit and review existing
user information.

Upload Users utility

0 This feature allows Administrators to register Supervisors, Moderators and
Participants simultaneously through a Comma Separated Value (CSV) file with a
pre-determined format.

Administrators have the ability to define privileges and settings for their users prior to
registering new users (using the New User Default Management utility) or by revising
them for existing users (using the Multiple Supervisor Management, Multiple Moderator
Management and Multiple Participant Management utility).
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Accessing Sessions

For sessions created as a Meeting, attendees can access the session by clicking a link in an
email invitation that will launch the attendee directly into the live session.

0 Various email templates can be created using the Email Notification Template
Management Utility and tailored to your specifications. A sample email invitation is
shown below.

0 When the attendee clicks on the link, an automatic check will be done to see if they
have the required software. If not, they may be prompted to download and install the
software. Users only need to do this the first time they use Elluminate Live!.

Sample Email Invitation
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For accessing Courses, Supervisors, Moderators and Participants must be registered in the
SAS and be provided with their username and password. With this, they can log into the
Elluminate website at www.elluminate.com/member.jsp.

0 Once users log in, they will be able to access their “My Elluminate” page. The My
Elluminate page is the gateway to the rest of our website. From here, users can
view their schedule of sessions, join sessions, enroll in courses, playback recorded
sessions, download the required software, access a resource library, take an online
orientation of Elluminate Live! or access our help section.

Various email templates for course enroliment and withdrawal notification can be
created using the Email Notification Template Management Utility and tailored to your
specifications.

A sample participant My Elluminate page is shown below.

Sample Participant “My Elluminate” Page

Joining Sessions

The My Elluminate page displays the schedule for the upcoming week. Click on the name of the
session to view a description and more information.

This is also where you can join sessions running on the current day. To join a session, simply click
the Join link next to that session. If you are scheduled as a moderator for a session, then your
name will appear in red and, when you click the Join link, you will enter the classroom as the
moderator. Clicking the Join link next to a session that you are not moderating will connect you as
a participant.
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The Join link will only be available within a certain boundary time.

If users do not have the required software to run Elluminate Live!,
then each time they log in, they will first be taken to the Software page
that provides information on how to download and install the software.
Users can simply click on the My Elluminate tab to return to the main

page.

Information on the available tabs is provided here. Information on the various utilities is provided in
Section 2.

Profile Tab

To change/update your contact information, username or password, click the Profile tab on the
menu bar. Update the information displayed and save your changes.

This tab will only be available if the user has the privilege to edit
their profile. Administrators may enable or disable this through a setting
when creating the participant’s account.

Reports Tab

The following usage reports and charts are available for administrators and supervisors:
Profile Report (from the Administrator and account)
User Summary Report (from the Administrator account)
Session Summary Report (from the Administrator account)
Supervisor List Report (from the Administrator account)
Running Session Report (from the Administrators account)
Session Attendance Report (from the Administrators account)
Course Attendance Report (from the Administrators account)
Participant Attendance Report (from the Administrators account)
Attendance Chart (from the Administrators account)
Activity Chart (from the Administrators account)
Session Attendance Report (from the Supervisors account)
Participant List Report (from the Supervisors account)
Participant Attendance Report (from the Supervisors account)
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Reports can be generated in HTML format or in a TSV file (Tab Separated Value file) which can be
opened with MS Excel. With these reports, Administrators and Supervisors can obtain the
following information:

General information on users, meetings and courses.

A list of all registered users and a summary of their information.
List of all attendees in a particular meeting or course.

List of all courses a participant has registered for.

List of all registered participants in a particular course.

Software Tab

Sun Microsystems Java Web Start or an open-source alternative (Open-JNLP) must be installed
and configured prior to joining a live virtual classroom. If the user does not have this software
installed, they will be taken to this page first each time they log in. To download and install the
necessary software, follow the instructions provided on the page. Users should be encouraged to
download and install the required software prior to their first session.

Resource Section

This section is only available for registered Moderators and Participants. The resource section
provides the following:

Orientation

This takes approximately 5 to 10 minutes to complete. The orientation session provides an
overview of the main features in the virtual classroom and also helps users test their audio
setup.

Library
The Library link lists several K-12 educational web sites that provide useful information.

Help
The Help page contains a user guide for Elluminate Livel™ and frequently asked
guestions on Elluminate Live! and the required software.

Launch a private virtual classroom

A private virtual classroom is a classroom that is not connected to a session. You are the
only one in the classroom and have the ability to use the whiteboard tools. Use a private
virtual classroom when you want to practice using the whiteboard tools, create a
whiteboard file or review a saved whiteboard file. Note the Participant Info, Direct
Messaging and Audio windows do not function in a private virtual classroom.
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Section 2 Available Utilities

Each user will have various utilities available to them. Some utilities are applets where each applet
contains a number of panels guiding you through the tasks you wish to complete. An overall
summary of each utility is provided here along with information on which users have access to the
utility.

Some utilities may not be avialable to the user as it depends on
their set of privileges that the Administrator assigns.

Each applet has an Online Help tool available that provides
information about each panel. Simply click on the “Help” button
available in each panel.

SAS Session Management Tools

Course Management

Administrators can use the Course Management utility to create regularly scheduled sessions that
may run over a longer duration and consist of multiple sessions (these are called “courses”). Only
registered users (i.e. have a user account) can attend these sessions. Specific users can be
enrolled in the sessions or sessions can be open to all registered users. Administrators also have
the ability to record sessions. Playback of the recorded sessions can be made available to all
registered users or only to those that attended the sessions.

Creating a course consists of three steps:
1. Creating a template. This provides basic information about the meeting.

2. Creating an instance. This is a particular offering of the course. This is where you
determine if the sessions are open to all users or only to those who are enrolled in the
course. You can also select pre-defined email enrollment and withdrawal templates,
choose to allow late enrollments, determine whether the recordings will be made available
to everyone or only to the enrolled participants.
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3. Create the sessions. These are the actual meeting times. Here you can select the
moderator, set the number of minutes prior to the start time of the session that users will
be able to join the room, determine whether you wish to record the session — either
automatically or allow the moderator to start and stop the recording, allow Elluminate Live!
privileges to be granted automatically to the participants, and determine if the moderator
supervises the room.

Meeting Management

Using the Meeting Management utility, Administrators and Supervisors (if they have been given the
privilege to mange meetings) can create short duration meetings or open meeting rooms over a
longer duration. In order to access these meetings, attendees are sent an email invitation with a
link to join the meeting. The attendees can be selected from a list of contacts that can be imported
from your email address book.

By selecting the participants who will be attending the meeting, you will be able to send a
customized email invitation to them. The email invitation will provide information about the
meeting, a link for adding the meeting to the attendee’s Outlook calendar, will contain a link that
attendees simply click on to join the meeting and will provide information about the required
software.

Furthermore, when creating the meeting, you can select the following options:

You may record the meeting. If you set the meeting to be recorded, the email invitation to
the attendees can be configured to include a link to the recorded session.

You may provide a personal greeting or description of the meeting. This can be inserted
into the body of the email invitation.

You may allow attendees to invite others to the meeting. Information on how attendees
can do this can be provided in the email notification.

Define classroom settings including the moderator name, the number of minutes prior to
the start time of the meeting that users will be able to join the room, determine whether
you wish to record the meeting — either automatically or allow the moderator to start and
stop the recording, allow Elluminate Live! privileges to be granted automatically to the
attendees, and determine if the moderator supervises the room.
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Simplified Meeting Management

From the “My Elluminate” page, users can create Meetings using an HTML interface by clicking on
the button “Schedule a Meeting”. This has the same functionality as the Meeting Management
utility described above and allows Administrators and Supervisors to quickly and easily create
meetings.

Course Enrollment Management

This utility will be available to Supervisors who have been given the privilege to enroll Participants
in courses. Supervisors can use this utility to view all courses that have been created and enroll
participants in and withdraw participants from these courses. If the participant’s email address has
been provided, a confirmation message may be emailed to the participant when they are enrolled in
or withdrawn from a course.
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User Management Tools

The User Management Tools are available for you to create and manage Supervisor, Moderator
and Participant accounts. Participant and Moderator accounts are only necessary if you are
creating Courses.

Single User Management

The Single User Management utility is available to Administrators and Supervisors and can be
used to:

Register new users (Supervisors, Moderators and Participants) in the database.
Administrators can create all three types of user accounts whereas Supervisors can only
create Participants.

View, edit and delete existing registered users and their information.

When creating new users, you will be asked to provide basic information about the user. All
usernames must be unique. To ensure this you must define your own naming convention for your
users. It is recommended that you also set the correct time zone for each user. This way, when
the user logs in, their My Elluminate page will display the schedule of sessions in their local time
zone.

This utility also gives you the ability to search for existing users in the database and view/edit their
privileges and information. You may edit privileges and provide additional information about the
user by editing individual accounts.

For each user account that is created, you must forward the appropriate username and password
to the user. All registered users will login at www.elluminate.com/member.jsp to access their My
Elluminate page. From there, based on their privileges, users will be able to view a schedule of
sessions, join sessions and access various utilities.

Prior to creating new accounts, review the existing user privileges and the time zone setting in the
New User Default Management utility and revise if necessary. Then, when new users are created,
they will have the privileges as defined in the New User Default Management utility.
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Multiple Supervisor, Moderator and Participant Management

These utilities are only available to Administrators and allow the Administrator to edit the privileges
and settings for selected users simultaneously. The same privileges and settings as defined below
can be edited. The Multiple Participant Management utility is also available to Supervisors.

Participant Member Management

The SAS system allows you to have multiple Administrator accounts. The advantage to this is,
when rolling out Elluminate Live! across multiple departments and on an enterprise-wide level, you
may wish to have separate Administrator accounts for each department and make each
Administrator responsible for creating their own courses and users for their department.

The Participant Member Management utility allows Administrators to share participants from your
entire organization by adding them to their group. Hence, participants are able to access courses
belonging to another Administrator. Each Administrator is then able to define their own levels of
access for the participants and enroll participants in the appropriate courses.

Upload Users

This utility allows Administrators to register multiple Supervisors, Moderators or Participants in a
single process. The utility requires users be listed in a comma separated value (CSV) format prior
to uploading.

The default CSV format is defined to be: One user per line with each line in your CSV file formatted
as follows: lastname, firstname,loginname,password. You must ensure that all login names are
unique.

This utility will only be available after you create at least one
Supervisor account using the Single User Management utility.

Prior to uploading your file, review the user privileges and the time zone setting in the New User
Default Management utility and revise if necessary. Then, when the new list of users is uploaded,
they will have the privileges as defined in the Specify Default Field Values For New Users utility.

Once the users are uploaded, you may change these privileges/settings and provide additional
information about individual users by using the Single User Management utility. You may also
change these privileges/settings for multiple Supervisors/Moderators/Participants simultaneously
by using the Multiple Supervisor or Moderator or Participant Management utility.
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You may provide other fields of information for each user such as:

User Group: (P = Participant, M = Moderator, S = Supervisor)
Email Address

Time Zone (various selections for time zones are available)
Daylight Savings Time Observed (True, False)

Country

Province/State/County

Municipality

Postal/Zip Code

Street Address

Area Code

Phone Number

Fax Number

Level

If you wish to add additional fields to your upload format, contact Elluminate Support
(support@elluminate.com) to specify these fields.

Specify Default Field Values for New Users

Prior to creating new accounts, you can predefine the privileges and settings that each type of user
will have. You may change these privileges at any time and the new privileges defined will only
apply to new users. Use the Single User Management, Multiple Supervisor Management, Multiple
Moderator Management or Multiple Participant Management utilities to revise privileges for existing
users.

A summary of the privileges is given below.

Supervisors may be given the privilege to:

Modify own profile: This privilege allows the supervisor to modify his or her own profile,
including login name, password and contact information.

Create Participants: This privilege allows the supervisor to create new participants in the
database and view/edit existing participant profiles.

Enroll Participants in Courses: This privilege allows the supervisor to enroll and withdraw
participants from courses.

Manage Meetings: This privilege allows the supervisor to create meetings and invite
attendees through an email notification.

Join sessions: This privilege allows the supervisor to join sessions.

Playback sessions: This privilege allows the supervisor to playback recorded sessions.
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Moderators may be given the privilege to:

Modify own profile: This privilege allows the moderator to modify his or her own profile,
including login name, password and contact information.

Join sessions: This privilege allows the moderator to join sessions.

Playback sessions: This privilege allows the moderator to playback recorded sessions.

Participants may be given the privilege to:

Modify own profile: This privilege allows the participant to modify his or her own profile,
including login name, password and contact information.

Enroll in courses: This privilege allows the participant to self-enroll in courses.
Join sessions: This privilege allows the participant to join sessions.

Playback sessions: This privilege allows the participant to playback recorded sessions.

Additionally, Participants also have the following flags that may be set:

Code of Conduct accepted: When this flag is de-selected, it indicates that the participant
will be asked to accept Elluminate’s Code of Conduct prior to joining their first session. By
selecting this flag, participants can go directly to their My Elluminate page.

Orientation Complete: When this flag is selected, it indicates that the participant has seen
the online Elluminate Live!™ orientation. By deselecting this flag, the participant(s) will see
a reminder to view the orientation on their My Elluminate page.
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SAS Settings Management Tools

Session Type Management

This utility allows Administrators to specify their own categories for courses and meetings. Some
examples of session types could include: Meeting, Event, Seminar, Lecture, Faculty Meeting.
These can be as specific or open-ended as desired. The SAS provides a default type of "None" for
use without any additional configuration.

Level Management

This utility allows Administrators to specify their own levels of access for courses and for
categorizing participants. Some examples of level types could include: Beginner, Intermediate, and
Advanced with a weighting of 1, 2 and 3, respectively. The level types can be as specific or open-
ended as desired and the weighting must be any whole number where the highest number
corresponds to the highest level. When creating Participant accounts, the Administrator is able to
select a level for each participant. Then, when creating course, the Administrator is able to set the
minimum and maximum level and thereby permitting access to participants if they fall into the
appropriate level. The SAS provides a default type of "None" with a weighting of “0” for use without
any additional configuration by the Administrator.

Elluminate Live! Label Management

This utility allows Administrators to specify labels within Elluminate Live!. These labels will appear
in the Elluminate Live! interface when it is launched. You may tailor the labels based on your
preference or to the type of session conducted. Some examples of label types could include:
Lecture, Student, Professor or Seminar, Participant, Facilitator. The SAS provides a default set of
labels for use without any additional configuration by the Administrator. When selected in the
Course Management or Meeting Management applets, the default labels will result in the
Elluminate Live! interface using the labels: Session, Participant, Moderator.
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Email Notification Template Management

This utility allows Administrators and Supervisors to tailor the email that their users will receive.
These email templates can be used when:
Notifying participants of their enroliment or withdrawal from Elluminate Live! courses
Inviting users to attend meetings held in Elluminate Live!.

Administrators can create email templates and have the option of sharing the template with other
administrators, only their supervisors or all supervisors in the organization. Sharing an email
template means that other administrators and/or supervisors may use the template, but may not
change or delete the shared template.

Email templates are plain text that contains the static text of your desired email message along with
special "tags" that fill in dynamic content as retrieved from the SAS system. A complete list of “tags’
is provided here.

The SAS provides three default generic templates for use without any additional configuration on
behalf of the Administrator or Supervisor.

Once your email templates are configured satisfactorily, from the Course Management utility or the
Meeting Management utility you will be able to select which template to use when notifying
attendees.

Supervisors also have access to the Email Notification Template Management utility to manage
templates that are used to invite participants to attend meetings held with Elluminate Live!.
Administrators may share their email templates with you. Email templates that are being shared
with you will not appear in your Email Notification Template Management utility. They will appear
when you are selecting which template to use when notifying participants.
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Tags for Meeting Invitations

Email Tag

Description

%SessionName%

Displays the Session Name. Title Case used.

%SessionTypeName%

Displays the Session Type as defined by the administrator in the
Session Type Management utility. Title Case used.

%SessionDescription%

Displays the description associated with the session.

%SessionModeratorName%

Displays the Moderator® Name. Title Case used.

% SessionStartDate%

Displays the session’s start date.

%SessionEndDate%

Displays the session’s end date.

%SessionStartTime%

Displays the session’s start time. Displayed in contact’s specified
timezone, with GMT time appended.

%SessionEndTime%

Displays the sessions end time. Displayed in contact’s specified
timezone, with GMT time appended.

%SessionDuration%

Displays the hour and minute duration of session.

%SessionBoundaryTime%

Displays the number of minutes prior to the scheduled start time
that attendees can join the session.

%JoinLoginName%

Displays the attendee® Login Name for the session.

%JoinPassword%

Displays the password the attendee requires to join the session.

%JoinLinkFull%

Displays a clickable link to the session. Includes username and
password information, so that the attendee is taken directly into
the session.

%JoinLinkNolnfo%

Displays a clickable link to the session. Does not include
username. The attendee will be prompted for this information prior
to joining the session.

Displays a clickable link to playback the session. Use this tag only

%PlaybackLink% if the session is set to be recorded.

Displays a clickable link which will add the meeting information
%vcalendar% and a link to join the session into the user’s email calendar.
%UserSalutation% Displays the attendee® Salutation. Title Case used.
%UserFirstName% Displays the attendee® First Name. Title Case used.
%UserLastName% Displays the attendee® Last Name. Title Case used.
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Tags for Course Enroll/Withdraw Registration

Email Tag Description
Displays the Template Name of the Instance that the participant is
%ProgramName% being enrolled in/withdrawn from. Title case used.

%ProgramTypeName%

Displays the Session Type associated with the Instance as defined by

the administrator in the Session Type Management utility.

%ProgramDescription%

Displays the Template description associated with the instance.

%ProgramStartDate%

Displays the Start Date of the Instance.

%ProgramEndDate%

Displays the End Date of the Instance.

%ProgramSessionList%

Displays a list of sessions, including dates and times that are
associated with the instance.

%ProgramSessionCount%

Displays the number of sessions associated with the Instance.

%ParticipantFirstName%

Displays the participant® first name

%ParticipantLastName%

Displays the participant® last name.

%ParticipantEmailAddress%

Displays the participant® email address

%ParticipantLoginName%

Displays the participant® "My Elluminate" login nhame

%ParticipantPassword%

Displays the participant® "My Elluminate" password.

%RegistrationConfirmation%

Displays a confirmation number for the Enrollment or Withdrawal.

Tags Common to both Meetings and Courses

Email Tag

Description

%OwnerFirstName%

Displays the session Owner® First Name. The owner is the
IAdministrator or Supervisor that created the course or meeting.

%OwnerLastName%

Displays the session Owner® Last Name. The owner is the
IAdministrator or Supervisor that created the course or meeting.

%OwnerFullName%

Displays the session Owner® Full Name. The owner is the
IAdministrator or Supervisor that created the course or meeting.

%OwnerPhone%

Displays the session Owner® Phone number. The owner is the

IAdministrator or Supervisor that created the course or meeting.
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%OwnerEmailAddress%

Displays the session Owner® Email Address. The owner is the
IAdministrator or Supervisor that created the course or meeting.

%SenderFirstName%

Displays the email Sender’s First Name. The sender is the
IAdministrator or Supervisor that sends the email notification about the
course or meeting.

%SenderLastName%

Displays the email Sender’s Last Name. The sender is the
Administrator or Supervisor that sends the email notification about the
course or meeting.

%SenderFullName%

Displays the email Sender’'s FullName. The sender is the
Administrator or Supervisor that sends the email notification about the
course or meeting.

%SenderPhone%

Displays the email Sender's Phone Number. The sender is the
Administrator or Supervisor that sends the email notification about the
course or meeting.

%SenderEmailAddress%

Displays the email Sender's Email Address. The sender is the
Administrator or Supervisor that sends the email notification about the
course or meeting.

%Prerequisite Text%

Displays the standard Elluminate Live! pre-requisite text which is:

\When you log in, you may be prompted to download Sun
Microsystem's Java Web Start (or OpenJNLP for Mac), a pre-requisite
to Elluminate Live!. You only need to do this the first time you use
Elluminate Live!.

The minimum PC requirements are a Pentium Il 266 Mhz with 64MB
of memory and a sound card. The minimum Mac requirements are a
g3 233 Mhz with 64MB of memory when using OS 9.0 - 9.2 or 128MB
of memory when using OS X.

To get maximum benefit from Elluminate Live!, all users should have
a microphone and speakers.

| would suggest going through the downloads about 30 minutes prior
to the start of the session.

%MemberLoginText%

Displays the standard "My Elluminate" login instructions.

To join, you will need to log in to Elluminate’s “My Elluminate” page at
the scheduled time. Go to http://www.elluminate.com/member.jsp to
log in.

%JW SDetectText%

Displays the standard Elluminate JWS Detect text/link. Displays a
reminder to participants on pre-testing/installing of JWS which is:

If you wish to see if your computer has the required software, please
go to
http://www.elluminate.com/jwsdetect/demos_events/jwsdetect.html
and follow the instructions. This detection will also be done when you

login to "My Elluminate".
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A sample meeting email template and a sample resulting invitation is provided below:

Sample Email Template

Sample Resulting Email

Dear %UserFirstName%:

You are invited to an online %SessionTypeName%
on %SessionStartDate% using Elluminate Live!.

Name: %SessionName%

Starts: %SessionStartTime%

Ends: %SessionEndTime%
Moderator: %SessionModeratorName%

To join the %SessionTypeName%, go to
%JoinLinkNoInfo%. This link will take you to a login
page where one you need a user name. The user
name can be anything (preferably your full name) and
will be used to identify you in Elluminate Live!.

See you then!
Zemina Hasham
To add the meeting information into your calendar,

please click on the link below:
%vcalendar%

Dear John:

You are invited to an online discussion on Feb 4,
2004 using Elluminate Live!.

Name: Advantages of Synchronous Collaboration
Starts: 10:00 AM EDT
Ends: 11:30 AM EDT
Moderator: Jill Adams

To join the discussion, go to
http://www.elluminate.com/site/external/jwsdetect/
demo?password=1234567890. This link will take
you to a login page where one you need a user
name. The user name can be anything (preferably
your full name) and will be used to identify you in
Elluminate Live!.

See you then!
Zemina Hasham

To add the meeting information into your calendar,
please click on the link below:
https://www.elluminate.com/site/external/mvc?user
name=John&password=1234567890

To generate a generic link to invite participants to meetings, you
must use the tag %JoinLinkNolnfo% in your email template.

To generate a link to playback the recorded meeting, you must use
%PlaybackLlink% in your email template.
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Simplified Meeting Management Defaults

This utility allows Administrators and Supervisors to specify their default settings for Simplified
Meetings. This utility will only appear after the user has created their first Simplified Meeting. The
fields that can be defined include: the moderator name and email address, session and label type,
server, boundary time, various options for the Elluminate Live! session and email template settings.
Each Simplified Meeting that is created will have these default settings but individual settings can
be changes while creating the meeting.

Withdraw from a Course

This utility will only be available to Participants if they have been given the privilege to self-enroll in
courses and if they are currently registered in at least one course. Clicking on this link will show a
listing of all courses the participant is currently enrolled in. To withdraw from a course, the
participant simply clicks Withdraw. [f the administrator entered the participant’s email address
when creating the account, an email notification will be sent to them.

Recorded Session Tools

Playback Recorded Meeting Session(s)

This utility allows Administrators and Supervisors (if given the privilege) to playback recorded
meetings. This utility will provide a list of all available recordings.

Playback Recorded Course Session(s)

This utility allows Administrators and Supervisors (if given the privilege) to playback recorded
sessions from regularly scheduled meetings/courses. This utility will provide a list of all available
recordings.

Playback Recorded Session(s)

This utility allows Moderators and Participants (if given the privilege) to playback all recorded
sessions that they have access to. To playback a session, users simply select the session they sh
to view from the listing of available recordings.
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Contact Management Tools

The Contact Management Tools are available for you to import your contacts from your email
address book so that they can be invited to meetings without entering their contact information
each time.

Contact Management

This utility is available to Administrators and Supervisors and allows them to create new contacts in
the SAS address book and view / edit existing contact information. By default, all Administrators,
Supervisors and Moderators that are already registered as users will appear as contacts.

When creating new contacts, you will be asked to provide basic information about the user. Itis
recommended that you set the correct time zone for each contact. This way, when they receive
their email invitation about a meeting, the time of the meeting will be displayed in their local time
zone. Also you may share your contacts with other Administrators or Supervisors in your
organization. A maximum of 1000 contacts can be entered into the database.

Define Upload Contact Fields

This utility allows Administrators and Supervisors to customize which fields they would like to
include when importing their contacts from their email address book. The utility requires contacts
be listed in a comma separated value (CSV) format prior to uploading. The CSV file format is
customizable to each Administrator and Supervisor and includes the fields:

Salutation

First Name

Last Name

Email Address

Description

Time Zone (various selections for time zones are available)

Daylight Savings Time Observed (True, False)

Country

Province/State/County

Area Code

Phone Number

Share with Administrators

Share with Supervisors

Upload Contacts
This utility allows Administrators to add multiple contacts in a single process. The utility requires
users be listed in a comma separated value (CSV) format prior to uploading as defined in the

Define Contact Upload Fields utility.

Once the contacts are uploaded, you may change their information and provide additional
information about individual contacts by using the Contact Management utility.
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Misc Utilities

Month-at-a Glance Schedule

This is available to all users and displays the sessions that have been scheduled for any particular
month. When you click on this link, a calendar displaying the current month will be shown. Simply
select the month you wish to view. Dates that appear in bold have sessions scheduled. Clicking
on the bolded date allows you to view the details of the sessions.
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