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Introduction

Live Meeting 2007 includes new and changed functionality, and there are significant differences between this version and previous versions of the Live Meeting console. This lesson introduces the new Live Meeting console and participation in a meeting as an Attendee.
Lesson 1: Joining a Live Meeting
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Overview
The System Compatibility Check is an ongoing Live Meeting session containing sample slides which use Live Meeting 2007 features. By joining this test session, attendees will also be prompted to install the Live Meeting console so it is available when the scheduled meeting begins.
Live Meeting 2007 system requirements.
Note on System Compatibility Check versions.
Live Meeting 2007 System Requirements

The table shows the hardware and software requirements to install and run Live Meeting 2007 Native Client or the Web client. These requirements are subject to revision. 
	System Component
	Minimum Requirement

	Display Resolution
	Required: Super VGA 800x600

Recommended: Super VGA 1024x768 or higher 

Note: Microsoft Windows® XP Tablet PC Edition portrait mode is supported.

	Operating System
	Windows Vista® 32-bit

Windows XP Professional with Service Pack 1 (Service Pack 2 recommended)

Windows XP Professional x64 Edition

Windows 2000 Professional with Service Pack 4

Windows Server® 2003 with Service Pack 1

	Computer/Processor
	Data and Voice: 500-megahertz (MHz) or higher processor, Intel Pentium-compatible  

For Webcam video: 1 GHz or higher

For Microsoft RoundTable™: 1.8 GHz dual or higher

	Memory
	256 megabytes (MB) of RAM 

Recommended: 512 MB

	Disk Space Needed for Installation
	125 MB

	Video Memory
	Video card with 64 MB of RAM (video RAM or VRAM) and Microsoft DirectX® application programming interface generation

	For VOIP
	Sound card, speaker, and computer microphone

	For sending Video
	Webcam or Microsoft RoundTable device

	Bandwidth Requirements for Data 
	56 kbps or better (Recommended: DSL or Cable high speed internet access)

	Bandwidth Requirements for Voice and Video
	
	Minimum1
	High-Quality1

	
	Voice
	50 kbps
	80 kbps

	
	Webcam
	50 kbps
	350 kbps

	
	RoundTable
	100 kbps
	700 kbps

	Other Software
	Microsoft Office PowerPoint® 2002 or later presentation graphics program or Microsoft Office Standard Edition or Professional Edition (which includes PowerPoint software) to upload presentations.

Adobe Flash Player version 8 or higher to view Flash content in the meeting.

On Windows Vista, Adobe Flash Player version 9.0.45 or higher to view Flash content in the meeting.

Windows Media® technologies player, version 9 or later (version is checked when the meeting client starts) to view Windows Media content in the meeting.
 Note - Microsoft Windows Media® Player 9 and 10 are not available on Sun® Solaris or Linux. Windows Media Player 9 is available on Apple® Macintosh Using the System Compatibility Check.


Test System Readiness for Live Meeting 2007

Before you attend your first Live Meeting, you can test your computer system for compatibility with Live Meeting 2007. This will help make sure your first meeting is trouble-free. Here are two ways to test your system.

Normally the Live Meeting administrator, Organizer or Presenter sends an e-mail with the details needed to get started in Live Meeting 2007.
	Step
	Action

	1. 
	In the e-mail invitation, look for the section for First Time Users.

	2. 
	Click check your system and follow the instructions to download the Live Meeting console and join the meeting.


OR

	Step
	Action

	3. 
	Open a browser window to https://www416d.rtcppe.com/cc/ms_beta/join, and then complete the following fields.

	
	Name - This is how you want to be identified to other attendees in the meeting.

	
	The Meeting ID - For this system check, type lm8syscheck.

	
	You do not need to type in an Entry Code. 

	4. 
	Click Join and follow the instructions to download the Live Meeting console and join the test meeting.
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Joining a Meeting

The e-mail invitation to a Live Meeting session contains all the information you will need to join the meeting and to connect to the audio portion of the meeting.
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	Step
	Action

	5. 
	Click Join the meeting in the e-mail invitation.

	6. 
	If you have not attended a Live Meeting session before, you will be prompted to install the console.

	7. 
	Enter your name in the Name: field as you wish it to appear in the Attendee’s panel.

	8. 
	Live Meeting sessions may be recorded, and you must read and accept the recording agreement before joining the session.


The installed console size is small enough to download and install quickly over a typical broadband connection. Estimated download time is based on available bandwidth.

It is important to remember that the record meeting function can be activated at any time by virtually anyone assuming permission is given. The first time you enter a meeting, take the time to read the text in the windows that appear. I.e. The image below is advising you what to do if you dislike recordings. 
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As the meeting client loads, you will see the message, “You are now connecting to the meeting.” when this message disappears.
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Join a Meeting from an E-mail Invitation
The meeting client is active and you are ready to begin your Life Meeting session. The image below is of an empty Live Meeting 2007 ready for any panels you wish to open. Later images will show a “standard” panel setup. 
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Activity

For this Activity we are going to test our systems to see if they are compatible. 
Scenario

Your instructor will be acting as the presenter. The Presenter has sent you an invitation that contains all the information you need to test your system and join the meeting.
	Step
	Action

	9. 
	Open the e-mail that you have received from the presenter.

	10. 
	Locate and click the check your system link in the e-mail. 

	11. 
	Follow the steps until completion. 

	12. 
	If necessary, install Live Meeting

	13. 
	Begin the steps to join the meeting. 

	14. 
	Attendees can choose the method they wish to use from the e-mail.

	15. 
	Read carefully each window that has text directions. 

	16. 
	When the Live Meeting Console opens, wait for you instructor.


Review Questions
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1. Where are the System check and troubleshooting information found for new users?
Answer:  On the e-mail invitation to the meeting.
2. What is the minimum Operating System required to run Live Meeting 2007?  Can it be run if these criteria are not met?
Answer: Windows 2000, NO, not locally.
3. Do you have to attend a recorded meeting? What are your options?
Answer:  A warning is given early on that you need not attend the meeting if you have objections to it possibly being recorded.
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Lesson 2: The Live Meeting Attendee Console
Overview

To take full advantage of Live Meeting while as an Attendee, it is essential to be familiar the Meeting Console and its various controls. 
The following pages demonstrate the use of general meeting controls including manipulating panels so that you see what you want to see when you want to see it. Also covered are the video and audio features for Attendees.
Identifying Live Meeting Controls

The default settings for Live Meeting are ultimately whatever you decide they should be. Any changes you make to the original settings will be kept from meeting to meeting once the console has been installed. In the figure below the Live Meeting console opened by choices to use the local console rather than the web-based console; all starting from the invitation e-mail discussed in the previous chapter.
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The Live Meeting Attendee Console

As a Live Meeting session attendee, the presenter may grant you permissions to interact with the presenter or other attendees, to review, print and save meeting content, or to make a recording of the current Live Meeting session and save it locally. The screenshot below shows a meeting where all these options are enabled.
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Voice and Video 

The Voice and Video panel allows attendees to set up the audio and webcam options they will use during a Live Meeting session. During the session, it is where you would view the video and control turning voice and video on and off.
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Attendees 
The Attendees panel allows attendees to see who else is taking part in the Live Meeting session, to identify the presenter in a meeting and to find a name in the attendee list.
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Meeting 
The Meeting panel provides information about the current Live Meeting session.
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Recording 
The Recording panel allows attendees to make a personal recording of the Live Meeting session. Under the options menu you have the option to change what about the meeting you record i.e. just voice etc. and to change the location where you save your recording.
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Question and Answer 
The Question and Answer panel allows attendees to ask the presenter(s) questions during the session.
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Command Bar

The Command Bar contains Buttons, Icons and Menus that enhance the Attendee user experience. The Review Content and Print to PDF commands on the Command Bar allow attendees a greater degree of control over session content. The Command bar show in two locations

Below the title bar at the top of the window

At the very bottom of the Live Meeting Window. 

These two toolbars will be referred to as the upper and lower Command Bars.
Panel Buttons

The following screenshot has the Attendees, Audio/Video and Questions and Answer panels open. Notice that the buttons on the left side of the Upper Command Bar. The ones that are selected appear yellow and correspond directly to the panels that are open in Live Meeting. These buttons are the Panel Buttons.
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Annotation Tools
The Annotation Tools on the Command Bar allow attendees to add graphics- and text-based elements to certain slides. The seven tools available here help you focus other attendee’s attention on the screen to the changes or enhancements that you want to make or simply highlight your point. Whatever tool you are using, you can easily access them from the lower command bar. 
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Details of the Annotation Tools

Each Tool has a tool tip attached to inform/remind you of the purpose of the tool. Some of the tools have menus attached. I.e. the Color Picker tool.  Below is a brief description of each tool and its associated menu. 

Select Annotations Tool

The select Annotations tool allows you to select already created annotations in a document or slide.
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Pointer Tool
The pointer tool works like you r standard mouse cursor but to the attendees of the meeting a red dot guides their eye to where the presenter desires.
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Draw Text Tool
The Draw text tool and its associated formatting tool bar allow presenters and general attendees to add text in fonts loaded on their computer.
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Draw Freehand Tool
The Draw Freehand tool and its associated menu allow for the creation of line shapes and arrow as well as drawing freehand on any slide or document presented. 
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Color Picker Tool

The Color Picker tool allows the user of the drawing and highlighting tools to pick a color for their shapes and lines.
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Highlighter Tool

The Highlighter Tool allows the user to highlight an item as with an actual highlighter.
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Check Stamp Tool

The Check Stamp Tool and its associated menu allow the user to place graphic arrows, checks, or X’s on a slide or document.
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Clear Annotations Tool

The Clear Annotations Tool allows the user to clear all the annotations from a slide or document. To clear a specific annotation or group of annotations, select the individual annotations and press the delete key on the keyboard.
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Other Tools
On the Upper Right Hand side of the top Command bar are a series of tools that control sound and interactive utilities.
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Microphone Mute/Un-mute
If there is a microphone for audio communication connected to the computer that is hosting the Live Meeting, the Microphone button allows the user to mute or un-mute the microphone so they can listen or speak during the Live Meeting. This feature is controlled by the Administrator and Organizer.
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Un-muted
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Speaker On/Off
If the computer hosting the Live Meeting is capable of sound this button allows you to turn the sound of the current Live Meeting On or Off. 

	
	[image: image31.png]



On


	[image: image32.png]



Off


	


Video On/Off
The video feed from the webcam of the current presenter appears in the Audio/Video Panel and can be turned on or off from this button. If the video button appears to be on but there is no picture in the Audio/Video panel, try running the Audio/Video Tuning Wizard under the options menu in the Audio/Video panel.
	
	[image: image33.png]



Video On
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Video Off


	


Starting Voice and Video

Depending on how the meeting organizer has set up the meeting, you can communicate with the other attendees either through your computer or through a telephone conference call. You can also connect a Web camera to your computer so that other attendees can see you. 

Connect to Audio

	Step
	Action

	17. 
	In the e-mail invitation, see the Audio Information section, and then take the appropriate action below.


If Computer Audio is listed:
You can connect to the meeting and listen to it through your computer. You will need speakers to listen to the meeting, and if you plan to talk in the meeting, you will also need a microphone. Alternatively, you can use a headset with built-in earphones and microphone. Audio should be on by default. If audio is not on, click Voice & Video, and then click Join Audio.
If Telephone Conferencing is listed:
You can join a telephone conference manually by calling the conference call phone number provided in your e-mail invitation and entering the participant code.

Connect to Video

	Step
	Action

	18. 
	If video is not visible, click Voice & Video to open the Voice and Video pane.

	19. 
	Click the Web camera icon, and then click Show Main Video.

	20. 
	If you want to use a Web camera, follow the instructions provided with your Web camera for connecting it to your computer and installing the drivers. Then click Voice & Video, click the Web camera icon, and then click Start My Video.


If the meeting uses Roundtable for panoramic video:

	Step
	Action

	21. 
	Click Voice & Video.

	22. 
	Click the Web camera icon.

	23. 
	Click Show Video Panorama. 


If you are the presenter and want to start the panoramic video:

	Step
	Action

	24. 
	Click Voice & Video.

	25. 
	Click the Web camera icon.

	26. 
	Click Start Video Panorama.
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To ensure that your speakers and camera work properly, use the Audio/Video Tuning Wizard after you first connect to the meeting. 

	Step
	Action

	27. 
	Click Voice & Video.

	28. 
	Click Options.

	29. 
	Click Audio/Video Tuning Wizard.


Follow the instructions in the wizard to specify and test your speakers, microphone, and Web cam. 

	


Activity

In this activity we will take some time to set up the Live Meeting console in a way that you feel will be most useful to you along with discovering how to enable and disable some of the Interactive features.
	Step
	Action

	30. 
	In the open Live meeting console locate and click on the panel buttons that you think might be useful in a live meeting. 

	31. 
	Resize and place the panes around the inside edge of the Console.

	32. 
	Verify that your video is on. 

	33. 
	If it is not taking the necessary steps to turn it on.

	34. 
	Verify that you sound is on or unavailable. (No speakers).

	The Presenter/Instructor will load a Slide presentation for you to view. 

	35. 
	Take a moment and test each of your annotation tools. 

	36. 
	Close the Live Meeting.

	37. 
	Re-enter the same Live Meeting and what is different and what is the same in the Live Meeting Console.


Review Questions
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38. The Panel Buttons are located on the _____________ _______ in the Upper __________.
Answer:  Command Bar, Upper Left.
39. Starting the Video Panel will automatically start the attached video camera. True or False?
Answer: True.
A. If the video from the camera cannot be seen in the video panel:
B. Check the connections on the camera.
C. try restarting/reentering the meeting 
D. Run the Audio Video Tuning Wizard.
E. Open the Q&A panel and ask the Presenter what to do.

F. Bang the video camera sharply on the side of the desk.

G. A ,B and C.
H. None of the above.
Answer: F.
40. You have two meetings scheduled for Live Meeting today, one for the morning and one for the afternoon. You will be out of the office for lunch. After your morning meeting, will you need to reset all the panels in the Live Meeting console when you enter the new meeting?
Answer: No.
Lesson 3: Interacting With Others

Overview

Since meetings, in general, are about the dissemination of information and interchange of ideas, Live Meeting 2007 has added more features to accommodate the natural flow of the meeting as we know it. Sometimes Audio can fall short of accommodating everyone’s questions or it may me that there was no audio to begin with. 
In any situation, if shared text is one sided and the feedback button doesn’t have the question you need answered, Live Meeting has a couple of features that can meet your needs.

Q&A Pane

Using the Question and Answer Panel

Live Meeting 2007 lets you ask and answer questions of the presenter during a meeting. This is done in the Q&A panel so that others can benefit from the questions asked. The presenter then decides to answer the question in public or, if they choose, they can answer the question privately. 
Enable Questions and Answers

To enable questions and answers in the Attendees pane:

	Step
	Action

	41. 
	Click the More icon.

	42. 
	Click Permissions.
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	43. 
	In the Attendee Permission dialog box, select Ask questions.
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Ask a question
You can only ask one question at a time. When the presenter has answered your question, you can then type in another question. 

	Step
	Action

	44. 
	In the Live Meeting client, click the Q&A menu.

	45. 
	Type your question in the Q&A text box.

	46. 
	Click Ask.
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Handouts and Shared Notes

Handouts

Selecting the Handouts button on the Command Bar opens the Handouts window. The list provided shows files uploaded to the Live Meeting Server by the presenter or someone with the permission to upload documents. The list also contains slides or other documents relevant to the presentation that can be downloaded by Attendees for future reference. 
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To Download a Handout:

	Step
	Action

	47. 
	Select a document from the list.

	48. 
	Click the Download Button.

	49. 
	Navigate to the location on your computer where you want to save the file.

	50. 
	Click OK.


Each document is scanned for viruses when it is uploaded.
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Note – Uploading Handouts is a permission granted by the Presenter to the attendee. Setting permissions is covered in the presenter section of this class.
Shared Notes

Shared notes are initiated by the presenter or presenters, and shared out to meeting attendees. Unless enabled through the Attendee Permissions dialog, Attendees cannot add to the Shared Note. 
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The font face, font size and font style can be changed by the Presenter as desired. Attendees can right-click Shared Notes to Save As a rich text format document.
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Feedback to Presenters

The Feedback button allows Attendees to communicate silently with the Presenter by choosing the color associated with the question or statement they wish to make. 


	
	
	


Searching for an Attendee
Searching for another Attendee in a long list of names is made easy in Live Meeting 2007. The Find button in the Attendees panel is available any time you may need to search to find a friend for a chat or breakout meeting or for any reason at all. Remember, the Presenter has to activate the Chat option, but you can still search for another Attendee. Below are the steps for Searching for an Attendee.
	Step
	Action

	51. 
	In the Attendees panel click Find.

	52. 
	Type in the Name you want to find.


You may have no way of knowing if they are using their alias or their name for a meeting ID so it may take more than one try, However, the list of names is dynamically filtered as you enter each letter so that the person you are looking for is eventually at the top of the list of names.
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Activity 1
Scenario

Once again the instructor is the presenter and you are the attendees. This activity focuses on the interactivity tools of Live Meeting.
	Step
	Action

	53. 
	Return, if necessary, to the Live Meeting Console.

	54. 
	Open the Question and Answer panel and Type a question to the presenter.

	55. 
	Wait for a response.

	The Presenter has uploaded a word document to be given to that class as handouts.

	56. 
	Open the Handouts dialogue box.

	57. 
	Download the document as instructed by the Presenter.

	58. 
	Let’s send some feedback to our Presenter. 
Make the square next to your name change color to correspond to the text you want to send.

	59. 
	Finally, Search for someone else in class. 

	Be sure and watch the list as you type and observe the dynamic filtering!


Review Questions
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60. How many questions can be asked at once in the Q&A panel?
Answer: One per Attendee.
61. How many handouts can an Attendee upload for download at a meeting
Answer: As many as needed assuming that the Organizer or Presenter has given the attendee the correct permissions.
62. When searching for an Attendee, you don’t need to click a search button after typing in the name because the list is_____________ ______________.
Answer: Dynamically Sorted.
63. Name two ways to communicate directly with the presenter
Answer: Q&A. and Chat
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