YouSeel Instructions

Click on the YouSeeU in the navigation bar on the course homepage.
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To begin a meeting, click on the plus in the lower right-hand corner. This will allow you to create a
meeting.
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Active Meetings

Testing VA 1/17/2020, 4:00 PM

Recorded Meetings

Training 2 2/13/2020,2:32 PM 2/13/2020, 3:10 PM ~
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Fill in the information below.
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Schedule Meeting

Title (required)

Meeting Date (required)

Meeting Time {required)

O now

Max duration
60

Repeat weekly for.
Does not repeat

[0 Automatically record meeting
Publish recorded meeting

O Allow external participants
Invite entire class

@ Flease note that maximum possible amount of users in this meeting is 150

SAVE

Give your meeting a distinct name. Set the time for the meeting. Select the duration of you meeting.
You can set it up to 240 minutes. Give yourself time to set up your meeting and for Q&A afterwards. If
you are planning on having a 60 minute meeting, schedule it for 75 minutes to give yourself time to
setup the meeting and conclude the meeting in a timely fashion. You can click on the box to have it
automatically begin recording when you enter the meeting. Students will not be able to enter the
meeting until you have accessed the meeting. Leave the Publish recorded meeting set as well as invite
entire class. If you are having a guest speaker, you will want to click Allow external participants. Click
save when you have everything for your meeting setup.

Schedule Meeting

Title (required)

Meeting Time
Now

Max duration
60

Repeat weekly for:
Does not repeat

Automatically record meeting
Publish recorded meeting

Allow external participants

Invite entire class

@ Please note that maximum possible amount of users in this meeting is 150

SAVE
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When you are ready to begin you meeting, click on the three dots to the far right of the meeting name.

Active Meetings

Title 4 scheduled At Actions
Testing VA 1/17/2020, 4:.00 FM
Test 2 3/9/2020,11:43 AM

Once you click on the three dots a drop down will appear. You will want to select Launch to start your
meeting.

Active Meetings

- ™ adule Acti
Testing VA 1/17/2020, 4:00 PM

¢
Test2 3¢ 5] Launch

D Copy External Link

Recorded Meetings

5 e
Title Actual Start Time End Time
Training 2 2/13/2020,2:32 PM 2/13/2020, 310 -
Test116 10/9/2019,11:04 AM 10/9/2019,11:1¢

You will then enter the Meeting Lobby. There is an invite link, call-in phone numbers for the meeting,
computer pre-checks, Tips for using YouSeeU, and much more. You can test your system to make sure it
is compatible with YouSeeU. When you are ready to enter the meeting, click on the blue button and the
bottom of the information that says “Enter Meeting Room”.

Meeting Lobby
Test2
Moderator Murrey Brett

Invite link: hitps://ysu-na.youseeu.com/sync-activit/invite/415125/db1e99587 76072477 4b67Iti-scope=d2l nemeet
ing-list

Starting Time Monday, March 9, 2020, 11:43 AM CDT
This meeting has a maximum duration of 60 minutes from the starting time
After meeting is started you can join it using the phone, dial
410-9338 United States of America - Colorado
+1 (288 768-61 ada -
+1 (450) 700-1265 Canada - Quebec )
and enter 151252 when prompted. Please check that the area code matches your region. Charges may apply

Computer Pre-checks

+ Please dlick here to ensure your computer is ready for your meeting.

Quick Tips

« We recommend using the latest version of Chrome, Firefox, or Edge (Chromium version). Safari for i0S devices
= Use headphones instead of speakers to prevent voice echo.

« Click the Enter Meeting Room button to enter the meeting, or click the Enter Meeting When Started button to be autematically
entered into the meeting when it starts.

Session Management

Audio and Video =
Recording =

Participation =)

Enter Meeting Room

POWERED BY

bonso
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You will want to select Microphone so that you will be able to interact with your students in the meeting
room. Listen only allows you to listen to the meeting, it does not allow you to speak during the meeting.

How would you like to join the audio?

g O

Microphone Listen Only

Next will be the echo test. This is to insure that you can hear and your microphone is working.

This 1s a private echo test. Speak a few words. Did
you hear audio?

Yes

AUDIO SETTINGS

Once you click “Yes”, you will be given access to the meeting. If you click “No”, there will be Audio
Settings that you will need to change to access the meeting.
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This is the layout of the meeting room. We will begin in the upper right hand corner with the Green
Triangle.

. (® start recording

- & Richard Smith

e

Tutorials/Tutoriales/Anleitungen/ g >/ Tutoriais/ Tutoriels www.bongeleam comévirtualclassroom

] PRESENTATIONS Slide1 «

- This is a signal indicator. It lets you know how strong your signal is with YouSeeU. You want
it to remain green during your meeting. It may change to yellow or orange, but if it goes to red, you
have lost your signal.

@ Start recording

This is the symbol that lets you know if you are recording the meeting or not.
This meeting is currently not being recorded. If | click on the "start recording" button, it will begin to

record the meeting. -

To the far upper left-hand corner of the meeting page you will see a speech bubble and a head and
shoulders icon. The head and shoulders icon is the participants list and will allow you to see who is in
the meeting room at any given time. This will also allow you to give presenter permissions to

students in you classroom.

The chat bubble with open the chat dialogue box for you and your students to chat in.
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Also in the top left side of the page is a button that launches breakout rooms.

Working you way across the bottom of the page back towards the right-hand side you will see these for
icons.

The first one that looks like a microphone is your microphone. You can mute and unmute from here.
The one next to it is to leave the audio. This one is not used very much. The next icon that has a
camera is for you to share your camera with the class. When press this you can select from available
webcams. You will also use this button to un-share your camera. The next one to the right looks like a

screen or monitor. This will allow you to share your screen with the class. This button will also allow
you to un-share your screen.

The next set of symbols on the right-hand of the screen are for using your whiteboard. You can write,
draw, create shapes, and erase with these different buttons. The top button is for writing or drawing.
You can also create textboxes to type within. The next button down is to undo drawing. The trash can
button is to erase all annotations on the white board. You can also use a Bamboo or Wacom tablet, or
interactive touch screen monitor with the whiteboard.

T 7 CALYZ
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The last area we are going to look at is the Three Dots at the top right-hand corner. These dots will
allow you to leave or end the meeting. If you leave the meeting, students will still be left in the
meeting. If the meeting is over, you will want to click on the End Meeting. This will close the meeting
for every one and begin the rendering for your recorded session.

Settings

About
End meeting

Leave

Once you have concluded your meeting, you will be prompted to close the window. You will also want
to close the window for the Meeting Lobby. This will put you back on the YouSeeU homepage.
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Active Meetings

Title A Scheduled At
Testing VA 1/17/2020, 4:00 PM
Test2 3/9/2020,11:43 AM
Recorded Meetings

Training 2 2/13/2020,2:32PM 2/13/2020,3:10 PM v
Test116 10/9/2019,11:04 AM 10/9/2019,11:19 AM v
Test 66 9/25/2019,3:24 PM 9/25/2019, 3:40 PM v
Test- Riley 8/23/2019,6:31 PM 8/23/2019,7:01 PM v
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