Using Centra Symposium
  The courses that you are taking as part of the Lehigh MBA-Online include materials and activities that you can complete anywhere, at any time, giving you tremendous flexibility to manage your other responsibilities outside of you coursework.  There are times, however, when you will need to interact with your professors and classmates.  To facilitate the process of meeting live, we will be using the web-based conferencing tool Centra Symposium.  You will be given directions on how to configure your computer to use Centra Symposium.  This document will discuss how to attend a scheduled Centra session and some of the features of Centra so that you can use the tool to its maximum

Once you have configured your PC, you will attend your Centra sessions by going to http://centra.cc.lehigh.edu (as seen below) and login using the access information provided to you.
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After logging into the system, you will see your Centra homepage.  Your homepage includes a list of all of your upcoming sessions, including the date and time of each.  Just click on the “Attend” link to connect to your scheduled sessions.
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(If your professor is recording Centra sessions so that you can review them at a later time, you will find links to the recordings by clicking on the “Past” tab.)
After choosing to “Attend” a session, a new window will open, looking like the one below:
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There are a number of things to note in the left margin of this window.
· The “Presenters” area will list all presenters for this session that are in attendance.  This will typically include your professor(s), a support person and any outside speakers that may be invited.
· The “Participants” area includes you and your classmates.  You will see the name of each student in attendance.  At the bottom of the list of attendees are a number of counters, including the number of people currently in attendance.  (In the example above, there are two people attending.)

· In the “Agenda” area you will find a scrollable list of the slide titles that your professor will cover in this session.

· When you enter a session prior to the scheduled start time, you will see a “Pre-Session” indicator.  This indicates that the session has not yet formally started.  All presenters and participants have microphones and have the ability to speak to one another.

The horizontal toolbar across the top of the session window contains icons that will allow you to interact with the professor and your classmates:
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These icons and their purpose are as follows (from left to right):

· Raised Hand – Just like in a “regular” classroom, raise your hand to ask a question or provide a comment.  Click to raise your hand and if you change your mind, click again to lower it.

· Green Check Mark – If your professor asks a simple question or makes a general comment, indicate your agreement by clicking the green check mark.  To remove the check mark, just click again.

· Red ‘X’ – To respond “No” to a question or show general disagreement, click on the red ‘X’.  As with the other tools, click a second time to remove it.

· Laughing Face and Clapping Hands – When something is amusing or deserves applause, these are the icons you can use.

· Computer Keyboard – Click this icon to open a text chat area.  If for some reason someone does not have a microphone and is unable to speak with the professor, this tool can be used to share comments and questions.

· Open Door – If you need to ‘leave’ class temporarily, so that you are not actively participating, click this icon.  Your name will remain in the participants area but will be dimmed so that the presenter know that you are temporarily unavailable.  To return click on the icon again.
When the presenter is ready to begin the session, you will see the following:
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· The presenter will still have his/her microphone, but student microphones will be taken away.  The presenter can give everyone in the group a microphone or give to individuals selectively.

· The student in this example has raised her hand indicating that she has a question.

· The presenter is speaking, as indicated by the yellow highlighted microphone.

· The session status has gone from “Pre-Session” to “Recording.”  Other possible status indicators are “In-Session” (but not recording) and “Paused.”

The session will now progress and be directed by the presenters.  At the conclusion of the session,  go to the “File” menu and select the “Exit” option.


For more information on configuring your computer to use Centra, see the “Technical Information” area on your course Blackboard site.

