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1. Accessing the system

BigBlueButton is integrated into the learning management system Moodle.
Users (whether moderators or viewers) do not need an additional account or license.
If you are a trainer within a Moodle course room, you can create a BigBlueButton meeting.

Please note: Unlike other web conferencing solutions, no link or similar is sent. Only people who are enrolled in the
corresponding course room can participate in the online meeting!

Changing language settings in Moodle

. On the top right corner of the Moodle
BB DHBW Mosbach

interface, next to your profile

- & ® @Deutsch(de) WA Apana-Lena Brown i information, you can find the language

Deutsch (de) 5P settings option (globe icon).

English (en)

Click on the little downwards arrow to
expand the dropdown menu. Select the
desired language. The interface will
immediately be presented in the

selected language setting.
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2. Technical conditions

Please observe the technical conditions for the best possible use of the system.

For optimal use we recommend the following web browsers: Mozilla Firefox or Google Chrome in a version
as up-to-date as possible

Headset and webcam (if audio or video participation is provided)

A sufficiently fast Internet connection with at least 1 MBit/s download and 0.5 MBit/s upload, but ideally 5
MBit/s download and 1 MBit/s upload.

A speed test is available to check these values.

For all web conferences we recommend that you always connect your computer directly to the router (LAN)
via cable if possible.


http://speedtest.belwue.net/browser-speedtest/
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3. Creating a conference room

3.1. Prerequisite: Editing is on

A o @ English (en) =

o

o

MA Anna-Lena Brown -

E= Hide blocks ¢

Edit ings

4
T

G A b - B OB

Turn editing on
Filters
Gradebook setup
Backup

Restore

Import

Reset

Mere...

ion

= 0
B
5 Administration =

v Course adminiratmn

& Turn editing on

> Users

Y Filters

£ Gradebook setup
[ Backup

1 Restore

1 Import

€ Reset

> Question bank

3.2. Select activity BjgBlueButton

- Live Session |»

Add an activity or resource

Edit ~

+ Add an activity or resource

ACTIVITIES

Assignment

BigBlueButtonBN

Certificate
Chat

Choice
Database
External tool
Feedback
Flash Card Set
Forum
Glossary

Group choice

1060000 0 Q0|0

BigBlueButtonBN lets you create from within Moedile links to real-time on-lin

using BigBlueButton, an open source web conferencing system for distance

Using BigBlueButtonBN you can specify far the title, description, calendar et
gives a date range for joining the session), groups, and details about the rec

on-line session.

© More help

To add the activity ,BigBlueButton” to
your course, switch to editing mode.
This can be done either via the drop-
down menu of the gear wheel or in the
"Settings" block.

Click Add Material or Add Activity in
the section to which you want to
add the activity.

A new window opens.

Select the activity BigBlueButton
and click Add.
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3.3. Define basic settings for the web conference

o Adding a new BigBlueButtonBN to Live Session

Instance type @ Room/Activity only %

~ General settings

Virtual classroom name @) [ Mathematics 2 ]
athematics

L
Description j— ——

paragraph v || B [ | =

Path: p

| Display description on course page ! @

11 SIEEL TUUMID, HIGRIIUT Iy

~

You can drag and drop files here to add them.

- Participants

Add participant
All users enrolled #

Participant list
All users
enrolled

Role: Trainer/in (DOZ)

Role: Trainer/in (MA)

as  Viewer

as  Moderator ¥

as Moderator %

« Collapse all

e U1 eS|

Under Instance type, select
"Rooms/activities only" (the option to
record is deactivated) Give the meeting
room a name (e.g. that of your lecture
or "to online lecture").

By default, the Wait for moderator
setting is active: Participants will only
enter the meeting room if there is
already a moderator there.

You can directly upload a presentation
that you want to show in the BBB-
Meeting. If you want to use the
meeting more than once, do not
upload anything here. You can add the
appropriate presentation yourself later
in the meeting (see section "Use of the
room").

By default, instructors are assigned the
role of "moderator", all others enter
the room as "viewers". You can change
this later in the meeting room if
necessary.
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~ Schedule for session You can also control access via
the schedule.

Join open 16 ¢ | November ¢ | 2020 ¢ | 10 &

Join closed

16 = November % 2020 = 10 =

If you work with several groups

~ Common module settings .
in the classroom, you can also

Availabity @ Show on course page % k th t
make the meeting room
e o accessible to the different groups
i ]
Group mode @ T . in the group mOde .Separate.
groups" as an additional setting.
G i ~ . e e
mEe e e As with other Moodle activities,

you can set different

Add group/grouping access restriction

prerequisites.

Save if settings are as desired.

4. Entering a conference room

Live Session By clicking on the created activity,
you will get to the Participate button.

@ Demo Online-Session BBB

‘ Join session

(If this is not possible, the moderator

has not yet arrived).

Now you will be asked via a popup
how you wish to participate in the
conference. Teachers always click on
the Microphone.

Confirm the following dialogs until

Dies ist ein personliche) Echotesthg:::;n Sie ein paar Worte. Horen Sie yOU reaCh the echo teSt. Here yOU

can check your sound source.
Save if the settings are as desired.
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4.1. Changing Language settings in BBB
By default, BigBlueButton is set to
German language. However, you can

G0, Ofeatscher chat

NOTIZEN

change the language via the
settings.

Getrilte Matizen,

Um 2u zeigen, wie BigBlueButton arbeitet, haben
Tutorial-Videos erstel

wir
TEILNEHMER (1] o«

WHITEBOARD
Varwenden Sie bitte sin Headsat, um StSrungen
m MARRNLEN3... (S| gurcn Gerbusche ru vermeiden.

¢+ Als Vollbild
darstellen

Dieses Meeting kann aufgenommen werden.

To do this, locate the three dots

Grundlegende Verhaltensregeln:
e tieieu & Einstellungen ] symbolizing the options tab. Click on
e offnen

Hilfe

— them to expand the dropdown
Versionsinfo

D Hilfe ~  menu. By clicking on the option
Einstellungen Schliefien 1 Tastaturklrzel ”EinSteuungen offnen” ("Open

settings”) you open the settings

beenden

% Datensparmodus Animationen

[ Ausloggen Find the setting ,Sprache”

Audiowarnungen fir Chat AUS

- (,Language”) and expand the menu
s by clicking on the arrows.

Popupwarnungen fir Chat

Audiowarnton, wenn neue
Teilnehmer den Raum betreten

Popupnachricht, wenn neue

l Sprache Deutsech

SchriftgriRe 20% @ @

AUS

T
e/

Einstellungen iidon Select the desired language and

% Datensparmodus

press ,Speichern” (,Save”).

Animationen

Attention: You will have to repeat

Audiowarnungen fir Chat

Popupwarnungen fiir Chat

the Echo-test afterwards to be able

Audiowarnton, wenn neue

Teilnehmer den Raum betreten Gestina ! tO hear the d UdIO.

Dansk
Popupnachricht, wenn neue

Teilnehmer den Raum betreten Deutdch (Deutschland)
AANVIKA
Sprache  English

Esperanto

Espanol

Espafiol (Espaiia)

Espafiol (México)

eesti keel

Euskara .
@

SchriftgroRe 90



Questions can be asked in the public
chat. This is, in contrast to the private
chat (click on the corresponding name),
visible for everyone.

MESSAGES
-1':.'_. Public Chat
NOTES

|:T Shared Notes

POLLING

Moderators can be identified
by their angular shape,
viewers by a circle.

Presentation rights can be
identified by the small blue
screen symbol in the upper
left corner.

The microphone status is
located in the lower right
corner.

You can click on individual
participants to mute them
(e.g. if the microphone
disturbs), to promote them to
moderation or to grant
presentation rights.

= Polling

¢ Polling X

Leave this panel apen to see live responses to your
poll. When you are ready, select 'Publish polling
results' to publish the results and end the poll.

A 0 0%
B 0 0%

c 0 0%

\ USERS (1) &5
o ECEE

@ Away

) Raise

© Undecided

® confused ‘

@

s Applaud

.
My
(.
[®]

Sad

Happy

= Sstartapoll

Thumbs up

Thumbs down video

their name to set and
remove a status.

Participants can click on

(1 Share an external

Activate your students with a survey. You can choose answer options to

the oral question or use Publish Survey Results as a customized
template to add survey options in writing.

zur Teamsitzung

WHITEBOARD

[ Upload a presentation

Enable audio

Upload your files here.

Enable camera
Let viewers know in
advance how this is
handled

Slidel 3

RA
<~ Make fullscreen

G settings

( About

@ Help O
2 Keyboard

shortcuts
3 End meeting
[= Logout

T/7oa0z7B 0

T

5/

Leave conference:
Logout (Participants)

End conference
(Moderator)

i

Tools for editing the
document: among others

- text, shapes, freehand,
move

Multi-user mode:

several people can edit the
document at the same time

Screen sharing

certain applications.

Share your screen for e.g. websites or

[llustration: Functional overview BBB conference room



5. Viewer rights

USERS (1) o)

@ MA Anna-Lena... (You)
(2]

& Clear all status icons In addition to the other settings
shown, you can also define the

9 Turn off meeting mute ) ’ )
viewer rights of your meeting room.

Save user names

&) Lock viewers

=] Create breakout rooms

@ Write closed captions

Lock viewers

These options enable you to restrict viewers from using specific features.

Feature

Share webcam

See other viewers webcams

Share microphone

Send Public chat messages

Send Private chat messages

Edit Shared Notes

See other viewers in the Users list

Depending on the number of
participants and the scenario,
different settings can be useful.

To ensure greater stability during the
meeting, you can prevent the
webcams from being released in
advance. In exam situations, for
example, private chat can be
prevented, and for anonymity in
recordings the participants can be
hidden from each other.

Status

Unlocked
Unlocked
Unlocked
Unlocked
Unlocked

Unlocked

Save these settings by clicking Apply.

Yy

Unlocked

Cancel




6. Using “Breakout Rooms” for group work

USERS (1)

i

@ MA Anna
(2]

Breakout Rooms

-Lena... (You)

S5 Clear all status icons
O Tumn off meeting mute
Save user names

&) Lock viewers

Create breakout rooms

Close

B Wyite closed captions

Tip: You can drag-and-drop a user's name to assign them to a specific breakout room.

(Number of rooms

U

Not assigned (1)

MA Anna-Lena Brown

\§

Duration (minutes)

v 15 @) ©)

Dllow users to choose a breakout room to join

Room 1 Room 2

~N

Randomly assign

J

MESSAGES

Q) Public Chat

NOTES

Shared Notes

BREAKOUT ROOMS

(Breakout Rooms

Room 1 (1)
MA Anna-Lena Brown

Room 2 (0)

Duration 14:20

% Breakout Rooms

USERS (2) ferd

~

Already in room

Join room

End all breakout rooms

J

MA Anna-Lena... (You)

@ MA Anna-Lena Brown
(2]

Click on the gear next to "Users" and
select Create Breakout Rooms.

You can define the number of rooms and
the duration of the breakout, as well as
the type of assignment (random,
selection).

Save by clicking Create.

A separate window opens to join the
room. The remaining time in the
breakout room is displayed continuously.
As a moderator you have an overview of
who is in which room and you can also
enter or leave the room at any time.



