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Pronto Guide
Wimba Pronto is an instant messaging and voice chat tool that allows students and instructors to meet live online at any time. Similar to MSN Messenger, it allows you to add friends and manage your contacts. There are some features unique to Pronto that serve your educational needs, it automatically populates your classmates for each of your Blackboard modules. This document provides a quick introduction. This guide is not intended to be read in sequence from cover to cover, like a novel. Instead each section can be regarded as a self-contained ‘unit’, to suit different pronto requirements.
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Registering with Pronto

You can register with Pronto by:
1. Clicking on the ‘Modules’ tab within Blackboard and then clicking on the Pronto image.


or

2. Access one of your Blackboard course modules, click on ‘Course Tools’ in the left hand menu of the course. Scroll down to the bottom of the page and click on Pronto, 
A registration page will appear, fill out the form and click Submit. A confirmation message will be sent to you via email, click on the link from within your email and login using your Pronto username and password.
Password Information

Note: It is important to remember the password you register with Pronto, as you will need to use this password when accessing Pronto in the future. Your Pronto password is NOT updated when you change your University password
[image: image4.jpg]Accessing Pronto
Pronto can be accessed on campus via the LJMU menu: 

Start/JMU Applications/Communication Tools/Wimba Pronto
Click on the Pronto link and the application will load, login to the application by inserting your username and password and click ‘Sign In’.

Downloading Pronto (to your home PC or laptop)

1. [image: image5.png]Login to the following website URL using your Pronto username and password: https://pronto.wimba.com
2. A download link will appear at the top of the page, click on this link

3. A dialogue box will appear, click Run and follow the on screen instructions 
Note: You will need to register with Pronto before you can download it to your PC/laptop. 
If you have forgotten your Pronto password, you can retrieve it by clicking on the ‘forgot your password’ link on the pre-login page.
Pronto Interface
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There are two main tabs within the Pronto interface, the ‘Classmates’ tab appears on the left and the ‘Contacts’ tab appears on the right.
The Classmates Tab
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The ‘classmates’ tab is pre-populated with all of your current Blackboard modules. Each of these modules will list classmates who have also registered with Pronto.
Note: There is no way of updating this within Pronto; modules are automatically added and removed based on your enrolments.

To view all users for a selected course, click on the arrow to the left of the module to expand it.

The Contacts Tab
The ‘contacts’ tab allows you to create your own personalised list or group of friends. This tab will be empty when you log in to Pronto for the first time.

Note: Unlike the ‘Classmates tab’, the groups and users in your Contacts tab do not automatically update. 
Sending an Instant Message
1. Select a user from either the ‘Contacts’ or ‘Classmates’ tab

2. Double click on the user’s name

3. A new window will appear, type a message into the chat box at the bottom of the window (next to the smiley face).

4. Press the ‘Enter’ key on your keyboard.

5. You have successfully sent a message to a friend or contact.

Note: To add an emoticon or smiley to your message click the smiley icon on the bottom right-hand side of the window, and select an appropriate graphic to insert.
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Voice Chat

Note: Check that you have speakers and a microphone plugged in before you begin.
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1. Double-click on a contacts name from either the ‘Contacts’ or ‘Classmates’ tab.
2. Click on the headset icon (found in the top left hand corner of the instant message window, see image right:); 
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Send Voice Chat Request
3. A small audio window will appear, and the status of the call will be announced at the top of the window

4. The other user will receive a ‘Voice Chat’ request. They must accept this request for Voice Chat to begin:
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Receive Voice Chat Request

5. Hold down ‘Talk’ whilst talking to broadcast your voice. Clicking on the ‘Lock’ icon will allow you to talk hands-free.
Note: The meter, located above the ‘Talk’ button, displays the strength of your internet connection.
6. When you have finished talking to a contact, close the window to end the call.
Using Group Chat

Pronto can be used to talk to several people at the same time like a chat room or conference call, this is called Group Chat.
New Group Chat 

1. Invite users by double clicking on their names from either the ‘Classmates’ or ‘Contacts’ tab.

Note: Hold down Ctrl on your Keyboard and click on the user’s names to select multiple contacts.

2. Once you have your users selected, click on the actions menu and select ‘Invite to Group Chat’, and then ‘New Group Chat’.
3. A new window will appear, provide a name for your ‘Chat Room’ in the ‘Group Chat’ field. This drop-down field also lists previous and current group chats. 
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Group Chat
4. You can add additional users by inserting their name(s) in the ‘Invite’ field. As you are type, names of matching individuals from the Contacts and Classmates tabs will appear. Select an appropriate individual, repeat this process if additional users are required. 

To remove an invitation or individual from your Group Chat, click on the cross icon found on the right hand side of the user’s name.
5. Clicking on the ‘Invite’ button at the bottom of the window will open the chat room in the instant messenger.
The invited contact(s) will receive an invitation message on their computers (Provided they are logged in). Once a user accepts the invitation, they will automatically join the ‘Group Chat’. Once a user has joined the room, they cannot be removed.
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Type in a message using the chat box at the bottom of the screen, or click on the ‘Head-Set’ icon to start talk to the group using a microphone.

7. To add additional users to the ‘Group Chat’, you can select them from within the ‘Classmates’ or ‘Contacts’ tab, or:

· Drag and drop a user from the contacts or classmates tab into the Group Chat

· Click on a user’s name and click on the ‘Actions’ menu. Select ‘Invite to Group Chat’, followed by the name of the Group Chat Room.

· Right-click (Windows) or Ctrl-click (Mac) on a user’s name, select ‘Invite to Group Chat’, followed by the name of the appropriate Group Chat Room.

Return to a Recent Group Chat

If you unintentionally leave a ‘Group Chat’, or wish to return to a Group Chat Room you can do so by:

1. Navigating to the ‘Pronto’ option in the menu (Windows) or ‘File’ (Mac) menu.

2. Select ‘Recent Group Chats’
3. Click the name of the ‘Group Chat’ of your choice

4. You will be placed back in the Group Chat.
Note: Pronto maintains a list of your last five Group Chats.

Managing your Contacts

The ‘contacts’ tab displays individuals which you have personally added. All users displayed in the ‘contacts’ tab are there indefinitely, until you decide to remove them. It also allows you to reorganise these contacts into groups.
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Classmates can be added as contacts
Adding a user to the ‘Contacts’ Tab

1. Click on the ‘Classmates’ tab

2. Click on the plus icon to the right next of any user
The plus icon will change to a smiley-face indicating that the user has been added to your ‘Contacts’ list.

Note: To add everyone from a particular course to your ‘Contacts’ tab, right-click (Windows) or Ctrl-clicking (Mac) on the course name and select ‘Add <Course Name> to Contacts’.

3. Once added to the contacts tab, you can then organise the contacts into groups.
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Creating a New Group of Contacts

1. Click on the ‘Contacts’ tab

2. Click on the ‘Actions’ menu and select ‘Add Group’
3. Type the name of your new group into the ‘name’ field and click the add button
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Creating Groups

4. Select the names of the users you would like to add to the group by holding down Ctrl on your keyboard and then clicking on a user’s name (Windows) or Command-click (Mac) to select multiple names. Once selected, drag the users into the name of your new group. They are now part of your new, custom group.

The ‘Recently Added Group’ within the contacts tab is a smart group, and will disappear when empty.

Note: Users listed in the ‘contacts’ tab can be added to multiple groups (e.g. if you created a ‘coursework’ group and a ‘Football Club’ group, the same user could be added to both). Hold down the ‘Alt’ key on your keyboard (Windows) or ‘Option Key’ (Mac) while dragging contacts to copy, rather than move them.
Note: To remove or rename a group, ‘right-click’ or Ctrl-click (Mac) on the group name to select your choice. To remove groups, select ‘Remove <Group  Name>’ from the Actions menu.
Adding Unlisted Contacts

1. Open the ‘Contacts’ tab

2. Go to the ‘Actions’ menu and select ‘Add Contact’
3. In the ‘Add Contact’ dialog box, type in their Pronto ID and select the appropriate group

4. Click the ‘Add’ button

Note: There is no search functionality to find users, if you would like to add a contact who is not listed in your ‘classmates’ tab, you must ask them directly for their ‘Pronto ID’.
Updating Your Status

Your availability status may be one of the following 4 choices by default:

· Available

· [image: image18.png]@ Ann Owen
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Away

· Idle

· Invisible

An availability status informs other users whether you are free to chat.

By default your status is set to ‘Available’. Your status will change to ‘Idle’ when you are away from your computer. You can turn this off, or specify the amount of time until idle. To change this setting, access the Pronto menu and then select ‘Preferences’. Navigate to the ‘Status’ pane and change the ‘idle’ setting.
The ‘Invisible’ status allows you to hide from contacts and classmates, it displays your status as ‘offline’. When you are ‘invisible’ you can talk to preferred contacts, without letting others know you are online.
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You can also change your status from the status bar or customise your status (for example, ‘popped out for five minutes’):
1. Click the Status bar from the Pronto window and select ‘Custom’ from the drop down.
2. Enter you new status text in the ‘Message’ box. The ‘title’ is automatically populated with the first few words you inserted into the ‘message’ box. You can enter a separate ‘Title’ in you wish.
3. Select ‘Save for future use’ if you want to save your custom availability in the ‘Status bar’

4. The ‘Auto-reply’ option sends a message with your status to anyone who sends you an instant message.
5. Click OK.

Note: Custom Status Messages appear beneath each user’s name in the ‘Contacts’ and ‘Classmates’ tabs. Access the ‘View’ menu, and select ‘Show Status Message’ to hide or display these messages.

Pronto Profiles
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Profiles allow you to create a customised digital identity, containing an image, biographical and contact information. Your profile will initially display a standard message and a default picture. Once you have customised your profile, other users will be able to view it.
Editing Your Profile

1. There are two ways by which you can edit your Profile:

a. Click on the picture, located in the upper-left hand corner of the main Wimba Pronto window. (see image, right)
b. Click on the ‘Pronto’ menu and click on ‘Preferences’. Navigate to the profile pane and amend the options as necessary.

2. You can drag and drop an appropriate image into the ‘Drag Image Here box’, or click the ‘Choose Picture’ button to browse your hard drive (supported image file types include: .bmp, .jpg, .jpeg, .png, .gif). Any image you select will be resized.

Note: The ‘Profile Picture’ box is optimised for square images, but will accept any dimensions.

[image: image21.png]M

Fle Edt Adtions Hel

4]

Hello A Owen, howare you? [N

. amnOven





3. Type some information about yourself in the ‘About Me’ text box, or any other information you wish to share.

4. Optional: Enter your email address into the ‘Email’ field.

5. Optional: You may also enter a list of your favourite web sites (up to 10) within the ‘My Webpages’ box:

a. Click the plus icon below the ‘My webpages’ text box
b. Enter a web address into the ‘URL’ field (http:// and https:// only) and any additional information about the website in the ‘Description’ field.

c. Click ‘OK’
d. To modify your webpage information, click the appropriate entry to highlight it, followed by the ’Edit’ button. Alternatively, double-click the entry.

e. To remove a website from the list, click on the appropriate entry to highlight it, followed by the ‘minus’ button. Alternatively, press the ‘Delete’ key on your keyboard. A confirmation will appear. Click the OK to proceed.
6. When satisfied with your profile, click OK.
Viewing profiles from the Main Window
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Hover your mouse over a user’s name in either tab to see a preview of the user’s profile.

This will display a limited profile, including their picture, current status, and a limited view of the ‘About Me’ text.

2. Click on the profile preview window to open a new instant messenger window. The instant messenger window will also display a small image, click on the image to view the users complete Profile.

Viewing Profiles within an IM Window

1. Click the picture icon in the upper right-hand corner of the IM window
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Profile IM Window
3. The instant messenger window will also display a small image in the top right hand corner, click on the image to view the users complete Profile.
a. Providing the user has entered an email address, you can click the ‘Send Email’ button (otherwise, it will be greyed out). This will open your default email client and populate the “To” field with their address

b. If the user has entered websites into their profile, you may click the ‘Webpages’ button (otherwise, it will be greyed out). This will produce a drop-down list of websites you may click on to access.

2. Click the picture icon again to close the Profile.
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