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QUICK START: CCC CONFER (WEB CONFERENCING)

Santa Ana College Distance Education, Cesar Chavez Building Room A-101, (714) 564-6725, DistEd @sac.edu

The minimum system requirements to use CCC Confer are a PC, MAC, or Mobile Device running at

least Windows 7, Mac OS 10.8, Android 4.1.1, and iOS 4.3 or later. The system must have at least
256 MB RAM, 20 MB free disk space, and Internet access of 28.8 kbps or greater. Java must be
installed. Recommended browsers are newer versions Firefox, Chrome, and Internet Explorer.

CCC CONFER (WEB CONFERENCING)

e Overview

e Access CCC Confer

e Create an Account

e Using Blackboard Collaborate
o0 Session Recording

o Collaborate Home Screen

o Participant Permissions & Tools
o Audio /Video Conferencing
o Whiteboard

o File Sharing

o Web Tour

o Application (Screen) Sharing
o Changing Applications

o Chat

o Moderator

o Menu Bar

=  Exit the Session
e Accessing Recorded Sessions
e Additional Training and Support

OVERVIEW

CCC Confer is a free, standalone web conferencing tool, that allows instructors to meet with students
virtually. CCC Confer provides audio, video, file / screen sharing capabilities, a whiteboard, the ability
to add additional presenters, easy to navigation, the ability to schedule one or a series of meetings,
provides meeting information and links in Email invitations, the option of requesting a transcriber to be
in the room, the ability to record sessions, and excellent training and support.

ACCESS CCC CONFER

To access CCC Confer, open a browser window. Enter the address www.cccconfer.org in the
browser address bar.
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MyConfer

Presenters/Faculty only

Q Search

First time users must create a CCC Confer account. On the home page, click the Sign Up button in

the upper right corner of the screen.

(_ _’1 @ www.cccconfer.org
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Home Meetings

CONFER

Training

Support
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Presenters/Faculty only

Complete the registration page, then click the Create button at the bottom.

ccc (i) CONFER

Home Meetings  Training Support

Register

Log In Name *
Emall *

Password *

Flrst Name *

Last Name *

Title *
Department *

College/Org *

{No College Assignment)

Classification *

{chodse a classification)

Phone *

Screen Name

Create

MyConfer

Presenters/Faculty anly
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A confirmation screen will appear if the account was successfully created.

Home  Meetings  Training  Support

Registration Successful

Thank you for regestenng at CCC Conler. You should recene an email shorlly with instruchons io vabidate your accounl
If you have nol receved the emal, check your spamipunk lolder
Privacy & Terms Find us on n Facebook G YouTube

Home AboutUs Products ContactUs Accessibility

ors, st and faculty of the Califomia Gomemunily Colieges system
m the Calfornia Community Colleges Chancsllor's Ofica

This site is provided a% o senace 1o The a
CCC Confer is funded by an e-confer
©2076 CCC Confer. Al Rights Resered

LOG INTO CCC CONFER

From the CCC Confer home page, click the Log In button at the top right of the page.
Q search ﬁ E w L ﬁ’ D

€ » ‘ @8 www.cccconfer.org

CCC ( CONFER  (MyConfer

- Presenters/Faculty only

| »

Home Meetings Training Support

Enter the User Name and Password in the provided fields, then click the Log In button.

ccc (i) CONFER 8y Confer

Presentersi/Faculty only

Home Meetings  Training Support

MyConfer Log In

For Presenters/Faculty Only

User name ¢ Moderator Guide to CCC Confer

Password

Forgot your password?

Home AboutUs Preducts ContactUs Accessibility Privacy & Terms Find us on nFacebookaYouTube

This site is provided as a service to the administrators, staff and faculty of the California Community Colleges system.
CCC Confer is funded by an e-conferencing grant from the California Community Calleges Chancellor's Office.

©2016 CCC Confer. All Rights Reserved

First time users may need to validate their accounts. An Email will be sent to the provided address.
Click the link provided in the Email to validate the account.

ccc (i) CONFER MyConfer

Presentera/Faculty o
Home Meetings  Training Support
Registration Not Yet Validated

Your account has boen creatied but you have not yil validated your omad addiess. Chack your emad account
Resend omad to me. I

Click to resend Email
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Thu 1/21/2016 9:41 AM
conferdata@cccconfer.org
Welcome to MyConfer

To Cottrell, Tammy

Enterprise Vault Action Items + Get more apps

Thank you for registering for CCC Confer. Please use the link below to validate your email address and complete your registration.

I http://www.cccconfer.org/Account/Validate ?regkey=42035cadcb3a8b6718113cd5e0c91e044c22273df82f5a0a5b4f3d8e14d258a4 I

CCC Confer Team ‘

L L L]
L1}
ccc (i) CONFER §) Conter IO
o PresentersiFaculty only
Home Meetings Training Support
Account Validated
-onaratulations, your account has been activated. You can now leg In using the legin name and password you provided
Home About Us Products Contact Us Accessibility Privacy & Terms Find us Dﬂﬂ Fa:e:oc‘nB\':-uTuDe

This site is provided as a service to the administratons, staft and faculty of the Califomia Community Colleges system
CCC Confes 5 funded by an e-conferénting grant from the Calfomia Community CoBépes Chanceliors Omce.

©2016 CCC Confer. All Rights Resarved.

MY CONFER HOME PAGE

The CCC Confer home page, or My Confer, contains a link to the Moderator Guide and a list of all
upcoming meetings. The Moderator Guide provides “how to” instructions for using CCC Confer. The
top tool bar contains links to the CCC Confer Home Page, a list of all CCC Confer Meetings,
Training, Support, My Confer, My Meetings, Request a Meeting, More (Profile and Settings), and
Log Out.

ccC(z) CONFER MyConfer

I Home Meetings  Training  Support MyConfer ~ MyMeetings  Request Meeting More~  Log out I

MyConfer

News & Info Upcoming Meetings

Hi, Tammy

Welcome to the new MyConfer
I » Moderator Guide to CCC Confer I

Home AboutUs Products Contact Us Accessibility Privacy & Terms Find us on n Facebook m YouTube

This site is provided as a senice to the administrators, staff and faculty of the California Community Colleges system.
CCC Confer is funded by an e-conferencing grant from the California Community Colleges Chancellor's Office.

©2016 CCC Confer. All Rights Reserved.
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To create a meeting, click the Request Meeting button on the top tool bar. Complete the Request
Meeting form, the click the Create Meeting button at the bottom of the page. The Request Meeting
page contains a link to the Moderator Guide to Schedule CCC Confer Meetings document. This
Moderator Guide provides “how to” instructions for creating or scheduling CCC Confer Meetings.

ccc (i) CONFER M) Confer

Home  Meetings  Training  Support MyConfer  MyMeetings Request Meeting More - Log out
Request Meeting
Meeting Title I + Moderator Guide to Schedule CCC CONFER Meetings I

Meeting Type

Meet & Confer - colleague to colleague E‘
College/Org
Santa Ana College E‘

mfe““esm'osec Captions e Click to request a transcriber I

on - Sat, 7am - 10pm . 43 hours notice required

Meeting Occurs

Once E‘

Date

01/21/2016

Time

10:30 AM

Duration (H:mm)

1.00

Create Meeting

A confirmation page will appear when the session has been scheduled, and the meeting will appear
in My Meetings. CCC Confer will also send two confirmation Emails — one for the instructor, and one
for the instructor to send to the participants.

CCC(:E) CONFER MyConfer

Home Meetings  Training Support MyConfer  MyMeetings Request Meeting More~  Log out

Meeting "Flex Week: CCC Confer" has been created ]

My Meetings
Upcoming Meetings MyCalendar Previous Meetings MyRecordings
Date Time Meeting Title Type
I 01/21/2016 10:30 AM Flex Week: CCC Confer Teach & Confer [ connect | I

Total Pages: 1

“ i
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Sodunk- Delete  Reply Reply Forwart

ADOBE POF

conferd: cconfer.org

CCC CONFER: Flex Week: CCC Confer

COC CONFER PRESENTER CONFIRMATION
Meeting Details

Title: Flex Week: COC Confer
Meeting Type: Teach & Confer
Meeting Link: http://ww

org/Go T ing?SeriesID=Th2beE-0003-4f0b-56d-7319112eb0Tadk Role=Fresenter

Start Time 01/21/2016 10:30 AM
End Time 01/21/2016 11:30 AM

Is Your Computer Ready?
How to Connect with Your Mobile Device

Dial your telephone conference line; 1-913-312-3202*
Presenter Passcode: S800496

Participant Passcode: 379010

*Toll free number a ble: 1-888-886-3951
Presenter Conference Features

*0 Contact operator for audio assistance

*6 Mute/unmute vour line

*22 Record the call

*319 Silence entry/exit tones

*02 Hear a playback of participants on the call
*06 Mute all participants

*97 Unmute all participants

FOR ASSISTANCE
CCC Confer Client Services - Monday - Friday between 8:00 am - 4:00 pm
Phone: 1-760-744-1150 ext 1537 or 1554

Email: clientservices@ecceonfer.org

CCC CONFER: Flex Wee

CREERE
MESSAGE ADORE PDF

T lgnore x f
-
& junk- Delete  Reply Reply Fowa
. Al
Delete R

Participant Email Yoy e Oy

Mark
Unread

T Actions -

conferdata@cccconfer.org
CCC CONFER: Flex Week: CCC Confer

CCC CONFER PARTICIPANT INVITATION

Meeting Details

Title: Flex Week: COC Confer

Meeting Type: Teach & Confer

Meeting Link: http:/'www cccconfer org/GoToMeeting?SeriesID=Tb2b6 {R f-00{3=4 f0b=E6d-T3191 1 2eb0Ta
Meeting Passcode: 379010

Start Time 01/21/2016 10:30 AM
End Time 01/21/2016 11:30 AM

Is Your Computer Ready?
How to Conneet with Your Mobile Device

Inal your telephone conference line: 1-913-312-3202%
Participant Passcode: 379010

*Toll free number available: 1-888-886-3951

Participant Conference Feature
*6 - Mute/unmute your line

FOR ASSISTANCE

CCC Confer Client Services - Monday - Friday between $:00 am - 4:00 pm
Fhone: 1-760-744-1150 ext 1537 or 1554

Email: clientservices@ecceonfer.org

To access or Connect to a Meeting, log onto CCC Confer. Meetings can be accessed from the My
Confer page, or from the My Meetings page. Click the Connect button to join the meeting.

CCC

Home

CONFER

Training

Meetings Support

MyConfer
News & Info

Hi, Tammy
Welcome to the new MyConfer

MyConfer

MyConfer ~ MyMeetings  Request Meeting  More~  Log out

Upcoming Meetings

Flex Week: CCC Confer

« Moderator Guide to CCC Confer 01/21/2016 10:30 AM m
CCC(::) CONFER
]
: MyConfer
Home Meetings  Training Support MyConfer MyMeetings Request Meeting More~ Log out
My Meetings
MyCalendar Previous Meetings MyRecordings
Date Time Meeting Title Type
0112112016 10:30 AM Flex Week: GCC Confer Teach & Confer m
Total Pages: 1
« - »

First time users may have to Download the Blackboard Collaborate Launcher before joining a
meetings. Select the download type from the pull down menu, then click the Download button. If the
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launcher has previously been installed, click the Launch Blackboard Collaborate Now link at the
bottom of the page.

Blackboard »

collaborate’

Get started with the Blackboard Collaborate Launcher

The Blackboard Collaborate Launcher makes joining sessions and playing recordings simple and reliable. Learn more about the launcher.

Download the launcher
Windows + "y

- I Select Download Type I
_Download »

Already installed the launcher? Launch Blackboard Collaborate now* Click here if launcher
is already installed

©2001-2016 Blackboard Inc. and its subsidiary companies_ All rig| v
Terms of Use | Privacy Palicy | Rules of Conduct | Cookie Policy

If prompted, select the option to Open the file with Blackboard Collaborate Launcher, and click OK to
continue. A security warning box may also appear, click Run. To keep these dialog boxes from
popping up in the future, click the check boxes next to Do this automatically for files like this from now
on, and Do not show this again for apps from the publisher and location above respectively to select

them.
3 & al
Opening meeting.collab li—hj Security Warning ﬁ

You have chosen to open:

Do you want to run this application?
b>d meeting.collab

which is: Blackboard Collaborate Session r Name: Blackboard Collaborate

from: https://sas.elluminate.com Publisher: Blackboard Inc.

What should Firefox do with this file? Location: https://.../classroom-applaunch.jar
@) Open with: [Blackboard Collaborate Launcher (default) v This application will run with unrestricted access which may put your
_ § computer and personal information at risk. Run this application only if you
() Save File trust the publisher.
@D e e ey 1S (T s T mor e ﬂo not show this again for apps from the publisher and location above
W More Information

USING CCC CONFER

Session Recording is a feature in Collaborate that allows instructors to record the session and post
it in the course. The moderator (instructor) will be prompted upon entering Collaborate if the session
should be recorded. Click Start to record the current session. The recording can also be manually
started at any time during the session by clicking the Record button in the upper right of the

Collaborate home page.
Recording Reminder 4—‘&

Recording not started. Start recording now?

["]Don't remind me agairi

=2
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() cCC Confer — TCTEMPCR ROON
File Edit View Tools Window Help

» AUDIO & VIDEQ 2 =

& i ) i

[ Talk ] [ Video I LQJ Mew Page Delete Page _

bl 1/t [l rolow  *a

The Collaborate Home Page includes tools for audio and video conference, a whiteboard, file
sharing, web sharing and screen sharing, chat, the ability to control user permission, assign a user
(other than the instructor) as a moderator, and user tools. The home page defaults to the whiteboard
view.

) ccc conter =TcTEY Audio / Video Controls
Eite Edit Yiew Tcgl Window uelv.

Upload Documents
or Content

Mode Selection

User Permissions

Whiteboard
Tools

Users in
Session

Whiteboard

36 /DN %3

Session Chat

The Participants box provides a list of all of the session’s participants, and identifies the moderator.
The top tool bar allows participants to (from left to right) add an emoticon, step away from the
session, raise their hand, and answer a poll (yes/no). The Collaborate tools are listed next to Main
Room. The moderator can control which tools the participants have permission to use. A red X on
the upper left of the icon indicates that the tool is not available to participants. To allow use of the tool
for all participants, click on the icon. Global permissions (for all participants) can also be set using the
menu icon, located in the top right of the Participant’s box. Tool permissions can also be assigned on
an individual basis for each participant. To adjust a participant’s permissions, hover over the user’s
name. The available tool icons will appear to the right of the participant’'s name. Click on a tool icon
to enable or disable for that individual user. Permissions can also be assigned by clicking the Menu
icon next to an individual participant’'s name, and selecting the tool from the menu.
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+ PARTICIPANTS \

Tammy Cottrell &
Moderator

L= MY lel(s)(0) (=]

MAIN ROOM (2} I "Ej} O B i.'? ) :;_jk Controls tool

""" permissions for

Permissions

Menu for Global ‘

Moderator (Y ou)

Participant
List

‘\ Tammy Cottrell e all participants

Indicates feature is
disabled for participants

f
Y Elﬂi.'? (& &)

2 TCEBB T...
Click to enable

or disable tool
Permissions

Audio for user
Video

Chat

Whiteboard
Application Sharing
Web Tour
Closed-Captioning

& @8N 0k

.

Lower Hand

Wiew Profile...

Individual participant T ) o
Give Control of Shared Applications

permission menu Take Away Control of Shared Applications
Send a Private Chat

1 Send to Breakout Room 4

Give Moderator Privileges

H Take Away Moderator Privileges

Remaove Participant

The Audio & Video Conferencing tools can be accessed by clicking the right facing arrow next to
Audio & Video to expand the section.

CCC Confer — FLEX: BB COLLABORATE _RO_

File Edit View Tools Window Help

2 I
[ Talk ] [ Video | LQ] Mew Page Delete Page

The top tool bar has icons to use audio conferencing and set up the microphone. Audio conferencing
allows participants to call into the session (if the audio on their device is not working). Itis
recommended that students use a headset and webcam attached to their computer, as the
experience will be more fluid, and it makes it easier for the student to participate. Participants are
encourage to use the microphone set up wizard the first time Collaborate is used. The final icon are
the menu options available for audio and video conferencing.
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() CCC Confer — FLEX: BB COLLABORATE RO{_

File Edit View Tools Window Help

From left to right:
[ & ¥

Audio Setup Wizard... Audio CO”ferenClng
Microphone Setfings.. Icon, Microphone Set
5 ker Settings... . .

peaker seings Up Wizard, Audio /
Maximum Simultanecus Talkers... . X
Adjust Microphone Level Up Video Menu OpthﬂS

Adjust Microphone Level Down

+ AUDIO & VIDEO

| |

3 ]

Adjust Speaker Level Up
Adjust Speaker Level Down

Use Telephone for Audio

Camera Settings...

Maximum Simultaneous Cameras...

| Talk || video |f )

- - Make Video Follow Moderator Focus B
v PARTICIPANTS v Make video Follow Speaker |
g Tammy Cottrell Send Camera Snapshot To Whiteboard i
—_—— — — Detach Panel ]
o)&)(0)(=] | T R A Y RN

To turn the microphone on so participants can hear, click the Talk button. The bars above the Talk
button can be used to control the microphone and speaker volumes. To display the video feed, click
the Video button. The user’'s name will appear at the bottom of their image and will appear as their
name appears in Blackboard. The audio and video feeds can be turned on and off as needed, any
time during the session.

+ AUDIO & VIDEO 2 % -

I Video Feed I

Microphone Volume I \ /_ I Speaker Volume I
I P Ne I} b I P
I Click to turn audio feed on I mw I Click to turn video feed on I

Whiteboard allows the moderator to write or draw as if using a physical whiteboard. The whiteboard
toolbar includes icons (from top to bottom) to select objects, select a specific pointer style and point to
objects on the page, write with a pen on the whiteboard, enter text on the whiteboard, draw a filled
rectangle or ellipse on the page, draw a rectangle or ellipse on the page, insert a screen shot on the
whiteboard, and place clip art on the whiteboard. There are page forward and back icons in the top
right, and page controls including creating a new page, deleting the current page, and the page size
in the top right of the screen. Images can be loaded on to the whiteboard by clicking the Load
Content button in the upper right of the screen. When selected, the Follow check box requires
participants to “follow” the moderator to a different page. To select the whiteboard, click the

whiteboard icon ‘ in the upper left of the page.
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Mew Page Delete Page Fit Page

4

Page Forward

Page Controls &Back

Whiteboard

Whiteboard Toolbar

s 1ERE T

File Sharing allows the instructor to share a variety of files with participants. To share a file, click the
File menu in the top left of the screen, and select Open, then choose File for Transfer from the

menu. In the Open box, select the file to be uploaded. Click the check box next to Prompt

Recipients to notify the participants when the file is ready for them to save. Once the file is selected,

click Open to upload the file to the Collaborate session.

m CCC Confer — FLEX: BB COLLABORATE H!!_

Edit View Tools Window Help

o s
Open File for Transfer...

Save Multimedia...

Print Quiz...

Ctrl+Q Session Plan...
Whiteboard...

Exit

@ Open u

Look in: [- Desktop '] " A=drl

= # desktop.ini 1 SAC_Faculty

o2 Disted pdf = Shelter Dog
ftems | DistEd.pub =1 Stem Cell Tl
B EMT_SAC_2015FA_RESBOTH.xlsx [: TEST SUBM
-J B EMT_SAC_20165P_RESBOTH.xIsx = Thumbs.db
Deziep i ExportFile_AcctgTemplate.zip X UsingCCC

{ ExportFile_TipsTricksforSuccess.zip “1 WWWB pr TR GRS T

= Clioo o0 oo
“#d Flex Workshops Spring 2016.pdf
i Menu.xlsx

E

Documents

5 ™
u&_' [ Online Tutoring from the SAC Learning Center.docx
Computer
P [Tl »
File name: ‘Flex Waorkshops Spring 2016.pdf [E
Network  gilag of type: [AII Files v] Cancel
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Once the upload is complete, participants can click once on the file to select it. The File Transfer
Library tool bar has icons (from left to right) to add a file, enter the URL of a remote file, save the file,
delete the file, and prompt the participants that the file can be saved.

{ (%) File Transfer Library ﬁ
AT

File Owiner Size Server Frogress

Flex Workshops Spring 2016.pdf [Tammy Cottrell (205 KB (100%) (Complete _- -

Web Tours or sharing a web site can be accessed by clicking the web tour icon in the upper left of
the screen. In the provided address bar, enter the full URL of the site to share. Remember to include
http://www. at the beginning. The web page will be displayed on the screen and can be navigated

by the moderator.
() cCC Confer — FLEX: BB COLLABORATE ROOI_

File Edit View Tools Window Help

w AUDIO & VIDEO Fo - ]

Delete Page Fit Page -=

R | tto:/ v concom B I R

Enter the full
URL address Enter a url into the address field and

hit return to start a web tour.

(i) [ oscomer | [ meere | ()

Follow Me

Top stories i z H

Sarah Palin to endorse 5m
Trump

Carson staffers in serious 25m
wreck

lowa governor: Defeat Cruz 1h

Sanders trouncmg Cllnton in
picture of bin Laden's corpse N H

ISIS publishes 'Jihadi John®  15m
ot Sanders' support up by 10 paints since
ISIS halves fighters' salaries December, pO” ﬁndS

Major storm forecast for 3h Who are his biggest fans? | How taxes would be higher under Sanders | CNN replaces NBC
for GOP debate

Navy SEAL reportedly kept 2h

Northeast

Application Sharing or screen sharing allows the moderator and/or participants to share their
computer screen including any applications or programs that are open. To share the screen, click the
Application Sharing icon on the top tool bar. A dialog box about Elevated Privileges will appear.
Click OK to continue. The dialog box will appear each time application sharing is used, unless the
checkbox next to Never Show this Dialog Again is click to select it.
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() CCC Confer — FLEX: BB COLLABORATE ROOM
Eile Edit View Tools Window Help

~ AUDIO & VIDEQ P -

When User Account Control (UAC) is enabled on Vista, Application
Sharing in Blackboard Collaborate may be hosted with either standard or
elevated privileges. Elevated privileges are required to share
applications that use elevated privileges.

Elevated privileges are acquired via Tools > Application Sharing
> Request Elevated Privileges. They can be relinquished via
Tools > Application Sharing > Yield Elevated Privileges (returning
you to standard privileges). If you are hosting an application
sharing session with standard privileges and you (or a person
remotely controlling your desktop or application) perform an
action that requires elevated privileges, Vista will prompt you
for consent via a UAC consent dialog. This will cause the
application sharing session to terminate. Also, without elevated
privileges, sharing of applications will require more host CPU
time than sharing the desktop (all of it or a region).

If you are hosting an application sharing session with elevated
privileges and you perform an action that requires elevated
privileges, Vista will not prompt you for consent. Instead, the
action automatically will be either denied (if you are logged on
as a standard user) or allowed (if you are logged on as an
administrator).

E«wer show this dialog again

A list of the open applications will appear on the screen. Click the desired application to select it, then
the Share button located at the bottom of the box. A dialog box will alert that the application is now
being shared. Click OK to continue.

Select your desktop or an open application you would like to share.

Available Sharing Selections
| --[l Share desktop

~~A0L Mail (30} - Internet Explorer

[¥ Microsoft Outlook (outlook.exe) 'Inbox - Mailbox - Cottrell, Tam

{& Firefox (firefox.exe) 'Room Details — Flex: Bb Collaborate - Moz
Confer — FLEX: BB COLLABORATE

Microsoft Excel (excel.exe) 'Spring 2016 DE Flex Workshops.xls

4 1 | 3

Cancel I Share I

Hosting Notification e
@ MNow sharing applications: Microsoft Excel.

|:| Mever show this dialog again
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The participants in the Collaborate session will now be viewing the shared application live. To return
to the whiteboard, click the CCC Confer icon on the taskbar then select View from the top menu.
Click on Whiteboard to return. The View menu can be used to switch between functions.

@) CCC Confer .. [ = | B [ = .

File Edif|ViewfTools Window Help HOME = INSERT  PAGE LAY
Show Side Bar == X Cut

w AUDIO

" D Calibri -
Whiteboard Ex Copy -
© Application Sharing Pa'ste ¥ Eormat Painter B I U-
Web Tour )
Clipboard [ For
Restore Default Layout
M F11 - tv

Chat can be used by participants and the moderator to communicate during the session. The benefit
of chat, is that it does not interrupt the session, provides a written record of questions /answers, and
does not require the participant to have a microphone. In the Participant box, ensure that Chat is
enabled for users. A red X on the top left of the icon indicates that the feature is not available. To
turn on a feature, click on the icon.

w PARTICIPANTS = F
) Tammy Cottrell [
@ ioderator
[o) (=]
Indicates feature is disabled
MAIN ROOM (2)

for all participants
® Tammy Cottrell
Moderator (You)

O TCBBT.. -S ®
b

To chat, participants type the message in the provided box and press <Enter>. The message will
appear in the chat area with the author's name and a time stamp. Emoticons can be added by
clicking the icon to the far right of the text box.

~ CHAT = ¥ CHAT £
sldumreu. | 0.1 Amo g -
- You joined the Main Room. [ 8:14 AM ) - TC BB Test 1 Student joined the
- Main Room. ( 8:48 AM ) -
_ \T’D.Lll' chat.permission is off; however, Tammy Cottrel 9:37 AM I
you rmay send chat messages to ;
moderators. ( 8:14 AM ) - Good morning.

- Your chat permission has been

enabled. ( B:14 AM ) - ;C BE Test 1.stud;nt 9:38 AM L
- TC BB Test 1 Student joined the Main TL morljlng. syl
Room. { 8:48 AM ) - please review the Battle at P
Bunker Hil? )
IGood moming| U‘ Click to add
Emoticon
[ —

The role of the Moderator is assigned to the instructor by default. The instructor can give a
participant moderator permission, which will allow the participant to lead the session. To provide
Moderator permission, in the Participants box hover over the name of the participant and click the
menu icon to the right. Select Give Moderator Privileges from the menu. A dialog box will ask to
confirm the change in permissions. Click Yes to continue. The title of “Moderator” will appear under
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the participant’s name. To remove moderator permission from the participant, click the menu icon
and select Take Away Moderator Privileges from the menu.

w PARTICIPANTS

2 Tammy Cottrell (G}
Moderator

BIE]

MAIN ROOM (2) S“e0omH |I=

& ol L
E|n

| ® TCBB Test1 Student

Permissions
% Audio
@ video
T: Cottrel
S r.e Send to Brea@gut Room 4
morning.
i Give Moderator Privileges
Click to remove Test I |_g
d ivil morning. Take Away Moderator Privileges
moderator privilege & rs:'fw t Remove Participant
Give Moderator Privileges @

@ Are you sure you want to give moderator privileges to TC BB
Test 1 Student?

¥ PARTICIPANTS

2 I?Pn:.p_l!._(:ottrell 5]
BIE

MAIN ROOM (2) LD HmD
o e ®

® TC BB Test 1 Student
Moderator

The Menu Bar provides the instructor with options for File, Edit, View, Tools, Window, and Help.
(") CCC Confer — FLEX: BB COLLABORATE ROOM

File Edit View Tools Window Help

The File menu contains options for New, Open, Save, Print, and Exit. Click Exit to close the
Collaborate session and return to Blackboard.
C) CCC Confer — FLEX: BB COLLABOR

mEdit View Tools Window Help

Click to end session
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The New menu allows the instructor to create a quiz, whiteboard page group, or a new whiteboard

page.

Edit View Tools Window Help

New
Open !
Save !
Print

Quiz...
Whiteboard Page Group...

Whiteboard Page...

b

The Open menu allows the instructor to open a file for transfer, multimedia, a quiz, session plan, and

the whiteboard.

Edit View Tools Window Help

Mew

Save )
Print !
Exit Ctrl+Q

| I

b 9 @ .= | =

File for Transfer...
Multimedia...
Quiz...

Session Plan...
Whiteboard...

The Save menu has options to save the chat, participant list, quiz, session plan, and the whiteboard

content.

Edit View Tools Window Help

New 4 P %= @
QOpen d |
Print [ Participants List..
Exit  Ctrl+Q Quiz..
Session Plan...
‘ - Whiteboard...

The Print menu provides options to print the participant list, session plan, and the whiteboard content.
Edit View Tools Window Help

MNew *

Open »
Save »

Exit  Ctrl+Q

L V5
&
i

Participants List...
Session Plan...
Whiteboard...

The Edit menu has tools to Cut, Copy, Paste, Select All, and Preferences.
(") CCC Confer — FLEX: BB COLLABOR

FiIeView Tools Window Help

- | Cut
Copy
Paste
Select A

Ctrl+X
Ctrl+C
Ctrl+V
Ctri+A

Preferences... Ctrl+Comma
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The View menu allows the moderator to Show the Side Bar, and switch between the Whiteboard,
Application Sharing, and Web Tour functions, as well as Restore the Default Layout.

() CCC Confer - FLEX: BB COLLABORA
File EditView]Tools Window Help

~ AUDID| ¥ Show Side Bar

© Whiteboard
Application Sharing
Web Tour
Restore Default Layout

The Tools menu contains all the preferences, settings, and options for Application Sharing, Audio,
Breakout Rooms, Chat, Graphing Calculator, Interaction, Moderator, Polling, Profile, Recorder,

Session Plan, Telephony, Timer, Video, and the Whiteboard.
(%) CCC Confer — FLEX: BB COLLABORATE R(

File Edit Vie_ Window Help

w AUDIO & VIDE! Application Sharing >;

Audio
Breakout Rooms
Chat
Graphing Calculator
Interaction
Moderator
Polling
Profile
Recorder
Session Plan

o

Telephony
Timer
Video

¥ PARTICIPANT Whiteboard

l Talk

* v ¥ ¥ ¥ v w v w v w v w v

The Window menu has options to Show Activity, Show Closed-Captioning, Show File Transfer
Library, Show Graphing Calculator, Show Multimedia Library, Show Notes, Show Quiz Manager, and
Show Session Plan.

(") CCC Confer — FLEX: BB COLLABORATE ROOM

File Edit View Tooll Windou Help

+ AUDIO & VIDEQ Show Activity Ctrl+Slash

Show Closed-Captioning  Ctrl+F8
Show File Transfer Library

Show Graphing Calculator

Show Multimedia Library

Show Motes Ctrl+E
Show Quiz Manager

Show Session Plan
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ACCESS RECORDED SESSIONS

Recorded sessions can be accessed by logging into CCC Confer. Under the My Meetings tab, click

My Recordings. The My Recordings page will provide a list of all recorded sessions. To play a
session click the View button located to the right.

CCC(:)CONFER MyConfer

Home Meetings Training Support MyConfer MyMeetings Request Meeting More~ Log out

My Meetings
Upcoming Meetings MyCalendar Previous Meetings MyRecordings
Date Time Meeting Title Actions
01/21/2016 10:30 AM Flex Week: CCC Confer [ Pubic || m

Total Pages: 1

«-»

Recorded sessions can also be shared. Click the Share button located to the right of the session. A
dialog box will appear with links to the CCC Confer log in page, and directly to the recording file.
Copy and paste the links to distribute and share.

Upcoming Meetings MyCalendar Previous Meetings MyRecordings

Date Time Meeting Title Actions

01/21/2016 10:30 AM Flex Week: CCC Confer m

Details | Sh

Share Recording Link
Copy paste the link to share.

Links to CCC Confer login page. Reports available in MyReports
http:ifiwww.cccconfer.org/GoToArchive ?Series|D=7b2b6f8f-00f3-4f0b-8f6d-7318112eb07a

https://sas elluminate.com/p jnlp?psid=2016-01-21.1217 M 71C33CCI63B211B3A2F3638DB 1t Links to Sha re

Close

Links directly to the recording file. Reports not available in MyReports | Co py / Paste |
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ADDITIONAL TRAINING AND RESOURCES

CCC Confer provides online Training and Support. Click the Train or Support buttons on the top tool
bar to access.

ccc () CONFER My Confer

Home  Meetings Support MyConfer ~ MyMeetings  Request Meeting  More~  Log out

Training

Live Online Training Recorded Training Practice Rooms Features

Register for Live Online Training
+ Click Here to Register

Already Registered for Live Online Training

s Log In Here

Self-Paced Training
* View a recording of a live online training session.

+ Download and view a PPT of our training slides.

Training Support Contact

Client Services

1-760-744-1150 ext. 1537 or 1554
Email - clientservices@cccconfer org
Monday - Friday 8AM - 4PM

Home  Mestings  Training MyConfer  MyMeetings  Request Mesting  More-  Log out

Support

Features

Is Your Computer Ready?

» Test Your Computer Readiness

Technical Support

= System Requirements
& Tesl Your Compuler Readiness
» Inslall the Blackboard Launches
o Blackboard Collaborate Launcher for Windows
o Blackboard Collabo auncher for Macs
= Best Practces for Preventing Echoing in Audic
+ Connection lssues
o When no emor message appears during the connection process, follow the steps below. In most sifuations, these steps will resolve the issue.
= Clear Blackboard Collaborate Launcher cacha
s Claar browser cacha
= When you receive an eror messane

= Java Secunly Ernor

= All plhear e massages

» Send an amail 1o chenlsanaicesfdococconian ong with a snapshot of the amor message, mcluding the “datals® informabion, your Operaling Systam and
version end browser
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