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@%@2@_@ The Virtual Classroom tool allows you to create virtual meetings for your
students to attend.
You have the ability to record your virtual classroom meetings and download them.

IMPORTANT: It is recommended that you use Google Chrome when using YouSeeU if you plan
to share your screen during the meeting. In addition, mobile devices do not support all the
features of YouSeeU.

Creating a Virtual Classroom Session
1. Click on Course Tools (1) and select Virtual Classroom (2) from the drop-down menu.
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2. If you receive the message below, click on the Continue button, if not continue to the next
step.

Application YouSeel Prod v3.5 by YouSeel is trying to access your information. Would yvou like to proceed?
[ | Do not ask me again for this application

Continue r

3. Click on the New Video Assignment button in the bottom right-hand corner of the page.
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4. Enter a Title for your scheduled meeting (1), select the Meeting Date (2) and Meeting Time
(3), and select the Max Duration (minutes) for the meeting (4). Select if you want the
meeting to Repeat Weekly (5). If you want the meeting to automatically be recorded when
it starts, select the Automatically Record Meeting option (6). Ensure the Invite entire class
option is selected so everyone in the class will be able to join the meeting (7). When
finished click Save (8).

Schedule Meeting X

= ol

Virtual Classroom Lecture 0

10:30 AM 9 o

(] Now

- @ ,

epeat Weekly Tor

Does not repeat @ -
(] Automatically record meeting@

Publish recorded meeting

(] Allow external participants

Invite entire class 6

@ rlease note that maximum possible amount of users in this meeting is 150
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5. The meeting will now be listed under the Scheduled Meetings list.

o Meeting created:
Virtual Classroom Lecture

Entering a Virtual Classroom Session
When it is time for a session to begin, to facilitate the session, you will need to join it.

1. Click on Communication (1) and select Virtual Classroom (2) from the drop-down menu.
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2. Click on Actions for the meeting (1) and then select Launch (2).

Active Meetings
Title
wirtual Campus Tour
Sync
sync
Sync Blah

Wirtual Classroom Lecture

A Scheduled At Actions
1/21/2021, 4:00 PM
3/31/2021,1:04 PM
2/28/2022, 8:44 AM

4/11/2023,1:17 PM

7/19/2023,10:30 AM i o

Z] Launch 9

#  Edit

€ cancel

3. Click the Join button.

NOTE: You will not be allowed to enter the room until the exact time it is scheduled to start.

Virtual Classroom Lecture

Wednesday, July 12, 2023 at 12:47 PM CDT
Moderator: BRANDON LAM

BRANDON LAM

There is T user in this session
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4. Choose how you would like to participate in the room, with Microphone (listen and speak)
or listen only.

How would you like to join the audio?

.
g

Microphone Listen only

Join using your phone —

5. If joining the meeting using audio, allow your microphone to be shared during it.

x r
.- 107-21-154-82 youseeu.com wants to

& Use your microphone

# Allow Block

6. You will now be inside the virtual Classroom where the scheduled meeting will take place.

Virtual Classroom Lectwre ~ (8) Start recording
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Recording a Meeting

You can record a meeting in the Virtual Classroom to share with those individuals who were
unable to attend.

1. At the start of the meeting, click the Not recording button.

Virtual Classroom Lecture G) Start recording

2. The meeting will start Recording.

Virtual Classroom Lecture

@ This session is now being recorded

3. Once the meeting has ended click the Recording button (1) and then click the Pause
Recording button (2).

Virtual Classroom Lecture 00:46 1

Pause Recording X

Are you sure you want to pause the recording? You can resume by selecting the record

button again.
PAUSE RECORDING 9




Working Inside the Virtual Classroom

E User list:

Displays the names of everyone currently in the virtual classroom. Clicking on a user’s name will
allow you to start a private chat with them.

{ Participants
MESSAGES

@ Fubiic Chat
PRESENTER

e
o BRANDON LAM (You)

PARTICIPANTS (0)

D Chat:

Allows you to chat with the participants of the virtual classroom.

< Public Chat

Welcome to Virtual Classroom Lecture!

To join using the phone, dial

+1 (254) 237-5129 United States of America -
Texas

+1 (548) 490-0010 Canada - Ontario

+1(450) 233-7054 Canada - Quebec

and enter 251 3778 814# when prompted.




Manage Your Connection
Using these buttons allow you to control your connections during the session including, your
audio, webcam, and sharing your desktop.

-!l%

Presenter Content
This is the whiteboard where the content you present during the session will be displayed.

Tutorials/Tutoriales/Anleitungen/_wa,s/Tutoriais/ Tutoriels www.bongolearn.com/virtualelassroom

] PRESENTATIONS Slide1 ~ » = @ —




Settings
Clicking on this will allow you to access meeting settings, about info, end and leave a meeting.

Make fullscreen
Q&  Settings
() About

[ Presentation

End meeting

Leave

Actions

Clicking on these will allow you to access certain actions such as muting all participants,
uploading a presentation, or initiating a poll.

Tutorials/Tutor|

(] PRESENTATIONS

(
.
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Uploading a Presentation
You can upload a file during a session to present to participants. The file can be in the form of a
PDF, Word document, PowerPoint, or image (NO videos).

NOTE: Some files when uploaded and used for a presentation may be converted into a different
format to make is easier for YouSeeU to display it.

1. Click on the Presentations icon.

Tutorials

L] PRESENTATIONS

2. Click on “or browse for files”.

Presentation Cancel m

As a presenter you have the ability to upload any office document or PDF file. We
recommend PDF file for best results. Please ensure that a presentation is selected using the
circle checkbox on the right hand side.

0 default.pdf @

Drag files here 1o upload
or browse for files
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3. Locate the file on your computer and click on it once (1) and then click the Open button (2).

@ Open X

I » ThisPC » Desktop » Stuff » Testfolder w & 2 Search Test folder

Organize - Mew folder B~ [H 9

I This PC " Mame Date modified Type Size
_J 3D Objects D Test o 6/1/2023 12:35 PM Text Document 1K
[ Desktop
Decuments
* Downloads
J! Music
[&] Pictures
B Videos
s Local Disk ()
- Brandon's Drive
= EmployeelnfoS (
- blam {W\texashP:
m= dIS (Voakleaf3) |

== Brandon's Drive ([,

File name: || | |Custom Files “

Ca n ce'

4. Select the file from under the presentation list (1) and click the Upload button (2).

Presentation Cancel

As a presenter you have the ability to upload any office document or POF file. We
recommend PDF file for best results. Please ensure that a presentation is selected using the
circle checkbox on the right hand side.

N default.pdf O

[ Test.txt To be uploaded ... ()il




5. The file will convert to a PDF. Once it is finished you will now see the document displayed
on the whiteboard for everyone to see (1). Use the navigation button to display the

different pages of the document (2).

Cest Test test

(2

[:-]PF!ESE"JTATIOP,SI ¢ Slide1 + 3 = 0% @ < 32
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Initiating a Poll

During a presentation you can initiate a poll to obtain participants’ answers to a question.
IMPORTANT: The question to the poll must either be verbally asked or be included in the presentation
itself. Initiating a poll in the Virtual Classroom only allows you to select the poll answer type.

1. Click on the Polling tab on the left side of the screen.

2. Choose a Poll type (1) or create a Custom Poll (2).
NOTE: When Create Custom ... is clicked, you will be prompted to enter polling choices. You may enter
up to six answer choices for students to choose from.

<  Polling

Select an option below to start your poll.

‘ Yes / No || True [ False |
‘ A/B || A/B/C | 1
‘ AfB/C/D || A/B/C/D/E |

To create a custom paoll, select the button below
and input your options.

[ CUSTOM POLL ] 2
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3. The poll will be initiated and the live results for the poll will be displayed to you.

< Polling

Leave this panel open to see live responses to
your poll. When you are ready, select 'Publish
polling results’ to publish the results and end the

poll.
A 0 0%
B 0 0%
Done
STOP/PUBLISH POLLING RESULTS

STOF POLLING

4. To display the results of the poll to participants during the presentation click the Close Poll
and Publish Results button.

< Polling

Leave this panel open to see live responses to
your poll. When you are ready, select 'Publish
polling results’ to publish the results and end the

pall.
A 0 0%
B 0 0%
Done

STOP/PUBLISH POLLING RESULTS

STOP POLLIMNG
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Sharing your Screen
While in the virtual classroom, you can share the screen on your desktop so users can see it.

1. Click the Share desktop button.

a0mde | el
Share your screen

2. You must install either the Chrome or Firefox extension (depending on the browser you are
using) to share your screen by clicking on the pop-up that appears.

You must install this Chrome
Extension

3. Once you follow the necessary steps to download the extension, you will be able to share
your screen.

Choose what to share with vc-bongo-na-34-230-54-32.youseeu.com

The site will be able to see the contents of your screen

Chrome Tab Window Entire Screen

Screen 1 Screen 2

Screen 3

O Share system audio Share Cancel
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Tools
During a presentation you can draw and annotate on the screen.
1. Click on the Tools button.

2. The annotation toolbar will open, and you will have several drawing tools to choose from:

mPan

The first tool that is automatically selected and provides you with a pointer on your cursor to
draw emphasis to items you point to.

Pencil
The second tool which can be used to draw or write on the presentation. To use the tool you
will click down and drag your mouse to draw your image, or write what you wish.

Additional Pencil Annotation Tools

[ Drawing Thickness: This tool allows you to change the thickness of the pencil and of the
borders of the shapes you draw.

[ Colors: This tool allows you to change the color of the pencil and of the shapes that you
draw.

AN ooBR @
LU IVAN

o
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The next three tools allow you to draw a rectangle, triangle, or circle within the whiteboard or
presentation. To use the tool you will click down and drag your mouse to make the size of the
shape you wish.

Line
The sixth tool allows you to draw a line within the presentation. To use the tool you will click
down and drag your mouse to make the size of the line you wish.

Text box
The seventh tool allows you to draw a text box within the presentation. To use the tool you will
click down and drag your mouse to make the size of the text box you wish. You will then be
able to type within the box. You can change the size of the letters and the color in the menu
above the text box. Note: Make sure to make the text box big enough for what you wish to
write as you will not be able to resize it afterwards.

Undo Annotation

During a presentation you can clear the last annotation action you made on the whiteboard or
presentation space.

1. Click on the Undo Annotation button.

2. The last annotation you made on the whiteboard will be undone.
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Clear All Annotations

During a presentation you have the ability to clear/erase all annotations made on the
whiteboard or presentation space. When you use this function it will only clear the annotations
within the page that you are on. This will not affect other pages of the whiteboard or
presentation.

1. Click on the Clear All Annotations button.

2. All the annotations you made on the whiteboard will be erased.

Turn multi-user mode on.

During a presentation you can allow all users to annotate on the whiteboard or presentation
space. When a user makes annotations, their name will be displayed on the whiteboard or page
to identify they are making the annotations.
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1. Click on the Multi-user mode button.

2. Users will be able to make annotations on the whiteboard or page.
Accessing Recorded meetings.
If you have recorded a meeting, you can access and view it from the Virtual Classroom Tool

when needed.

1. Click on Communication (1) and select Virtual Classroom (2) from the drop-down menu.
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2. The Recorded Meetings section will list all the meetings that have been recorded, click on
the menu for the recorded meeting under the Action column you want to view.

Recorded Meetings
Title

Virtual Classroom Lecture

Actual Start Time \ll End Time Status

7/12/2023,1:14 PM 7/12/2023,2:33 PM v

3. Click on the Preview option.

JJ»  End Time Status

T/12/2023, 2:2 T Ererh

8/13/2020,10 Copy Public Url

6/29/2020,9:2 =

4/10/2020,10

I4=

Download

4/8/2020, 10:2
& Attendance

37232020, 42 .

Manage Captions

Actions
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4. From the Window that appears, click on the Full screen icon located near the middle of the

screen.
Virtual Classroom Lecture X
[

=
1]

00:00:00
( |
{1 2 )



