Inviting a Guest Speaker to Present during a Virtual Meetings Session

If you’d like someone outside of Durham Tech to give a presentation in a meeting, you can invite the guest to
your meeting AFTER you join the Meetings session. Please follow the steps below to invite a guest to your
meeting session, and to be aware of what your guest will do to participate in your meeting session.

Note: A guest speaker won’t be added to your course site. After you join the meeting, a unique guest link is
generated that you’ll email to your guest. The guest link is only valid for your current meeting.

Step 1 —Join your Meeting
After joining your meeting, in the Public Chat area, click on the link titled Invite a guest to join this meeting

MESSAGES ¢ Public Chat
\_‘ Public Chat
Welcome to Student meeting !

NOTES

—_r . Online session

For help on using BigBlueButton see these

{
LiSeRsG) & (short) tutorial videos.

lﬂ RachelTechsmith (fou) | (please use a headset to avoid causing noise for
others)

This session may be recorded.

To join this meeting by phone, dial:
1-863-208-0022

Then enter 56903 as the conference pin number.

# Invite a guest to join this meeting

Step 2 — Generate a unique guest link to your meeting session
After you click on the invite a guest link, a new web browser tab will open.
Click on the “Email an invite” button.

Invite a guest to join a meeting

Student meeting

To invite a guest to join this meeting, please give them the following link. Note that this link is only valid
for the current meeting, which started at 5:42:45 PM. Once the meeting ends, the invite link will no
onger work.

https://connect.rnal.blindsidenetworks.com/invite/to?

c=zRmHIay9s8wIUZFigIxIeYqmIH5kcOH5yBtQTWgguDQ&m=18bd2e30-
cb3d-4585-a3cf@-89637c98cB6a&t=1587591765313&u=durhamtech

[SUE I LGl (This will open an email composer window. )

April 2020 Durham Technical Community College Page 10of 3



Step 3 — Email the unique meeting link to your Guest/Guest joins the Meeting

After you click on the email invite button, your email client will open.

Type in your guest’s email address. The generated email will contain the link to your meeting session.

Send the email to you guest presenter. Your guest presenter will click on their emailed link to join your meeting.

Inbox - DURHAMTECH — m} X
Format Insert Options T
From: b@durhamtech.edu &=
Type in your
To:| jillsmith@gmail.com; * guest's fullemail | 2 Cc & Bec
address

Invitation to join Student meeting

You have been invited to join the meeting "Student meeting " as a guest.
Please open the following page in your web browser:

https:ﬁconnec‘t.rna1.b|'|nd5idenetworks.comiinvite/to?|

c=zRmHIlay2s8wIUZFig)xleYgmOHS5kcOHSyBtQTWgqguDQ&m=18b42e30-ch3d-
4585-acf0-09637c98c06a&t=1587591765313&u=durhamtech

After your guest opens your email:

The guest will click on the link to your meeting, and a new browser tab will open.
The guest will type in their name and click the Join button. The guest will then perform their meeting audio set
up.

Join a running meeting

Student meeting

Moderators:
Rachel Techsmith
Started at:
5:42:45 PM

Enter your name &

After your guest joins the meeting:
The guest will be listed in the Users area, with (guest) beside their name.

MESSAGES
%, Publicchat
NOTES

g Shared Notes

USERS (2) i

% Rachel Techsmith (You)

@

@ ({zuest) Jill Smith «
@
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Step 4 — Handoff Presenter Role to the Guest
During the Meeting, the instructor will be the moderator/presenter. To give the presenter role to the guest
speaker during a meeting, click the user’s name and select “Make presenter.”

MESSAGES ¢ Public Chat
(., Public Chat

Welcome to Student meeting !
NOTES

ehrd s Online session

For help on using BigBlueButton see these

I
B & (short) tutorial videos.

l@ Rachel Techsmith (You) (please use a headset to avoid causing noise for
others)

@@ (zuest) Jill Smith $J Starta private chat

ecorded.
ﬁ Make presenter .
f phone, dial:
=1 Promote to moderator
) Remove user 1e conference pin number.

Step 5— Take Back Presenter Role
To “take back” the Presenter role, click the Plus (+) icon at the bottom of the screen and select “Take presenter”

Ed Take presenter
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