Checklist for Wimba Instruction Support in McKechnie
	Begin setup approximately 45 minutes before class time.
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	Assemble equipment:

	
	
	a. laptop for your use

b. network cable

c. headset with microphone

d. power cable for laptop
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	Connect equipment

	
	
	a. laptop

b. power cable

c. headset with microphone

d. network cable (cable connects to bottom right port in McKechnie room: Port #CCT019018 001-P9-10)
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	Test your connection to ensure hard-wired connection

	
	
	Connect via network cable – not wireless network.

a. If there is a wireless icon in the taskbar:
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In bottom right hand corner, right click on icon of computer radiating = wireless and select “Disable”. This will disable the wireless connection and because you have the cable connected for the network connected, it will automatically connect.

b. If there is no wireless icon in your taskbar:
You may have to change the wireless settings under Network Connections to ensure that the wireless is turned off. Select: Start, Settings, Control panel, Network connections
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	If Firefox is not on the laptop, add Firefox to the laptop.

	
	
	http://www.firefox.com/
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	Run Set Up Wizard

	
	
	· http://67.202.226.156/wizard/wizard.html 

· Run every time to confirm that your audio and sound are working well

· Allow pop-up blocker
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	Confirm you have access to the classroom (You will get the room URL from the instructor)

	
	
	· From the Teaching with Wimba wiki (http://teachingwithwimba.pbworks.com/) click on “Log-in for Rooms”

· If you don’t see your classroom, verify with the instructor that you have presenter access to the classroom.
[Instructor logs in > clicks in room > Access > User Access > add user id > (your id)> save changes]
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	Open classroom 15 minutes prior to class time

	
	
	If it’s not already open, open the class
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	Scripts to Greet students as they arrive

	
	
	Examples:
· “Welcome to this online Library Session on XXXXX for XXXXX”
· “Can everyone hear me? If you can hear me, please use the checkmark. Thanks”
· “Please try chatting in the bottom left-hand box, or test your microphone. Thanks”

If no response, try sending a chat message in the chat box or test 
Example:

· “Hi Jane, before we get started, we’re testing audio and chat. Can you hear me?”
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	Confirm Instructor requirements

	
	
	Verify with the instructor if they would like you to

· Greet participants at the beginning of class and check audio working

· Start and stop the archiving of  the class for them

· Take an attendance list

· Pass them questions or comments

· other
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	Important Information

	
	
	Admin login: http://ubc.wimba.com/admin/  [Your ID ______ & Pwd ___________]

Room URL: i.e. http://ubc.wimba.com/launcher.cgi?room=_________
Wizard link: http://ubc.wimba.com/wizard/wizard.html 
Blue phone: 604-638-5113  PIN: ____________  * Phone number is a local Vancouver call * PIN different for each class

Reference desk:
forwards tech support phone calls from those who cannot log in at all

Wimba Technical Support US and Canada: 
1-866-350-4978  technicalsupport@wimba.com


	
	
	

	
	11
	Online Culture

	
	
	· Texting, chatting, etc. can often be casual, yet professional. 
· We may use emoticons to also create an environment which encourages questions and participation. ( 

· Timely response to inquiry is important and acknowledges to student that help is available. Use of … , or phrase one moment please… to let the patron know we’re still looking for information or that we’ll be right back.
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	Other Notes

	
	
	· Firefox: clear cache

· Mac Computers work best with Safari browsers 
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