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• Guidelines

• Tips

• Slides to use in Wimba
sessions



����������	�
����	�
��
�	�����������	�
����	�
��
�	�

• If yes, please select the         button.

• If no, please select the        button.  
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See Participant List in Bottom Right of Screen
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• Use Headset/Mic combo whenever possible
• Use best connection possible (Avoid Wireless )
• Keep cell phones and other portable devices away 

from computer and microphone
• Backup audio : Dial-in via Phone Simulcast 

(to listen & speak)

= Will cause feedback or
echo
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• Hold the TALK button or the CTRL key.
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1) Click Options to open the menu
2) Select Lock Talk
3) Speak freely into your microphone
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• Click Phone icon
• Dial the telephone number and PIN 
• You will hear 3 tones, indicating you 

have successfully connected. 

(Note: If the Media Bar with phone icon is inactive, type
/phone in Text Chat Area. Dial-in information will be
displayed.)
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1) Raise hand to ask a question
2) Or ask via text chat
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See Participant List in Bottom Right of Screen
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� A Student can’t hear audio...

When the presenter is speaking, does the Student se e colored bars register in the 
Incoming  Audio meter above the chat area? 

• If Yes, check that the computer speakers or mic earphones are not on mute.

• If No, check that the computer speakers or earphones are connected to the computer: 
Reconnect device; then in the Options menu select “Disconnect Media ” and then 
“Reconnect Media”

• If No, check that the sound playback default is set to the correct device: 

� PC:  Control Panel >Sounds and Audio >Audio tab >Sound playback default 
device

� Mac: System Preferences >Sound >Input tab 

• If the Student’s microphone still isn’t working, have the Student call-in via phone.

� A Student can hear, but can’t speak...

When talking into the microphone, does the Student see the colored bars register in 
the Outgoing Audio meter above the chat area? 

• If Yes, check that the computer mic or external mic is not on mute. 

• If No, check microphone connection: Unplug device; Reconnect device; then in the 
Options menu select “Disconnect Media ” and then “Reconnect Media”

• If No, check that the sound recording default is set to the microphone device: 

� PC:  Control Panel >Sounds and Audio >Audio tab >Sound recording default 
device

� Mac: System Preferences >Sound >Input tab 

• If the Student’s microphone still isn’t working, have the Student call-in via phone. 
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• There is an echo

1) Is the Student using an open mic with computer spe akers? If Yes, 

• ...have the Student lower the volume on the computer speakers

• ...no other users should use Lock Talk while this Student is speaking

2) Is the Student calling in via speaker phone? 

• If Yes, have the Student turn off the computer speakers

• Audio is faint

Is the Student using an external, open microphone?  

• If Yes, have the Student move closer to the microphone

• If No, (the Student is using a headset), ask the Student to check the volume controls –
try raising the microphone volume on the headset or computer.

• Audio is choppy

Audio that drops in and out or audio that is not in-sync with video (latency), may indicate a 
weak connection. Does the Student have Red or Gray network stats? Is  the Student on 
a wireless connection?

• If Yes, have the Student call-in via phone.

• If No, most likely the microphone device is not working properly and the Student can 
try a new device or call-in via phone.

• There is digital noise/interference when a Student speaks

Does the Student have portable devices near the mic rophone? Be sure to keep all 
portable electronics – cell phones, mp3 players, etc. – away from the microphone. 
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The number of cameras available for consumers is very lengthy so we've 
identified a select number of popular cameras and tested them for use with 
Wimba Classroom. Although you may have a camera which is not on the 
recommended list below, it does not mean that it will not work with Wimba
Classroom.
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1) Click CAMERA button

2) Click “Start Transmitting Video ” icon in the 
Video window

3) To share video speak into microphone
• Press and hold CTRL key as you speak OR
• Click and hold the TALK button as you speak
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2) Double-click plus        indicator in video 
column to the right of username to 
Lock Video

3) Only Presenters can engage this 
feature. Double-click video lock 
indicator to disable Lock Video

1) Video Window 
must be open and 
video started
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1) All green indicates a clear connection = 
Great Quality

2) Orange indicates an adequate connection = 
Good Quality

3) Red indicates network congestion = Poor 
Quality 
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PowerPoint

PDF

JPG

GIF

WMV

Flash/SWF
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Note: These screenshots are from Wimba Classroom v. 4.2 and look slightly different than v. 5.0, but 
these steps are still the same.
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There are two easy methods to display content in Wim ba Classroom...
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Note: These screenshots are from Wimba Classroom v. 4.2 and look slightly different than v. 5.0, but 
these steps are still the same.

A

B
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Use Application Share to show all or part of your de sktop 
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Arrow Tool annotates 
with arrow symbol
Click on arrow again to 
change direction. 

Freehand Pencil Tool 
to draw freehand

Text Tool to type text

Circle Tool to draw a 
circle
Line Tool to draw a 
straight line

Undo Tool to undo the 
last action

Line Thickness to select 
thickness of lines when 
using drawing tools

Color Palette to select a 
color for drawing or text tools

Erase Tool to clear all 
markings from the eBoard

Clear Slide to clear ALL 
markings and images from 
the eBoard

Import Tool to import an 
image from your computer

Save Tool saves an 
image of the eBoard.
This “snapshot” is saved as a slide 
in the Snapshots Content Folder.

Screen Grab Tool to post 
a static screenshot of a 
computer application

Enable Tool to 
enable/disable participants 
to use eBoard tools 


