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Introduction:​ ​What​ ​is​ ​Virbela? 
 

 
Virbela​ ​is​ ​a​ ​virtual​ ​reality​ ​software​ ​designed​ ​to​ ​connect​ ​users​ ​who​ ​are 
geographically​ ​apart.​ ​Users​ ​meet​ ​in​ ​virtual​ ​office,​ ​school,​ ​or 
professional​ ​spaces​ ​to​ ​do​ ​collaborative​ ​work​ ​and/or​ ​teaching. 

 
Campuses 

 
Campuses​ ​are​ ​the​ ​virtual​ ​spaces​ ​where​ ​Virbela​ ​users​ ​meet.  
 
There​ ​are​ ​many​ ​different​ ​types​ ​of​ ​campuses​ ​to​ ​fit​ ​different​ ​client​ ​needs. 
Campuses​ ​have​ ​different​ ​rooms​ ​that​ ​users​ ​may​ ​travel​ ​between,​ ​and​ ​different 
rooms​ ​fit​ ​different​ ​needs.​ ​Some​ ​are​ ​large​ ​lecture​ ​halls​ ​suited​ ​for​ ​crowds​ ​of 
hundreds;​ ​others​ ​are​ ​office​ ​spaces​ ​designed​ ​for​ ​one-on-one​ ​meetings.  
 
Campuses​ ​are​ ​open​ ​24/7​ ​for​ ​users​ ​to​ ​drop​ ​into,​ ​allowing​ ​for​ ​both​ ​scheduled​ ​and 
ad​ ​hoc​ ​collaboration.  

 
Avatars 

 
Avatars​ ​are​ ​the​ ​virtual​ ​representation​ ​of​ ​Virbela​ ​users,​ ​and​ ​are​ ​used 
to​ ​interact​ ​with​ ​other​ ​users.  
 
Avatars​ ​are​ ​controlled​ ​by​ ​the​ ​user​ ​and​ ​give​ ​them​ ​the​ ​ability​ ​to​ ​“walk”​ ​around​ ​the 
virtual​ ​space.​ ​They​ ​are​ ​fully​ ​customizable​ ​with​ ​a​ ​diverse​ ​selection​ ​of​ ​facial 
features​ ​and​ ​clothing​ ​options.  
 
Avatars​ ​allow​ ​people​ ​to​ ​express​ ​themselves​ ​through​ ​emotes,​ ​and​ ​provide​ ​a​ ​more 
tangible​ ​sense​ ​of​ ​being​ ​together​ ​with​ ​peers.  
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Installation  
 

 

Minimum​ ​Hardware​ ​Requirements 
 

Operating​ ​Systems​ ​Supported 

● Windows​ ​7​ ​or​ ​newer 

● Mac​ ​OS​ ​X​ ​10.6​ ​or​ ​newer 

Hardware​ ​Requirements​ ​&​ ​Recommendations 

Graphics 
Card  

DX9​ ​with​ ​shader​ ​model​ ​2.0​ ​capabilities; 
Intel​ ​HD3000​ ​or​ ​better​ ​(Dedicated​ ​video​ ​card​ ​highly​ ​recommended) 

CPU 2.0Ghz​ ​Dual​ ​Core​ ​CPU​ ​or​ ​higher; 
Intel​ ​Core​ ​2​ ​or​ ​AMD​ ​Phenom​ ​recommended 

Storage 500MB​ ​Available​ ​Storage 

RAM 2GB​ ​RAM​ ​(4GB​ ​recommended) 

 
A​ ​demo​ ​campus​ ​is​ ​available​ ​for​ ​​download​​ ​on​ ​our​ ​website.  
 
Note:​​ ​​For​ ​users​ ​in​ ​campus​ ​servers​ ​administered​ ​by​ ​a​ ​larger​ ​company,​ ​inquire 
with​ ​your​ ​company​ ​or​ ​organization​ ​about​ ​the​ ​download​ ​link.  
 

Installing​ ​on​ ​Windows 
 
Click​ ​the​ ​download​ ​link. 
Once​ ​the​ ​download​ ​is​ ​finished,​ ​double-click​ ​to​ ​open​ ​the​ ​.exe​ ​file.  
 
Depending​ ​on​ ​your​ ​security​ ​settings,​ ​your​ ​computer​ ​may​ ​generate​ ​a​ ​popup​ ​that 
says​ ​the​ ​app​ ​was​ ​blocked​ ​from​ ​opening.​ ​Click​ ​“run​ ​anyway”.  
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You​ ​may​ ​get​ ​another​ ​warning​ ​“Do​ ​you​ ​want​ ​to​ ​allow​ ​this​ ​app…​ ​to​ ​make​ ​changes 
to​ ​your​ ​PC?”  
Click​ ​"Yes" 
 
A​ ​setup​ ​wizard​ ​should​ ​appear.  
 

 
 
Click​ ​Next,​ ​Install​ ​and​ ​Finish​ ​with​ ​the​ ​default​ ​settings.  
Create​ ​a​ ​desktop​ ​shortcut​ ​if​ ​desired. 
 
The​ ​installation​ ​is​ ​finished.​ ​You​ ​can​ ​now​ ​launch​ ​Virbela​ ​-​ ​when​ ​clicking​ ​“Finish”​ ​in 
the​ ​installation​ ​process​ ​or​ ​from​ ​the​ ​Windows​ ​Start​ ​menu. 
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Installing​ ​on​ ​Mac​ ​OSX 
 
Click​ ​the​ ​download​ ​link. 
Once​ ​the​ ​download​ ​is​ ​finished,​ ​open​ ​the​ ​dmg​ ​file.  
 
Drag​ ​the​ ​Virbela​ ​icon​ ​into​ ​the​ ​apps​ ​folder.  
 

 
 
Open​ ​the​ ​Applications​ ​folder​ ​in​ ​Finder  
 
Right​ ​click​ ​on​ ​Virbela​ ​and​ ​choose​ ​"Open" 
 

Note:​​ ​You​ ​only​ ​need​ ​to​ ​do​ ​this​ ​once,​ ​the​ ​first​ ​time​ ​you​ ​open​ ​Virbela 
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You​ ​may​ ​get​ ​a​ ​warning​ ​like​ ​this,​ ​click​ ​“Open” 
 

 
 
The​ ​installation​ ​is​ ​finished.​ ​You​ ​can​ ​now​ ​launch​ ​Virbela​ ​from​ ​the​ ​Applications 
folder​ ​in​ ​Finder,​ ​or​ ​from​ ​a​ ​shortcut​ ​on​ ​the​ ​dock​ ​or​ ​desktop.  

 
 
Configuration  

  
On​ ​both​ ​operating​ ​systems,​ ​a​ ​dialogue​ ​box​ ​will​ ​open​ ​before​ ​the​ ​login​ ​screen.  
Here​ ​you​ ​can​ ​configure​ ​Virbela’s​ ​graphics​ ​quality,​ ​resolution,​ ​and​ ​controls. 
 
Note:​​ ​​For​ ​optimum​ ​performance​ ​or​ ​use​ ​on​ ​older​ ​computers,​ ​lower​ ​graphics 
quality​ ​is​ ​recommended. 

 

Graphics Input 
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Accounts 
 

 

Creating​ ​an​ ​Account  
 
After​ ​opening​ ​the​ ​Virbela​ ​app​ ​and​ ​configuring​ ​your​ ​settings,​ ​a​ ​login​ ​screen​ ​will 
appear.  

 

 
 
Click​ ​“Register”  
 

 
 
You​ ​will​ ​be​ ​brought​ ​to​ ​a​ ​signup​ ​window​ ​where​ ​you​ ​can​ ​make​ ​your​ ​account.  
 
There​ ​is​ ​no​ ​email​ ​confirmation,​ ​and​ ​you​ ​will​ ​automatically​ ​be​ ​redirected​ ​to​ ​the 
login​ ​screen​ ​where​ ​you​ ​can​ ​login​ ​with​ ​your​ ​new​ ​account.  
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Types​ ​of​ ​Users  
 
There​ ​are​ ​three​ ​types​ ​of​ ​accounts:​ ​administrators,​ ​moderators,​ ​and​ ​members. 
Depending​ ​on​ ​the​ ​type​ ​of​ ​campus​ ​and​ ​organization​ ​the​ ​account​ ​is​ ​tied​ ​to,​ ​users 
will​ ​have​ ​different​ ​levels​ ​of​ ​access​ ​and​ ​permissions. 
 
To​ ​change​ ​your​ ​account’s​ ​permission​ ​level,​ ​contact​ ​your​ ​campus’​ ​administrators, 
or​ ​Virbela​ ​Support.  

 

  Administrators Moderators Members 

In​ ​World All​ ​permissions​ ​of​ ​end 
users,​ ​and 

● Broadcasts 
● Change 

presentation 
boards 

● Take​ ​polls 
● Screenshare 

All​ ​permissions​ ​of​ ​end 
users,​ ​and 

● Broadcasts 
● Change 

presentation 
boards 

● Take​ ​polls 
● Screenshare 

 
● Voice​ ​chat 
● Text​ ​chat  
● Teleport  
● Stickies 
● View 

presentation 
boards 

 
Dashboard 

All​ ​permissions​ ​of 
mods/end​ ​users,​ ​and 

● Full​ ​access​ ​to 
administrator 
dashboard 

● View​ ​and 
change​ ​other 
accounts 

 
● Change 

username 
● Change 

password 
● Edit​ ​profile 

 
● Change 

username 
● Change 

password 
● Edit​ ​profile 

 
 
Passwords​ ​and​ ​Account​ ​Settings 

 
For​ ​all​ ​types​ ​of​ ​users,​ ​the​ ​account​ ​password,​ ​avatar​ ​username,​ ​and​ ​user​ ​profile 
can​ ​be​ ​changed​ ​in​ ​the​ ​Virbela​ ​Dashboard.  
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Avatar​ ​Customization  
 
After​ ​you​ ​create​ ​your​ ​account​ ​and​ ​login​ ​for​ ​the​ ​first​ ​time,​ ​an​ ​avatar​ ​customization​ ​menu 
will​ ​appear.​ ​You​ ​can​ ​change​ ​your​ ​avatar’s​ ​appearance​ ​at​ ​any​ ​time​ ​from​ ​the​ ​GO​ ​TO 
menu,​ ​under​ ​your​ ​account​ ​name.  
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User​ ​Interface 
 

 

Overview 

 
 
Chat​ ​Bar​……………………………………………………​​ ​Bottom​ ​Left​ ​Corner 
 

Used​ ​for​ ​communications.​ ​Here​ ​you​ ​can​ ​toggle​ ​your​ ​microphone​ ​on​ ​and​ ​off.​ ​It 
also​ ​serves​ ​as​ ​the​ ​text​ ​chat​ ​log.​ ​You​ ​can​ ​type​ ​messages​ ​as​ ​well​ ​as​ ​see 
previously​ ​sent​ ​messages​ ​in​ ​the​ ​room’s​ ​chat​ ​log.  
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Minimap​…………………………………………………………​ ​Bottom​ ​Right​ ​Corner 
 

 

 
 
 
 
Indicates​ ​where​ ​you​ ​and​ ​other​ ​users 
are​ ​in​ ​the​ ​campus.​ ​Arrow​ ​color 
matches​ ​the​ ​name​ ​above​ ​your​ ​head. 
Use​ ​the​ ​zoom​ ​icons​ ​to​ ​zoom​ ​in​ ​or​ ​out 
of​ ​the​ ​area​ ​around​ ​your​ ​avatar.  

 
 
GO​ ​TO​ ​Menu​……………………………………………………………Top​ ​Left​ ​Corner 
 

 

Used​ ​to​ ​teleport​ ​between​ ​rooms,​ ​as 
well​ ​avatar​ ​emotes​ ​and​ ​statues.​ ​From 
here​ ​you​ ​can​ ​open​ ​the​ ​avatar 
customization​ ​menu​ ​and​ ​the​ ​user 
profile.  

 
GO​ ​TO​ ​Tab  User​ ​Name​ ​Tab 

Used​ ​to​ ​travel​ ​between​ ​rooms.​ ​Click​ ​the 
GO​ ​TO​ ​tab,​ ​and​ ​select​ ​the​ ​room​ ​you​ ​want 
to​ ​teleport​ ​to​ ​from​ ​the​ ​dropdown​ ​menu.  

Avatar​ ​customization​ ​menu,​ ​user​ ​profile, 
emotes,​ ​sticky​ ​notes,  
(for​ ​administrators)​ ​various​ ​administrative 
actions 
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Settings​………………………………………………………………...​ ​Top​ ​Right​ ​Corner 
 

 

 
From​ ​the​ ​settings​ ​dropdown​ ​you​ ​can 
access​ ​various​ ​settings​ ​menus.​ ​From 
here​ ​you​ ​can​ ​quit​ ​the​ ​Virbela​ ​application, 
or​ ​logout​ ​and​ ​change​ ​accounts.  
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Mic​ ​Settings 

 

 
Adjust​ ​the​ ​microphone​ ​sensitivity​ ​when 
voice​ ​chat​ ​is​ ​open.  
Higher​ ​sensitivity​ ​lets​ ​in​ ​more​ ​noise.  
Lower​ ​sensitivity​ ​lets​ ​in​ ​less​ ​noise.  
 
 
Low​ ​sensitivity​ ​is​ ​recommended​ ​for 
loud​ ​areas​ ​with​ ​lots​ ​of​ ​background 
noise.​ ​High​ ​sensitivity​ ​allows​ ​you​ ​to 
speak​ ​more​ ​quietly. 

 
Preferences 

 

 
 
Adjust​ ​the​ ​volumes​ ​of​ ​the​ ​environmental 
sounds​ ​(water,​ ​birds,​ ​etc.)​ ​and​ ​sound 
effects.  
 
Toggle​ ​on​ ​and​ ​off​ ​the​ ​minimap. 
 
Toggle​ ​username​ ​above​ ​avatar’s​ ​head.  
 
Toggle​ ​notifications. 
 
Set​ ​target​ ​frame-rate.​ ​The​ ​default​ ​should 
be​ ​sufficient​ ​for​ ​most​ ​setups,​ ​but​ ​the 
optimum​ ​depends​ ​on​ ​the​ ​computer​ ​and 
monitor​ ​the​ ​software​ ​is​ ​being​ ​used​ ​with.  

13​ ​​ ​​ ​​Virbela​ ​User​ ​Guide 



Find​ ​Users 
 

Search​ ​for​ ​other​ ​users​ ​by​ ​username.​ ​The​ ​room​ ​they​ ​are​ ​in​ ​will​ ​be​ ​displayed​ ​next 
to​ ​their​ ​name.  

 

 

 
 
 

Help 
 
Opens​ ​the​ ​Virbela​ ​Support​ ​page​ ​in​ ​the​ ​computer’s​ ​default​ ​web​ ​browser.  
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Controlling​ ​the​ ​Avatar 
 

  

Keyboard 
 
When​ ​you​ ​hover​ ​your​ ​mouse​ ​over​ ​a​ ​place​ ​your​ ​avatar​ ​can​ ​walk​ ​to,​ ​an​ ​icon​ ​of​ ​a 
person​ ​will​ ​appear.  

 

 
 

Left-click​ ​on​ ​the​ ​area​ ​and​ ​your​ ​avatar​ ​will​ ​walk​ ​to​ ​the​ ​icon.​ ​If​ ​you​ ​click 
somewhere​ ​else​ ​on​ ​the​ ​ground​ ​mid-walk,​ ​your​ ​avatar​ ​will​ ​change​ ​paths​ ​and​ ​walk 
to​ ​the​ ​new​ ​point.  
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Mouse 
 
You​ ​can​ ​also​ ​use​ ​the​ ​arrow​ ​keys​ ​​or​ ​​WASD​ ​to​ ​move​ ​your​ ​avatar.​​ ​​The​ ​WASD​ ​keys 
are​ ​located​ ​on​ ​the​ ​left​ ​side​ ​of​ ​the​ ​keyboard,​ ​next​ ​to​ ​the​ ​Caps​ ​Lock​ ​key.  

 

Up/W​ ​​ ​​ ​​ ​​ ​​ ​​ ​……………………………………………………………………... Forward 

Down/S​ ​​ ​​ ​……………………………………………………………………... Backward 

Right/D​ ​​ ​​ ​……………………………………………………………………... Turn​ ​right 

Left/A​ ​​ ​​ ​​ ​​ ​..…………………………………………………………………….. Turn​ ​left 
 
Looking​ ​Around 

 
By​ ​default,​ ​the​ ​camera​ ​is​ ​locked​ ​behind​ ​the​ ​avatar​ ​and​ ​follows​ ​their​ ​movement. 
By​ ​unlocking​ ​the​ ​camera,​ ​you​ ​can​ ​use​ ​the​ ​mouse​ ​to​ ​look​ ​around.​ ​Your​ ​avatar’s 
head​ ​will​ ​tilt​ ​in​ ​the​ ​direction​ ​you​ ​are​ ​looking.​ ​A​ ​white​ ​icon​ ​will​ ​appear​ ​in​ ​the 
bottom​ ​of​ ​the​ ​screen​ ​to​ ​indicate​ ​the​ ​camera​ ​is​ ​unlocked.  
 

Spacebar​ ​…………………………………………………………….​ ​​ ​Toggle​ ​Camera​ ​Lock 
 
Tip:​​ ​​If​ ​you​ ​want​ ​to​ ​show​ ​someone​ ​you​ ​are​ ​engaged​ ​and​ ​listening,​ ​try​ ​unlocking 
the​ ​camera​ ​and​ ​looking​ ​at​ ​them​ ​so​ ​your​ ​avatar’s​ ​head​ ​is​ ​facing​ ​their​ ​direction.  
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Communication 
 

 

Voice​ ​Chat 
 

Voice​ ​chat​ ​is​ ​the​ ​primary​ ​way​ ​Virbela​ ​users​ ​communicate.​ ​You​ ​can​ ​voice​ ​chat 
with​ ​anyone​ ​in​ ​the​ ​same​ ​room​ ​as​ ​you.  
 
It​ ​is​ ​highly​ ​recommended​ ​to​ ​use​ ​voice​ ​chat​ ​with​ ​a​ ​pair​ ​of​ ​headphones​ ​with​ ​a​ ​built 
in​ ​microphone.​ ​This​ ​reduces​ ​ambient​ ​noise​ ​and​ ​echoing​ ​caused​ ​by​ ​using​ ​the 
computer’s​ ​built-in​ ​microphone.  
 
Tip:​ ​​A​ ​headset​ ​with​ ​USB​ ​connection​ ​is​ ​preferable​ ​to​ ​one​ ​with​ ​an​ ​auxiliary 
connection.  
 

 
 

 

 
To​ ​use​ ​voice​ ​chat,​ ​click​ ​the 
Microphone​ ​button​ ​in​ ​the​ ​bottom​ ​left 
corner. 
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When​ ​the​ ​microphone​ ​icon​ ​turns 
green​ ​and​ ​says​ ​"On​ ​Air"​ ​your​ ​voice 
will​ ​be​ ​transmitted​ ​to​ ​others.​ ​You​ ​can 
speak​ ​freely.  

 

 

 
 
Your​ ​voice​ ​is​ ​transmitting​ ​when​ ​the 
chat​ ​bubble​ ​appears​ ​over​ ​your 
avatar's​ ​head. 

 

1​ ​​ ​​ ​​ ​​ ​​ ​…………………………………………………………………………. Push​ ​to​ ​Talk 
 

 

Text​ ​Chat 
 

To​ ​use​ ​text​ ​chat,​ ​press​ ​Enter.​ ​Alternatively,​ ​click​ ​on​ ​the​ ​chat​ ​bar​ ​portion​ ​of​ ​the 
communication​ ​toolbar.​ ​A​ ​typing​ ​cursor​ ​will​ ​appear​ ​in​ ​the​ ​chat​ ​bar.  
 

 
 
Enter​ ​your​ ​message.  
 

 
 
Press​ ​Enter​ ​again​ ​to​ ​send​ ​it​ ​to​ ​the​ ​chat​ ​log.  
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Chat​ ​messages​ ​will​ ​only​ ​be​ ​viewable​ ​by​ ​users​ ​in​ ​the​ ​same​ ​room​ ​as​ ​the​ ​sender.​ ​A 
user​ ​in​ ​the​ ​Campus​ ​won’t​ ​see​ ​a​ ​text​ ​chat​ ​from​ ​a​ ​user​ ​in​ ​the​ ​Lecture​ ​Hall.  
 
 

Sticky​ ​Notes 
 
Users​ ​may​ ​use​ ​sticky​ ​notes​ ​to​ ​share​ ​ideas​ ​with​ ​other​ ​users,​ ​and​ ​aid​ ​in 
brainstorming​ ​or​ ​organization​ ​activities.  
 

 

 
 
 
Each​ ​user​ ​can​ ​place​ ​one​ ​sticky​ ​note​ ​in​ ​the 
room​ ​they​ ​are​ ​in.  
 
To​ ​place​ ​a​ ​sticky​ ​note,​ ​go​ ​to​ ​the​ ​“GO​ ​TO” 
menu,​ ​under​ ​the​ ​username.​ ​Select​ ​“sticky 
note”​ ​from​ ​the​ ​bottom​ ​of​ ​the​ ​dropdown. 

 

 

A​ ​new​ ​sticky​ ​will​ ​appear​ ​and​ ​follow 
your​ ​mouse.​ ​To​ ​place​ ​it,​ ​click​ ​again. 
 
If​ ​the​ ​sticky​ ​is​ ​against​ ​a​ ​wall​ ​or​ ​the 
floor,​ ​it​ ​will​ ​stick​ ​to​ ​each​ ​respectively. 
 
If​ ​there​ ​is​ ​nothing​ ​near​ ​the​ ​sticky​ ​when 
it​ ​is​ ​placed,​ ​it​ ​will​ ​float​ ​in​ ​midair.  
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To​ ​edit​ ​the​ ​sticky​ ​note,​ ​click​ ​on​ ​it​ ​so​ ​a​ ​typing​ ​cursor​ ​appears.​ ​Type​ ​your 
message.  
 

 
 
You​ ​can​ ​choose​ ​the​ ​color​ ​of​ ​the​ ​sticky​ ​by​ ​clicking​ ​the​ ​colors​ ​on​ ​the​ ​side.  
 
 

To​ ​move​ ​the​ ​sticky​ ​from​ ​where​ ​you 
initially​ ​placed​ ​it,​ ​click​ ​the​ ​hand​ ​in​ ​the 
top​ ​right​ ​corner.​ ​Click​ ​again​ ​to​ ​place.  

To​ ​delete​ ​the​ ​sticky,​ ​click​ ​the​ ​red​ ​X​ ​in 
the​ ​top​ ​right​ ​corner.  

  

 
If​ ​you​ ​place​ ​a​ ​new​ ​sticky​ ​while​ ​one​ ​is​ ​already​ ​out,​ ​it​ ​will​ ​delete​ ​the​ ​original​ ​sticky 
to​ ​create​ ​the​ ​new​ ​one.  
 
Any​ ​user​ ​can​ ​edit​ ​any​ ​other​ ​user’s​ ​stickies.  
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Presentation​ ​Boards 

 
 

Basics 
  
To​ ​use​ ​a​ ​presentation​ ​board,​ ​simply​ ​walk​ ​up​ ​to​ ​it​ ​and​ ​click​ ​on​ ​it.  
 
The​ ​back​ ​of​ ​the​ ​board​ ​will​ ​glow​ ​to​ ​show​ ​that​ ​it​ ​is​ ​active,​ ​and​ ​a​ ​URL​ ​bar​ ​will 
appear​ ​in​ ​the​ ​bottom​ ​right​ ​corner​ ​of​ ​the​ ​screen.  
 

 
 
Toolbar 

 
 
To​ ​display​ ​a​ ​webpage,​ ​type​ ​or​ ​paste​ ​the​ ​URL​ ​into​ ​the​ ​URL​ ​bar​ ​on​ ​the 
presentation​ ​board​ ​toolbar.  
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The​ ​toolbar​ ​can​ ​also​ ​be​ ​switched​ ​to​ ​the​ ​Presenter​ ​Tool​ ​mode. 
 

 
 
This​ ​allows​ ​the​ ​user​ ​to​ ​see​ ​what’s​ ​on​ ​the​ ​board​ ​while​ ​facing​ ​the​ ​audience.  
 
Moving​ ​the​ ​mouse​ ​cursor​ ​over​ ​the​ ​presenter​ ​tool​ ​screen​ ​will​ ​move​ ​the​ ​cursor​ ​on 
the​ ​actual​ ​board​ ​as​ ​well.  
 

22​ ​​ ​​ ​​Virbela​ ​User​ ​Guide 



 
 
2​ ​​​ ​​ ​..………………..……………………………………………………​ ​Toggle​ ​Laser​ ​Pointer 
 

 
 
Ownership 
 

To​ ​prevent​ ​other​ ​users​ ​from​ ​accidentally​ ​changing​ ​the​ ​board​ ​URL,​ ​you​ ​can​ ​take 
“ownership”​ ​of​ ​a​ ​board.  
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If​ ​a​ ​board​ ​has​ ​ownership​ ​on​ ​it,​ ​only​ ​the​ ​owner​ ​may​ ​change​ ​the​ ​URL.  
 
Anyone​ ​can​ ​take​ ​or​ ​remove​ ​ownership​ ​at​ ​any​ ​time.  
  

Facilitators  
 

 

Overview 
 

Virbela​ ​offers​ ​many​ ​tool​ ​to​ ​organize​ ​and/or​ ​run​ ​workshops,​ ​presentations, 
meetings,​ ​and​ ​training​ ​sessions,​ ​including  
 

● Screen​ ​sharing 
● Team​ ​building​ ​games​ ​and​ ​team​ ​exercises  
● Lecture​ ​halls​ ​with​ ​tools​ ​for​ ​hosting​ ​large​ ​audiences  
● Broadcast​ ​messages 
● Taking​ ​polls 
● Areas​ ​with​ ​private​ ​audio​ ​channels​ ​for​ ​breakout​ ​groups/discussions  

 
Screensharing  
 
Setting​ ​Up​ ​Screen​ ​Sharing 
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Screen​ ​sharing​ ​in​ ​Virbela​ ​currently​ ​uses​ ​an​ ​external​ ​software.​ ​In​ ​order​ ​to​ ​use​ ​the 
screen​ ​sharing​ ​feature,​ ​a​ ​small​ ​download​ ​and​ ​setup​ ​is​ ​required.  
 
First,​ ​find​ ​the​ ​presentation​ ​board​ ​you​ ​would​ ​like​ ​to​ ​display​ ​your​ ​screen​ ​on.​ ​Click 
on​ ​the​ ​board​ ​to​ ​activate​ ​it.​ ​In​ ​the​ ​bottom​ ​right​ ​corner,​ ​find​ ​the​ ​URL​ ​bar.  
 
The​ ​second​ ​icon​ ​from​ ​the​ ​right​ ​that​ ​looks​ ​like​ ​a​ ​screen​ ​is​ ​the​ ​screen​ ​sharing​ ​tool.  

 

 
 
Click​ ​on​ ​the​ ​icon.​ ​If​ ​it​ ​is​ ​your​ ​first​ ​time​ ​using​ ​the​ ​screen​ ​sharing​ ​tool,​ ​Virbela​ ​will 
ask​ ​you​ ​permission​ ​to​ ​download​ ​the​ ​software.  
 

 
 
Click​ ​"OK".  
 
A​ ​loading​ ​bar​ ​will​ ​appear​ ​at​ ​the​ ​top​ ​of​ ​the​ ​Virbela​ ​app.  
 
After​ ​the​ ​download​ ​is​ ​complete,​ ​a​ ​new​ ​application​ ​(separate​ ​from​ ​Virbela)​ ​called 
“Virbela​ ​Screen​ ​Share”​ ​will​ ​open.  

 

 

 
Depending​ ​on​ ​your​ ​security​ ​settings, 
your​ ​computer​ ​may​ ​ask​ ​you​ ​for 
permission​ ​to​ ​run​ ​the​ ​downloaded 
software,​ ​or​ ​tell​ ​you​ ​some​ ​features​ ​are 
blocked. 
 
Allow​ ​it​ ​access​ ​or​ ​give​ ​it​ ​permission​ ​to 
run. 
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The​ ​new​ ​application​ ​will​ ​open.  
 

 
 
The​ ​icon​ ​for​ ​the​ ​application​ ​should​ ​be​ ​open​ ​in​ ​your​ ​computer’s​ ​dock/taskbar. 
 

 
 
You​ ​can​ ​now​ ​switch​ ​back​ ​into​ ​the​ ​Virbela​ ​application.  

 
​Virbela's​ ​screen​ ​sharing​ ​tool​ ​should​ ​have​ ​automatically​ ​pasted​ ​a​ ​new​ ​URL​ ​into 
the​ ​presentation​ ​board,​ ​which​ ​will​ ​display​ ​your​ ​screen! 
 
Virbela​ ​will​ ​give​ ​you​ ​a​ ​popup​ ​that​ ​tells​ ​you​ ​you​ ​are​ ​screen​ ​sharing.  
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You​ ​can​ ​now​ ​switch​ ​between​ ​apps​ ​and​ ​pull​ ​up​ ​anything​ ​you​ ​would​ ​like​ ​to​ ​display 
on​ ​the​ ​presentation​ ​board.​ ​The​ ​screen​ ​sharing​ ​app​ ​will​ ​run​ ​in​ ​the​ ​background. 
 
 

Ending​ ​Screen​ ​Share 
 
Switch​ ​back​ ​to​ ​the​ ​screen​ ​share​ ​application.  

 
The​ ​Virbela​ ​Screen​ ​Share​ ​window​ ​should​ ​come​ ​back​ ​up.  
Click​ ​the​ ​stop​ ​icon​ ​to​ ​end​ ​your​ ​screen​ ​sharing.  
 

 
 
It​ ​will​ ​ask​ ​you​ ​if​ ​you​ ​want​ ​to​ ​end​ ​the​ ​screenshare,​ ​click​ ​"OK".  
 

 
 
You​ ​can​ ​now​ ​quit​ ​the​ ​Virbela​ ​Screen​ ​Share​ ​app.  
​ 
The​ ​board​ ​will​ ​still​ ​have​ ​the​ ​screen​ ​sharing​ ​URL​ ​pasted​ ​in​ ​it,​ ​and​ ​if​ ​you've​ ​ended 
your​ ​stream​ ​it​ ​will​ ​look​ ​like​ ​this.  
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You​ ​can​ ​now​ ​change​ ​the​ ​URL​ ​on​ ​the​ ​board​ ​to​ ​anything​ ​else​ ​you​ ​need. 
 

 
 
Using​ ​Screen​ ​Sharing​ ​After​ ​Install  

 
Once​ ​you​ ​install​ ​the​ ​Virbela​ ​Screen​ ​Share​ ​software,​ ​all​ ​you​ ​need​ ​to​ ​do​ ​to​ ​screen 
share​ ​on​ ​a​ ​board​ ​is​ ​click​ ​the​ ​icon.​ ​The​ ​app​ ​will​ ​automatically​ ​set​ ​up​ ​the​ ​URL​ ​for 
you.  
 
 

Team​ ​Building​ ​Games 
 
Virbela​ ​offers​ ​several​ ​team​ ​building​ ​game​ ​such​ ​as​ ​The​ ​Invisible​ ​Path​ ​that​ ​are 
designed​ ​to​ ​challenge​ ​teams​ ​in​ ​a​ ​controlled​ ​environment.​ ​These​ ​games​ ​create 
opportunity​ ​to​ ​reflect​ ​on​ ​team​ ​dynamics​ ​and​ ​performance.  

 
Lecture​ ​Hall​ ​Controls:​ ​Tools​ ​for​ ​Large​ ​Audiences  
 

The​ ​lecture​ ​hall​ ​has​ ​additional​ ​controls​ ​alongside​ ​the​ ​tools​ ​offered​ ​on​ ​regular 
presentation​ ​boards.​ ​When​ ​a​ ​user​ ​walks​ ​onto​ ​the​ ​lecture​ ​stage​ ​they​ ​will 
automatically​ ​toggle​ ​the​ ​presenter​ ​tool.  
 
To​ ​access​ ​the​ ​extra​ ​features,​ ​hover​ ​the​ ​mouse​ ​in​ ​the​ ​top​ ​middle​ ​portion​ ​of​ ​the 
screen,​ ​in​ ​between​ ​the​ ​GO​ ​TO​ ​and​ ​Settings​ ​menus.  
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Mute​ ​Audience 
Close​ ​all​ ​audience​ ​members’​ ​microphones.​ ​Note:​ ​They​ ​may​ ​turn 
them​ ​back​ ​on​ ​themselves.  

 

Stage​ ​Chairs 
Toggle​ ​the​ ​chairs​ ​on​ ​the​ ​stage​ ​for​ ​guest​ ​speakers. 

 

Spatialized​ ​Voice 
Toggle​ ​if​ ​voice​ ​is​ ​affected​ ​by​ ​distance.  
 
When​ ​spatialized​ ​voice​ ​is​ ​​off​,​ ​all​ ​voices​ ​in​ ​the​ ​room​ ​will​ ​be​ ​at​ ​the 
same​ ​volume:​ ​this​ ​is​ ​recommended​ ​for​ ​when​ ​the​ ​speaker​ ​is​ ​talking 
so​ ​their​ ​voice​ ​carries​ ​all​ ​the​ ​way​ ​through​ ​the​ ​room.  
 
When​ ​spatialized​ ​voice​ ​is​ ​​on​,​ ​users​ ​farther​ ​away​ ​will​ ​be​ ​quieter: 
this​ ​is​ ​recommended​ ​for​ ​group​ ​discussions​ ​and​ ​before/after​ ​the 
lecture.  
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House​ ​Lights 
Toggle​ ​the​ ​lights​ ​in​ ​the​ ​lecture​ ​hall. 

 

Private​ ​Cones 
Toggle​ ​the​ ​blue​ ​private​ ​audio​ ​cones​ ​in​ ​the​ ​back​ ​of​ ​the​ ​room.​ ​These 
cones​ ​allow​ ​small​ ​groups​ ​to​ ​have​ ​a​ ​private​ ​audio​ ​channel​ ​separate 
from​ ​the​ ​rest​ ​of​ ​the​ ​room,​ ​allowing​ ​for​ ​breakout​ ​discussion​ ​groups.  
 

 
 
Broadcast​ ​Messages  

 
Broadcasts​ ​are​ ​useful​ ​for​ ​announcing​ ​important​ ​information,​ ​such​ ​as​ ​the​ ​start​ ​of 
a​ ​lecture​ ​or​ ​meeting.  
 
Regular​ ​text​ ​chat​ ​messages​ ​are​ ​only​ ​viewable​ ​by​ ​users​ ​in​ ​the​ ​same​ ​room​ ​as​ ​the 
sender.​ ​Broadcast​ ​messages​ ​are​ ​sent​ ​across​ ​all​ ​rooms​ ​in​ ​the​ ​campus. 
Additionally,​ ​instead​ ​of​ ​being​ ​in​ ​the​ ​chat​ ​log,​ ​broadcasts​ ​are​ ​displayed​ ​across​ ​the 
center​ ​of​ ​the​ ​screen. 
 
 
 
To​ ​make​ ​a​ ​broadcast​ ​message,​ ​click​ ​the​ ​“GO​ ​TO”​ ​menu,​ ​and​ ​go​ ​to​ ​the​ ​tab​ ​with 
your​ ​name.​ ​The​ ​broadcast​ ​message​ ​option​ ​is​ ​near​ ​the​ ​bottom​ ​of​ ​the​ ​drop​ ​down 
list.  
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Clicking​ ​the​ ​broadcast​ ​option​ ​will​ ​enter​ ​“/broadcast”​ ​into​ ​the​ ​chat​ ​bar.  
 

 
 
Type​ ​your​ ​message​ ​after​ ​“/broadcast”​ ​and​ ​press​ ​Enter.  
 
Alternatively,​ ​you​ ​can​ ​type​ ​“/broadcast”​ ​directly​ ​into​ ​the​ ​chat​ ​bar​ ​before​ ​typing 
your​ ​message.  
 
Note:​ ​​Leave​ ​a​ ​space​ ​between​ ​“/broadcast”​ ​and​ ​the​ ​beginning​ ​of​ ​your​ ​message.  
 
 

 
Taking​ ​a​ ​Poll  
 

If​ ​you​ ​want​ ​to​ ​ask​ ​you​ ​audience​ ​for​ ​an​ ​opinion,​ ​you​ ​can​ ​use​ ​the​ ​Poll​ ​Everywhere 
tool​ ​to​ ​get​ ​a​ ​quick​ ​response​ ​and​ ​present​ ​your​ ​results​ ​in​ ​Virbela.  
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Open​ ​your​ ​web​ ​browser​ ​(Chrome, 
Firefox,​ ​Explorer,​ ​etc.)  
 
Create​ ​your​ ​poll​ ​with​ ​​Poll​ ​Everywhere 
 
Making​ ​an​ ​account​ ​is​ ​not​ ​necessary, 
but​ ​will​ ​allow​ ​you​ ​to​ ​save​ ​your​ ​poll 
data​ ​to​ ​look​ ​back​ ​on​ ​in​ ​the​ ​future. 

 

 

 
Activate​ ​your​ ​poll​ ​and​ ​find​ ​the 
shareable​ ​link. 
 
Copy​ ​the​ ​link​ ​by​ ​highlighting​ ​it​ ​and 
pressing​ ​​ctrl​ ​+​ ​C​ ​[Windows]​ ​​or​​ ​cmd​ ​+ 
C​ ​[Mac] 

 
In​ ​Virbela,​ ​open​ ​the​ ​GO​ ​TO​ ​menu​ ​in​ ​the​ ​top​ ​right​ ​corner,​ ​and​ ​open​ ​the​ ​dropdown 
under​ ​your​ ​username  
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Select​ ​"Broadcast​ ​Message" 
 
Paste​ ​the​ ​link​ ​into​ ​the​ ​chat​ ​bar​ ​with​ ​​ctrl​ ​+​ ​V​ ​[Windows]​ ​or​ ​cmd​ ​+​ ​V​ ​[Mac] 
 

 
 
Send​ ​the​ ​broadcast.  
 
A​ ​new​ ​window​ ​will​ ​pop​ ​up​ ​for​ ​all​ ​users​ ​in​ ​the​ ​campus​ ​displaying​ ​your​ ​poll 
question(s).  
 

 
 
To​ ​exit​ ​after​ ​you've​ ​responded,​ ​click​ ​outside​ ​of​ ​the​ ​window.  

 
 
Dashboard 

 
 
Changing​ ​User​ ​Name 
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Usernames​ ​can​ ​be​ ​changed​ ​from​ ​the​ ​“profile”​ ​section​ ​of​ ​the​ ​dashboard.  
 

 
 
To​ ​edit​ ​a​ ​field​ ​in​ ​the​ ​profile,​ ​click​ ​on​ ​it​ ​and​ ​enter​ ​your​ ​changes.​ ​Once​ ​you​ ​are 
done,​ ​click​ ​the​ ​“save”​ ​button​ ​to​ ​keep​ ​your​ ​changes.  
 
Note:​​ ​​Usernames​ ​cannot​ ​have​ ​spaces​ ​in​ ​them  

 

 
 
Changing​ ​Password  
 

Your​ ​Virbela​ ​password​ ​is​ ​used​ ​to​ ​login​ ​to​ ​the​ ​campus,​ ​as​ ​well​ ​as​ ​the​ ​Virbela 
Dashboard.  
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Your​ ​password​ ​can​ ​be​ ​changed​ ​in​ ​the​ ​“settings”​ ​section​ ​of​ ​the​ ​dashboard. 
 

 
 
To​ ​change​ ​your​ ​password,​ ​enter​ ​your​ ​new​ ​password​ ​in​ ​both​ ​fields​ ​and​ ​click 
“change​ ​password”.  

 

 
 
 
 
 
 
 
User​ ​Administration 
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Note:​ ​​Only​ ​administrator​ ​type​ ​users 
can​ ​view,​ ​access,​ ​or​ ​edit​ ​user 
information​ ​in​ ​the​ ​dashboard. 
 
In​ ​the​ ​dashboard,​ ​administrator​ ​type​ ​users 
may​ ​view​ ​data​ ​and​ ​statistics​ ​about​ ​other 
users​ ​in​ ​the​ ​campus​ ​they​ ​administer​ ​in​ ​the 
“Members”​ ​tab. 
 

 
 

User​ ​Information 
 

 
 
Administrators​ ​can​ ​view:  

● Emails 
● Usernames 
● Names​ ​(First,​ ​Last) 
● Title​ ​(Displayed​ ​above​ ​avatar’s​ ​head,​ ​under​ ​username)  
● Information​ ​about​ ​the​ ​users’​ ​computers​ ​(for​ ​troubleshooting​ ​purposes) 

○ Operating​ ​system 
○ Graphics​ ​card  
○ RAM 
○ Processor 

● Number​ ​of​ ​logins 
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● Date​ ​the​ ​account​ ​was​ ​created 
 
 
Editing​ ​User​ ​Information  

 
In​ ​the​ ​case​ ​that​ ​a​ ​user​ ​in​ ​the​ ​server​ ​needs​ ​their​ ​email,​ ​username,​ ​etc.​ ​changed, 
an​ ​administrator​ ​can​ ​edit​ ​their​ ​account​ ​information​ ​to​ ​correct​ ​it.  
 
To​ ​edit​ ​a​ ​field,​ ​click​ ​on​ ​it. 
 

 
 
User​ ​information​ ​that​ ​may​ ​be​ ​edited: 
 

● Email 
● Username 
● Name​ ​(First,​ ​Last) 
● Title 

 
 

Changing​ ​User​ ​Permissions 
 
Administrators​ ​can​ ​also​ ​change​ ​the​ ​permission​ ​level​ ​of​ ​other​ ​user’s​ ​accounts.  
 
To​ ​change​ ​a​ ​user’s​ ​permissions,​ ​click​ ​the​ ​“view”​ ​button​ ​next​ ​to​ ​their​ ​title.  
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Select​ ​the​ ​new​ ​permission​ ​type​ ​from​ ​the​ ​dropdown.​ ​Account​ ​are​ ​set​ ​to​ ​“member” 
by​ ​default.  
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