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Getting Started with Horizon Wimba “Live Classroom” 
 
 
BEFORE ENTERING THE WEBINAR/LIVE WORKSHOP: 

Run the Setup Wizard 

If you haven't already done so, click on "Setup Wizard" on the right and follow 
the on-screen instructions to make sure your computer will work properly with 
Horizon Wimba Live Classroom (the system that runs the live workshop). This 
is important!  Please complete this step at least one day prior to the 
presentation, as it can be time consuming if there are problems that need 
troubleshooting. For example, you may need to update Java and QuickTime, 
adjust your pop-up blocker, or make other changes.  Click here for tips on 
troubleshooting wizard problems.  Note: If you don't see anything in the Setup 
Wizard window, you will need to expand the window size by dragging the 
bottom right corner of the window.  
 
 
ONCE IN THE WEBINAR/LIVE WORKSHOP: 
 
Audio  
Listening 

You will need operational computer speakers or headphones in order to hear 
the presentation.  Most participants find using headphones reduces the risk of 
“feedback” noise. Your audio equipment will have been checked when you 
ran the “set-up wizard”; remember to run this again if you have connected 
new equipment since.   
 
When prompted by the moderator, click the checkmark near the bottom of the 
screen to confirm you can hear the presentation audio. If you cannot hear 
anything, click the X.  
 
If your internet connection is weak, the audio may be choppy. In this case, we 
recommend dialing in by telephone and listening to the audio over the phone. 
See the Telephone Access sidebar for info on how to do this.  
 
Talking (OPTIONAL: not mandatory to participate by voice) 

If you wish to speak to the instructor and your classmates during the 
presentation you can use a microphone or speak over the telephone:  
 
1.  Connect a microphone to your computer (If you have not used a 

microphone before, consult the product user guide for installation help). 
This should be completed during the Run Wizard process, or if connected 
afterward you should re-run the Wizard to ensure your microphone is 
connected properly.  

Telephone Access   
Click on the blue phone 
icon to access your PIN.  
Call 1‐604‐638‐5113 and 
enter the PIN when 
prompted. To speak, click 
TALK or press your Talk 
Hot Key (see box below). 

Talk Hot Key 
Pressing CTRL will 
activate the TALK button 
by default. If you think 
you will be typing during 
the presentation (e.g., 
cutting and pasting using 
your keyboard), we 
recommend changing this 
default setting, to avoid 
inadvertent audio 
interruptions. Click on 
Options (next to the blue 
telephone), Talk Hot Key, 
then select F8 or None. 

Drag here to 
resize the 
window if 
necessary

http://ubc.wimba.com/wizard/wizard.html.pl?wizardconf=wizard.conf
https://secure.sauder.ubc.ca/re_creditprogram/course_resources/courses/content/workshop_troubleshoot.pdf
https://secure.sauder.ubc.ca/re_creditprogram/course_resources/courses/content/workshop_troubleshoot.pdf
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2.  Connect by telephone (see Telephone Access sidebar). 
 

 To speak, click and hold the grey “TALK” button.   
 

Note that if your audio cuts in and out the instructor/moderator may disable the talk feature.  This 
means you will either have to text chat your question or text the instructor/moderator to reactivate your 
microphone. 
 
 
Text Chat 
In the bottom left of the Live Classroom window you will find the text chat feature. Use the To: drop-
down menu to choose to send your message to the Main Room (ALL participants) or to selected 
participants only. You can also select individual participants by clicking on their names to the right. 
Type your message in the box to the right and press Enter on your keyboard to send.  Please note: if 
you ask the instructor a question in text chat, it may take a few minutes until they respond, as they will 
usually wait for a pause (such as changing slides).  The moderator will ensure your question gets 
answered as soon as possible.  Please avoid sending text chat messages directly to the instructor 
during the session, as it is distracting – better to send your questions to the class as a whole or to the 
moderator. 

 
Icons and Symbols 
You may communicate with the instructor using the icons and symbols below the participant list. 
 

 
Checkmark/X: these are used for polling, e.g., if the instructor asks the class if they are 
following along ok. 
 

 
Hand: if you click this, the instructor will see that you have a question.  The instructor or 
moderator will either ask you on the microphone what your question is, or ask you to text your 
question to them or to the class. 

 

 
Happy Face: if you click the arrow to the right, you can select a number of icons that explain 
your status, including away, approve, disapprove, surprise, confused, clapping, laugh, faster, 
or slower. 

 

Other Participation 
During the workshop or webinar, your instructor may ask you to complete a multiple-choice quiz.  We 
ask that you respond promptly so that the instructor can publish the results and discuss the quiz topic.  
 
At the end of the workshop or webinar you will be asked to complete a course evaluation.  Again, we 
ask that you take a moment to do so, as your feedback is always taken into consideration when 
developing future sessions. Note that evaluation responses are kept anonymous.  
 
Remember – these webinars and workshops are most valuable when they include a lively 
discussion, so please participate as much as you can!  
 


