SCALE’s presenter training guide to Elluminate Live!
1. To make sure your audio functions are working properly, select the “Tools” tab at the top of the screen, then select “Audio,” then select “Audio Setup Wizard.” Go through each step of the process until you are satisfied with the audio quality.
2. Make sure you are using (noise-cancelling) headsets and not external speakers (we recommend USB headsets). We do not recommend the use of wireless headsets.
3. Locate participant window and chat window.
4. Decide whether you’d like open chat available to participants (so they can chat with each other) or whether you’d only like them to be able chat to with you and the moderator.
5. Based on the format of your presentation and your own personal style, decide how you plan to deal with questions during the presentation. Some presenters like to answer questions verbally as the participants submit them via the chat and some prefer to hold off until the end before answering questions.
6. Slow internet connections can affect everyone in the room, so we strongly recommend that you do not use wireless internet because it is slower than wired internet.
7. If you plan to include any poll questions, please put them on your PowerPoint slides, with answer choices labeled A, B, C, or D. SCALE staff can set up and run the polls during the presentation.
8. Let SCALE staff know if you plan on sharing a web page, video, or application
9. Walk through how to upload a file.  Use pointer feature.  Use “Better quality” and also check whether you would like to include presenter notes.  Presenter notes are available to everyone for viewing in the “Notes” pane, so bear that in mind when creating them

10. After uploading content, navigate to first slide and check “Follow Moderator” so that participants all see what you see
11. For active links to be included, presenters must type URLs onto the whiteboard.  Otherwise, you can type or paste URLs into the chat box for participants to copy.
