Instructional Communications Systems, University of Wisconsin-Extension

Understanding the Attendees Pane

The Attendees Pane shows who is logged in to the session, who is a presenter, and who is muted.
It also gives you access to the Attendee Permissions Pane and the ability to set up breakout rooms.
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When you choose List under the View menu in the
Attendees Pane, you will see a list of the attendees,
the names they have used to log in, their audio
status, presenter status, and their moodi indicator.

If you choose Seating Chart, you will see a virtual
seating chart where each colored square indicates
a person in attendance. There are no names or
audio status indicators with the seating chart. There
are mood indicators. Whether or not presenter status
is indicated depends on the size of the meeting
scheduled.

If you have a small meeting set up, your seating
chart will appear like a conference table with seats
around it. It will also appear like this if you have a
large meeting set up and ten or less people have
entered the meeting.

If you have a meeting of ten or more poeople
scheduled, when the number of participants goes
past ten, your seating chart will appear more like an
auditorium with a stage. The two rows at the top
represent presenters, while the large blocks below
them represent attendees in the meeting.
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Clicking on the Find button opens an area for you to
type in. Typing in letters that are connected any-
where in a person’s login name will remove the oth-
ers who do not have those letters connected in their
name from the Attendees list. In this manner, you
can type in a few letters of someone’s name and
quickly find them in the list. This could be useful if
you need to have a quick text chat with them. To get
the list back, just erase the letters you have typed
in.

Under the Voice menu, you have to option of
muting everyone, including other presenters,
except for yourself. Anyone with an open
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Voice over IP microphone will have their
microphone muted automatically. Even
though you have muted attendees and other
presenters, they can still reopen their micro-
phones at any time.

Please note this feature has no effect on
those who are using WisLine Audio to attend
the meeting. This feature can only mute
those who are using Voice over IP.

There are also features that may be hidden if
your Attendees Pane is not a its largest width.
One of the choices is the Permissions window.
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The Attendee Permissions window gives you control
over things that you will let you attendees do as part of
the meeting. For more information on the different fea-
tures and how they affect the meeting, please see the
materials  specifically developed for the Attendee
Permissions window.

Attendee Permissions

Allow attendees to

[ ] Print ta PDF

[ ] Review cument content

[ ] &sk questions [affects all participants]
|:| Annatate curent content

[ interact;
[ ]Wiew attendes list
[ ]*iew seating chart
[]Chat
[ ] Use content toals:
[ ] Wiew thumbnails and navigate current content
[ ] Create new pages in curent cortent
[ ] Usze the content pane to zelect and add content
Handouts:
%) Download only
1 Upload and download
1 Mok available
Shared Motes:
(50 View, save

1 Wiew, save, edit

The other feature that may be hidden is the
Rooms feature. When you choose this fea-
ture, you open the Breakout Room Setup win-

dow.
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For more information on breakout rooms and
how they can be set up, please see the materials
specifically developed for setting up and using
breakout rooms.

Breakout Room Setup g

Breakout rooms will not have audio conferencing. The audio
zelection for thig meeting doezs not support breakout room
audio.
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