Hints and Best Practices for Elluminate
General

· Elluminate works best when participants are at their own desks using their own microphone headsets. 

· If multiple participants are using one computer, use a mic that can pick up sound from around the room (for example, Snowball or Snowflake mics).

· Shorter, more frequent meetings work better than day-long meetings.

· Short video "hellos" by meeting participants help create a good atmosphere. 

· Participants can provide feedback to presenters by using the chat feature, the hand raising feature, the smiley faces and the check mark or "x" icons. 

· Use Elluminate for the presentation, chat, interaction and file sharing, but use a telephone conference bridge for the audio. This reduces technical support required to buy and set up headsets. 

· Plan extra time or ask users to sign in early to check Java and audio issues. Otherwise, you can lose the first part of your meeting taking care of technology issues. Ask users to do the software check at the Elluminate Product Support page before the session begins.

· Arrange for a moderator or another supervisor to manage the technical issues during a meeting so you can focus on the content.

· Recommend that supervisors practice with each other or with someone in your office before they attempt live meetings. Elluminate is very easy to use, but it does take some practice to be able to see everything that is going on and to be able to quickly use the available tools.
For Moderators 

· Moderators log in to meetings using a different URL than their participants.

· Set up an Elluminate session before your first meeting so users can download Java and test their audio.

· Ask your participants to visit the Elluminate Product Support page the day before your meeting to perform the three-step process for testing their browser, setting their audio and trying the Elluminate tools in a practice room. 

· Moderators must learn how to manage tools in Elluminate, such as loading documents, using the whiteboard, and keeping an eye on the chat area. 

· If your meeting is large, it helps to have more than one person with moderator privileges. For example, one moderator can manage the meeting content while other moderators monitor the chat or help with audio problems.

· Determine how to share meeting documents. You can send them in advance or deliver them through Elluminate during the meeting. 

· If you record your meeting for participants to view later, be sure to mention you are recording the meeting and provide instructions for accessing it later.

· The Elluminate moderator trainings are worth the time. Colleges that require moderator training before giving accounts have been glad they did so.
