Creating and Using a Virtual Office with Elluminate

One of the most popular uses of Elluminate Live! is to create a virtual office that can be used for collaboration and ad hoc meetings. A virtual office is an Elluminate Live! room that is open all day. Participants can be invited to join the session through a link in an email or an instant messenger conversation. The advantage of setting up a virtual office is that you don't have to schedule a meeting room each time you want to meet with someone since your room is open whenever you need it. To set up your own virtual office: 

· Using either the Session Administration System (SAS) or the Elluminate Live! Manager (ELM), create an open meeting room where you are the moderator. Keep the meeting room open for a long duration—a month, three months, a year. 

· Send the invitation only to yourself so that you have the information about the meeting and the link to invite others to the session. 

· Whenever you want to meet with someone in your virtual office, join as the moderator and send the participant link to the others who will be joining you. All they have to do is click the link, enter their names on the sign-in page (and password if required), and they will automatically join your virtual office. 

· Alternatively, you can stay logged into your virtual office all day and wait for participants who have your virtual office link to drop in. When you are logged into your office, you may want to load a slide that informs attendees to raise their hand when they join. This way, as the moderator, you will hear a tone and be notified anytime someone enters your virtual office. 

· Virtual office sessions can be set for one year, and then they must be extended. Choose an end date that you will remember (December 31, your birthday, for example).

Creating a Virtual Office

1. Log in to Elluminate.
2. Make sure you are on the My Elluminate Tab at the top of the screen.
3. Click Schedule a Meeting (left side of Screen).
4. Select the meeting time for one year or another date that you will remember – Make sure you renew your office session on that trigger date.
5. On the left side of the new screen you will see three options to Show/Hide:

a. Advanced Session Fields

b. Default Session Fields

c. Content Preloads

6. Select any options you wish to use.
7. When completed, click Create the Session (upper right corner).
Inviting attendees to your Virtual Office

1. Click the Utilities tab.
2. Click Meetings.
3. Select your Virtual Office Meeting Name.
4. Click Invitations.
(Alternatively, you can create your list of invitees from the Contacts area rather than the Invitations area.)
5. Click New.
6. Type in Name and Email address of invitees.
7. Click Save.
8. Click the Join Link.
