Chat Rooms

Creating a Chat Room

1. From the Build or Teach tab, go to the Course Tools menu and click on the Chat tool.

2. Click on Create Chat or Whiteboard Room.
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3. Give the chat room a Title and Description. Below the text boxes choose the number of people that

will be allowed to chat together at one time.

4. Next, you have the choice of using the chat function, the whiteboard function, or both.

5. Remember to click Save.
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Viewing a Chat Room Log

1. From the Teach tab, click on the Chat tool. Locate the room for which you want to view a log and
click the arrow next to the title.

2. From the drop-down menu click View Log. If you want to print the log, use your browser's print
function.

3. To clear the log, click Clear Log.
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Granting and Denying Access or Participation
1. Inside the Chat Room, you will see a list of all participants in the lower right corner.

2. If a student is in the “Active” list, you may deny them access. Click on the student’s name to highlight
it. Below the list of participants you will see a Deny Access button. Click it.

3. Conversely, if a student is in the “Denied Access” list, you may grant them access. Click on the
student’s name to highlight it. Below the list of participants you will see a Grant Access button. Click
it.
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