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Creating a Wimba Classroom 
1. Once in Blackboard, click the Communication link on the 
course menu.  
2. Next, click on the Wimba Classroom icon. 
3. Click on the Create Room button.  
4. Create a Room Title and select whether presentation tools 
are available only to instructors or both instructors and 
students.  
5. To determine the Media Settings for the room, click directly 
on the arrow that appears next to ‘Student Privileges and Video 
Bandwidth Room Features.’ Clicking on the arrow will display 
the default settings and allow you to make edits to students’ 
ability to speak, show video or use a phone.  You can also 
adjust the speed of the internet connection in this section under 
Video Bandwidth.  
6. To determine the Room Features, click directly on the arrow 
that appears next to ‘Breakout Room Options and Other Room 
Attributes.’ Here you can further control students’ access to the 
presentation tools. 
7. To control students’ ability to send messages to the entire 
group or one individual, click directly on the arrow that appears 
next to ‘Chat or Private Messaging.’ The default is to allow 
both functions, but you can disable one or both functions by 
clicking on the box next to each feature. 
8. To allow guests to access the Classroom, click directly on 
the arrow that appears next to ‘Maximum users and Guest 
Access.’ By choosing Unlimited Access, you allow guests and 
an unlimited number of users access. By selecting Limited 
access, you limit participants to those already enrolled in the 
class and can set a maximum number of users. 
6. Click Submit. 

Note: The first time that you enter the Wimba Classroom you 
will need to run the setup wizard in order to make sure your 
computer is ready. 

Uploading a Branding Frame 
1. Navigate to the Wimba Classroom area of Blackboard and 
click on the link for the room you will post to (not the Enter 
button).  
2. Click the Add & Manage Content button on the top menu. 
3. Click the name of the folder to which you would like to add 
content (default content folder). 
4. Click the Browse button to locate your image, and then click 
the Add button. 
5. It is crucial to change the placement from the default eBoard. 
In the next screen, click on the target dropdown menu and 
select Branding Frame. 
6. Click the Save Changes Button. You may now exit this 
screen. 
 

Wimba Classroom Questions 
 
Q:  Do I need special software or equipment 
to use Wimba Classroom? 
 
A: Prior to using Wimba Classroom, you must 
run the setup wizard to ensure that browser and 
system requirements are met. You will need a 
microphone and speakers to use the audio tools.  
We recommend that instructors use a headset.  If 
you plan to use video, you will need a webcam. 
 
If you experience any difficulties during the set-
up process, please contact Wimba’s technical 
support (available 24/7) at (866) 350-4978 or 
technicalsupport@wimba.com. In addition to live 
support, Wimba has a comprehensive website 
devoted to instructional manuals. Visit this site if 
you are interested in learning more tools 
(http://www.wimba.com/services/instructor) or 
contact the CTL at x1-2084 for more information. 
 
Q: How do DU instructors use the Wimba 
Classroom? 
 
A: Instructors utilize Wimba Classroom to bring 
in “virtual” guest speakers and to meet with 
online students in real-time for web presentations 
or online presentations. Finally, Wimba 
Classroom has been used by instructors for 
“virtual” office hours and exam reviews.  
 
Q: Where can I receive training on Wimba 
Classroom? 
 
A: We urge instructors to participate in a virtual 
training session before using this tool. Contact 
Kathy Keairns (kkeairns@du.edu) in the CTL to 
set up a virtual or face-to-face training session. In 
addition to the training offered by the CTL, we 
suggest visiting the Wimba site 
(www.wimba.com) for further training. 
 
Q: Can Wimba Classroom sessions be 
recorded and viewed later? 
 
A: Wimba Classroom sessions can be recorded 
by using the Archiving feature. This feature 
allows instructors to record audio, video, 
presentation materials, and online chat. After this 
information has been saved, it is saved in the 
Archive section of Wimba Classroom. For 
additional information on this feature, please 
refer to Creating and Viewing an Archive.  
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Posting PowerPoint Slides in Advance 
1. Navigate to the Wimba Classroom area of Blackboard and click on the title of the room you will post to (NOT 
the Enter button).  
2. Click the Add & Manage Content button on the top menu. 
3. Click the Add & Manage Room content link. 
4. Click the name of an empty folder that you would like to add content to or create a new folder. (You can also 
use the Default Content folder.) If you are using a folder that already has content, please skip to step 8. 
5. Click the Browse button to locate the PowerPoint file you would like to upload. Then click the Add button.  
Note: PowerPoint and image files by default will be displayed in the eBoard. If you do not want your content to 
display in the eBoard, uncheck the Display this content in the eBoard check box. 
6. In the next screen, you can modify your PowerPoint. The title of each slide appears separately, so you can 
delete individual slides or change the order in which they will appear.  To delete a slide, check the box for the 
slide(s) you wish to remove and click the Delete Selected Items button. You may also change where your slides 
will appear. To move them to a different section (Content Frame, Branding Frame, New Window A, New Window 
B), click on the target dropdown menu and select the area of your choice. 
7. Click the Save Changes button.  
8. If you would like to add more than one PowerPoint file, click the New Content button. You will be re-directed to 
the Modify Folder screen, where you can than add upload another file. 
9. To return to the main menu, click the folder list button. If you are satisfied with your changes, you may exit out 
of this screen. 

Creating Polls 
1. Navigate to the Wimba Classroom area of Blackboard and click on the link for the room you will post to (not 
the Enter button).  
2. Click the Add & Manage Content button on the top menu. 
3. Click the name of the folder to which you would like to add your poll. 
4. Select the type of Poll that you would like to create (Multiple Choice – a single question, Open Ended – a 
single question, Questionnaire – a series of questions, Bullet List- a single slide containing bullet items) and click 
the Create button.  
5. Next, enter a title for the Poll. You will also need to include your polling question and responses in this screen.   
6. You may choose to Allow Multiple Responses or Publish Individual Responses by clicking the corresponding 
checkboxes. 
7. Click Submit.  
 

Creating and Viewing an Archive 
Creating an Archive 
1. Navigate to the Wimba Classroom area of Blackboard and click the Enter arrow for the classroom you wish to 
join.  
2. You can begin archiving your session at any point. To do so, click the Archive button at the top of the right 
hand menu. When prompted, click Ok to begin recording. 
3. To stop archiving your session, you will need to click the Archive button, again. Click Ok to confirm that you 
would like to stop archiving. 

Accessing an Archive 
1. Navigate to the Wimba Classroom area of Blackboard. You will be directed to a List of Rooms and Archives. 
Each archive is listed underneath the room is created in. So, if you have created three archives for a room, you 
will see all three listed directly underneath that room.  
2. Once you have found the archive you wish to access, click on the Enter arrow button or the link with the 
archive name and then the Enter Archive button.    
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3.  If you want your Archive to be accessed by others, be sure to click on the button under Access to grant 
permission.  The button will be green if the archive can be accessed by others.   
4. The archive will start playing once you enter the room.  You can Pause or Stop the archive at any time.   
5. Once you have finished viewing the archive, click on Exit or simply close the window. 
 

Adding Blackboard Content to the Room 
1. Navigate to the Wimba Classroom area of Blackboard and click on the link for the room you will post to (not 
the Enter button). 
2. Next you will need to click on the Add and Manage Content button.  
3. Click the link to Add Blackboard Content to this room. 
4. In the next window, Wimba Classroom will prompt you to select a file to Upload. Initially you will see the 
various sections displayed underneath the name of your course. Click on the Expand All icon to open up the 
sections to view the available files. Next, click on the link for the file you wish to upload.  
5. You will now need to identify where you would like your file to be displayed.  You can choose to display it 
within an existing folder or create a new folder.  
Note: It is possible to clear the contents of a folder before uploading a new file. To do this, click the box next to 
Delete folder content before uploading the content. 
6. Click Submit. 

Using Video in Wimba Classroom 
Note: To use video in Wimba Classroom, you will need a microphone and camera/webcam. Prior to using video 
in Wimba Classroom, it is helpful to use the Video Preview. (This automatically appears whenever you click the 
Start transmitting video button. It can also be enabled/disabled by clicking the Show/Hide preview video button.) 

1. Navigate to the Wimba Classroom area of Blackboard and click on the link for the room you will post to (not 
the Enter button).  
2. Once you are in the room, you will need to click the Camera button on the media bar (if the Video Window 
does not automatically appear). 
3. Click the closed eye icon to start transmitting video icon. A preview of your video will appear in the lower right-
hand corner of the window. To share video, press and hold the Ctrl key on your keyboard as you speak. To 
transmit audio, click and hold the Talk button as your speak. 
4. While broadcasting and speaking, the Talk button will change color from dark gray to orange. An orange box 
will light up within the Speaking and Video Privilege indicators to the right of your name in the participant list. 
5. When you have finished speaking, release the Ctrl key or Talk button. This will also stop your video broadcast 
(unless you are the Default Presenter). 

Voice in Wimba Classroom 
1. Click on the Talk icon or hold down the CTRL key on your keyboard to speak.  
2. If you are presenting and need to speak and use your mouse at the same time, it might be helpful to use the 
Lock Talk mode. Here you can speak hands free. To use this option – Click the Options menu, then select Lock 
Talk. The orange box that normally appears will remain highlighted for as long as you use this feature. To unlock 
the Talk feature, return to options and deselect Lock Talk.  The Lock Talk option is only available to presenters. 
Note: Presenters should only use Lock Talk if they have a headset. External speakers create echo effects, static 
and background noise. These distractions will be present during the Wimba Classroom session and archives. 
Telephone Feature: If you experience difficulties with Wimba Classroom audio (i.e. are unable to hear others, 
others are unable to hear you), you can utilize the Telephone Feature.  
1. Click on the Telephone icon. A box will appear providing a phone number and PIN. 
2. Dial the phone number and, when prompted, enter the pin provided.  
3. After following these steps, you will be connected to the online discussion. 



Blackboard™                            Wimba Classroom Instructor Quick Start Guide    

Center for Teaching & Learning Page 4 
 Updated 7/30/2009 

Presenting in Wimba Classroom 
Using PowerPoint in Wimba Classroom:  
1. Click the Import Power Point Icon (the farthest right icon next to the drop down menu in the upper right hand 
box). This will open up a new window that will allow you to browse for your file. Once you have chosen the file 
you would like to present, select whether you would like to display it in the eBoard, Content Frame or a new 
window. Once you have chosen the location, click the Import button.  
2. Once you have imported the PowerPoint file of your choice, the list of slides will automatically display 
underneath the drop down menu (which will include the name of your presentation).   
3. To display them for the class, simply click on the links for one of the slides. You can advance the slides by 
either choosing to use the orange arrows provided, or by clicking on the link for the next slide.  
 

Using a website in Wimba Classroom:  
1. Click the Web tab (located underneath Content).  
2. Enter the website you would like to display in the textbox provided.  
3. Choose to display the webpage in a new window or the content frame. Click the Show Web Page button.  
 

Using your desktop in Wimba Classroom:  
1. Click the Share tab. 
2. This will open up a new window that will allow users to choose whether they will share their desktop within the 
content frame or in a new window.  
3. Click the Begin Sharing button.  
4. Next, you will need to specify the area on your desktop that you would like to display to the class. You can 
choose to showcase a specific window you already have open (to use this option, you will need to drag the 
compass onto the screen you would like to display, an area of your screen that you can minimize or maximize at 
any time, or your entire desktop. 
5. To stop sharing your desktop, click the End Sharing button (available on the last screen that popped up). 
  

Application Sharing in Wimba Classroom 
1. Click the Share button (located in the Presenter's Console).  
2. Select whether you would like to share your desktop in the content frame or in a new window. Click the orange 
Begin Sharing button.  
3. You will be prompted by the AppShare Status window to select an area to share. You may share your 
Desktop, a selected area of your screen, or a specific application or window. Click Ok to begin sharing. 
4. To stop Application Sharing, return to the AppShare status window and click the End Sharing button.   
 

Note: When Application Sharing, we recommend using the Telephone Feature, instead of Lock Talk.  

Setup Wizard Error 
1. When running the Wimba Classroom Setup Wizard, you may get the an error 
that reads: “Wimba Classroom v5.2.4.1 (error 290) Fatal Audio Library Error” 
2. If this message is displayed, it indicates that one of two things: 

a. There is another audio application that is running on the machine 
b. There is no audio device installed on the computer   
c. WimbaMedia is unable to detect your sound card 

3. Solution 
a. Verify that audio is function properly and that your system can play audio  
b. After you've verified that audio does play properly, ensure that all other 

audio applications on the system are closed and exited.  These can be 
programs such as the iTunes, Windows Media, Audio/Video capture 
applications but are not limited to them.  Note also that there may be 
applications that utilize the sound card but are not actually opened so it's 
important that all applications are closed from the System Tray on 
Windows or the Dock on Macintosh.  

c. Try updating or reinstalling your sound card driver 
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