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Overview

Introduction

The Live Meeting 2007 Presenter console is tool used by the meeting Presenter to deliver the meeting information and interact with the Attendees. In this course, you will be introduced to all the features and functions of the console so you may answer all “How-to” questions for customers as well as suggest possible “best practices”.
Timing

This course will take 120 minutes to complete.
Objectives

After completing this course, you will be able to:

· Name and understand the different console components. 
· Display, share control and manipulate the content within the Live Meeting console.
· Control the content uploaded to the meeting.

· Interact with the Attendees and control their permissions within the console.
· Setup and configure the Audio and Video settings.
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Lesson 1: Console Overview
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Introduction

The Live Meeting console is made up of multiple components and this lesson will briefly describe each component.
Objectives

After completing this course, you will be able to:

· Describe each pane.

· Understand the menus of each pane.
· Personalize the console.
Live Meeting Console Components
The Live Meeting console is made up of multiple components:
· Presentation area in the middle of the console.
· Control panels (panes) accessible on the top of the console.
· Annotation and slide controls located on the bottom of the console.

[image: image2.png]Microsoft Office Live Meeting - Presenter Training - Live Meeting 2007

[ contens (1) | attendees (1) | voico m¥idoo | 9A | esting | Recording |

Content (1)
Share + | Thumbnals | Lock + »
LM2007_Introduction_Presenter.pptx

Thumbnails

Liva Moatlng2007
Prasantor Training

Attendees (1)
Inke + Vew + Frd
Andres Delgado

Meeting
Inve - | Lobby lock | Bk >
® Cornected

316 Meeting
Presenter Training -Live Meeting 2007
Tuesdsy, May 01, 2007
8:30:00 AN - 4:30:00 P [Pachc Daylght Te]
Mestng ;WS

Entry Code:_a7H<74Ws
Conference Center: s beta

Locaton: [Fips:flwww16d rippe comiel

[ Microsoft Office

3 Live Meeting

Y #a-2-W- 29~ 2

Voie & vdeo
G 1 Q- o~ %-

L View Curent Spesker

No Video Source Avallable

Shared Notes

d/ B 77U

Questions and Answers

Qua [ Manage
A a

Tieve boen anwered 7o





Breakout rooms can only be enabled on a conference center level.  The Breakout rooms options is not listed under Meeting Options or Administrator.
	Pane
	Description

	Content
	Display the list of resources (including documents, slides, and shared resources) currently available for the meeting. Use this pane to add, access or manage meeting content or handouts.

The following options are available in this pane:

· Share
· Thumbnails

· Lock

· Manage

· Content SlideShow

	Attendees
	Display a list of all active participants and ways in which you can interact with each participant.

The following options are available in this pane:

· Invite

· View

· Find

· Voice

· Mute All Except Me
· Permissions

Rooms – Allows the Presenter to create Breakout rooms.
Breakout rooms allow the Presenter to separate the meeting participants into groups and place each group in their own virtual room.

	Voice & Video
	View or manage meeting voice and video.

The following options are available in this pane:

· Phone

· Mute / Unmute Speaker – Includes Speaker Volume

· Mute / Unmute Microphone – Includes Microphone Level

· Show / Hide Video from web cam
· Options

· Connect Telephone and Computer Audio.
· Audio/Video Tuning Wizard…

· View Dial-In Details

· View Current Speaker

	Q&A
(Questions and Answers)
	Ask, answer or manage questions and raised hands.

The following tabs are available in this pane:

· Q&A

· Manage

	Meeting
	Display detailed information about the current meeting.

The following options are available in this pane:

· Invite

· By e-mail

· To Conference Call

· Lobby

· Lock

· Exit

· Exit and End Meeting

	Recording
	Create and manage recordings for the current event.

The following options are available in this pane:

· To My Computer

· To Server


Each Participant can show, hide or organize each pane in their console. As a pane is selected a list of menu options is available. The pane can be detached from the top bar and displayed as a separate window or be docked into the meeting console. Each pane that is displayed and docked shrinks the displayed content of the presentation.

As the Organizer of a meeting, you can control which console panes are available to Participants. You can control these settings in two ways:

· Before the meeting, in the Additional Features section of your Meeting Options window or Meet Now options, configure the panes to be made available to participants. 
· During the meeting, in the Attendee Permissions window, configure the panes to be made available to participants.

The following steps can be used to manipulate the panes. You follow these steps with the activity below:
Docking a Pane
	Steps
	Actions

	1. 
	Select the pane option to view.

	2. 
	Position the cursor over the top of the pane, until the move cursor displays, and the message Drag to make this pane float message appears.

	3. 
	Left-click, and drag the pane to the desired location. As you drag the pane around the console, different areas will be highlight to display a location the pane can be docked.

	4. 
	Minimize a pane once it is docked, by clicking Minimize on the pane’s title bar. You can redisplay the pane at its full size by clicking the button a second time.

	5. 
	Close a pane by clicking Close on the pane’s title bar. You can redisplay the pane by opening the pane from the pane menu.


Move a Docked Pane
	Steps
	Actions

	6. 
	Left-click the title bar of the pane to select it.

	7. 
	Holding the left-click down, move to the desired location. 
Note:  If the pane is closed while the pane is not docked, the next time the pane is opened, it will be opened docked to the command bar.

	8. 
	In addition to managing panes, you and other Participants can hide all the panes and view just the presentation by changing the console to Full Screen mode.


Activity: View the Presenter Console
In this exercise, you will install the Live Meeting 2007 Windows-based console by joining a Meet Now meeting, and then view all the different components.
Scenario

During the course of troubleshooting issues with customers, it may be necessary to help them install the console and show them the different functions. 
	Steps
	Actions

	9. 
	Using the conference center URL, your User ID, and password given to you by the instructor, log onto the conference center.

	10. 
	On the My Home page, under Schedule, click Meet Now.

	11. 
	Follow the prompts to install the console. Once installed, the console automatically launches.

	12. 
	In the console, click Content from the menu bar. This displays or hides the Content panel.

	13. 
	In the content pane, click Thumbnails to display the thumbnails panel.

	14. 
	In the console, click Attendees from the menu bar. This displays or hides the Attendee panel.

	15. 
	In the console, click Meeting from the menu bar. This displays or hides the Meeting panel.

	16. 
	In the console, click Q&A from the menu bar. This displays or hides the Q&A panel.

	17. 
	In the Meeting panel, click Exit and End Meeting to close the console and end the meeting.

Note: You may need to click >> to see the Exit and End Meeting option.
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Review Questions

In this lesson, you were introduced to the Live Meeting 2007 Windows-based console. Through the instruction and activity you saw how a console was installed and how an Attendee or Presenter is able to customize it.
1. How many panes are listed in the menu bar of the Windows-based console?
Answer: There are 7 panes that can be opened from the Command bar of the console.
Content, Attendees, Voice and Video, Q&A, Meeting, Recording, Shared Notes.
2. What other panes can be opened from a parent pane?
Answer: You can access the Thumbnail pane from the Content pane. 
3. It possible to re-organize how the panes are displayed?
Answer: True, you can “un-dock” and “dock” each pane in any location.
Lesson 2: Content
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Content in the Live Meeting console is defined as the material and information the Presenter uploads to the meeting and will be delivered to the audience. This lesson discusses the multiple ways to display and manipulate the content.
Objectives

After completing this course, you will be able to:

· Share documents

· Share an application.
· Share the desktop.
· Display content.
· Lock the content.
· Configure a presentation to rotate the slides automatically.
· Annotate slides.
· Display the content at full screen.
· Review the currently displayed slides.
· Use handouts.
Share content
You can share content any of the following ways:
· Add File to Meeting: Add a specific file to the meeting to be viewed or edited

· Share an Open Program: Display a specific application currently open on the desktop.

· Share the Desktop: Display the entire desktop, and all applications.

Add File to Meeting

Add File to Meeting uploads a file located on the Presenter’s computer, to the meeting. Perform following tasks to share the file.
Add File to Meeting will either upload the file from the Presenters’ computer to the Live Meeting server or opens the file on the Presenters’ computer and display the file to all the participants in real time.
View

Select this option to display a copy of the file. Other participants will be unable to edit this file.

Choosing this selection starts a three step process in sending the file from the Presenters’ computer to the Live Meeting servers. The file will then be displayed on all the meeting Participants’ computers. 

· Step 1: Converts the file from a PowerPoint (PPT) file to a Live Meeting Presentation(LMP) file.

· Step 2: Uploads the converted file to the Live Meeting server.

· Step 3: Using Forfront Antivirus, Live Meeting scans the file before it is officially accepted by the server.

Edit

Select this option to display an editable copy of the file. All participants are able to edit this file.

This selection opens the chosen file, on the Presenters’ computer, in its designated program, to be displayed to all Attendees.

Use the following steps to share a file. 
	Steps
	Actions

	18. 
	Click Content to display the Content pane.

	19. 
	Click Share, Add File to Meeting, and then click either View or Edit.
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	20. 
	In the Choose a document to share window, select a document and click Open.

	21. 
	Depending on the choice you made in step 2, the following actions occur:
View: In the Import to Live Meeting window, click Continue. Windows displays the progress of content being uploaded.

After the content has been uploaded to the server, click the document in the Content panel.

Edit: The file opens in its designated program and Live Meeting will automatically display the content to all participants.

In the Sharing Command bar, Click the End sharing and return to Meeting Console (blue arrow).


Share an Open Program

Share an Open Program will display an application that is currently opened on the Presenter’s computer. The following steps can be used to Share the application. 

1. On the Content pane, click Share.

2. Select Share an Open Program, and then click the program to be shared.
Live Meeting enters Sharing mode (in your console only), and the program and its content are visible to all participants.

3. In the Sharing Command bar, click End sharing and return to Meeting Console (blue arrow) to end sharing and return to meeting console.
Share the Desktop

Sharing the desktop is a method for sharing all programs currently open on the Presenter’s desktop. Any content that is viewable on the Presenter’s computer is viewable by all participants in the meeting. Perform following tasks to share the desktop: 

1. On the Content pane, click Share.

2. Select  Share the Desktop, and click one of the following options:

	All
	Select this option to share all activity on your computer.

	Selected Area
	Select this option to share a portion of your desktop within a Sharing frame. Then, move and resize the Sharing frame to the area to be shared.
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3. In the Sharing Command bar, click End sharing and return to Meeting Console (blue arrow).to end sharing and return to meeting console.

Display Content

Once resources are added to Live Meeting, they appear in the Content pane of the console, where you can reorder or rename them as needed. If a resource contains multiple parts (for example, a PowerPoint file made up of several slides), each part is displayed in a secondary panel, called the Thumbnails pane, when you click the resource in the console.
The following steps are used to display content that has been imported.
1. In the console, click Content.

2. In the Content pane, click the content to be displayed.
Display Multimedia Content

1. In the console, Click Content.

2. In the Content pane, click the multimedia content to be displayed.
When the content is loaded in the console, the playback buttons appear.

3. Click the play button to start the multimedia content.

Manage Multimedia Content

After the multimedia content has loaded on the Attendee’s local system, they are able to control playback on their own system using the controls located at the bottom of the console.

The Presenter has the ability to lock and control playback of the content by clicking lock.
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Lock the Content
The current presentation can be locked, so only the selected Presenter is able to manage the current presentation. This prevents other Presenters from accidently taking control of the meeting.

Perform the following steps to lock the content to a specific Presenter:

1. On the Content pane, click Lock.

2. Select the Presenter to manage the presentation.
Content Slideshow
The Presenter has the option to have the slides automatically change in sequential order using a set timing (10 to 600 seconds) between slides. We recommend using this feature with an introduction presentation, before the meeting starts.
To setup rotating slides:

1. Select the content to be displayed.

2. On the Content pane, click >> and select Content Slideshow.

3. In the Content Slideshow window, select or enter the seconds between page changes, and click Start.

The pages now display for the defined number of seconds before automatically displaying the next slide.

To stop the rotating slides:

1. On the Content pane, click Content Slideshow.

2. In the Content Slideshow window, click Stop.
Annotate Slides

One key to a successful presentation is making it easy for Attendees to follow along. Using annotations is an effective way to guide Attendees through a presentation, emphasizing or illustrating key ideas during the event. 
Note: Using the Clear Annotations on the Annotations toolbar, you can only clear annotations on one slide or page at a time.  Clear all annotations for the resource with one click, by using the Manage Meeting resources window.
Annotation Tools are located at the bottom of the console in the Context Bar.
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The following lists (from left to right in the screen shot) the annotation tools and describes how to use each tool:
	Select Annotation
	Use the Select Annotations tool to select an annotation that you added. To move an annotation, delete it, or use it with Edit commands such as Copy, you must first select the annotation by using this tool.

	Pointer
	Use the Pointer tool to point to information on the slide, similar to how a laser pointer works.

	Draw Text
	Use the Draw Text tool to add notes or a comment to a slide.

	Draw Freehand
	Use the Draw Freehand tool to draw lines, arrows, and shapes.

	Color Picker
	Pick the color of the text or lines to draw.

	Highlighter
	Use the Highlighter tool to highlight an area, similar to how you would use a yellow marker to underline a passage in text.

	Check Stamp
	Use the Stamp tool to add an arrow, check mark, or X to the slide.

	Clear Annotations
	Use the Clear Annotations tool to remove all annotations from a slide.


Allow the Attendees to use annotations during a meeting by following these steps.

1. Click Attendees in the command menu.

2. In the Attendees pane, click Permissions.

3. Select Annotate current content in the Attendee Permissions window to grant all Attendees permission to use annotations.

4. Click Close to close the window.

Full Screen

The content in the presentation can be set to full screen to maximize the viewing area.
1. Click Full-Screen Mode in the Command Bar, located on the lower right corner of the console.
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Review Content

Content can be reviewed by other Presenters without the possibility of them taking control of the meeting.
1. Click Review Content, in the Command bar.
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Handouts

Using handouts is an effective method to allow Attendees to receive additional content that can be referenced after the event. Handouts are available to all Attendees.
Note: To allow Attendees to upload or download from the handouts window, the Download only or Upload and Download permission must be configured in the Attendee Permission section.
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Upload Handouts
1. On the Command Bar in the upper right of the console, click Handouts.

2. Click Upload in the Handouts pane.

3. Use the Open window to select a file and click Open to upload the file.

Note: You will be notified if you do not have permission to upload the file. File types must be set by the conference center Administrator using the web interface.The file upload process finishes and the file is available in the Handouts window.
The process consists of uploading the file from a local computer to a Live Meeting server, then scanning the file for viruses using Microsoft Forefront Security.
4. Close the Handouts window.

Download Handouts

1. On the Command Bar in the upper right of the console, click Handouts.

2. Select the file to download in the Handouts window and click Download.

3. In the Browse For Folder window, select the destination location, and click OK.

4. The file is downloaded to the destination.

5. Close the Handouts window.

Delete Handouts

1. On the Command Bar in the upper right of the console, click Handouts.

2. Select the file to delete in the Handouts window and click Delete.

3. Click Yes to confirm the deletion.

4. Close the Handouts window.
Activity: Upload Content to Live Meeting
In this exercise, you will follow the instructor in uploading content to Live Meeting using the Sharing feature and new Handout feature.
Scenario

It is necessary to understand the difference between uploading content to the meeting to be displayed or given as a Handout.
	Steps
	Actions

	22. 
	Log into your Live Meeting conference as an Organizer.

	23. 
	Join a meeting as a Presenter.

	24. 
	In the Presenter console, open the Content pane.

	25. 
	In the Content pane, click Share | Add File to Meeting | View.

	26. 
	In the Choose document to share window, browse to the location and choose the file identified by your instructor.

	27. 
	Click Open.

	28. 
	Click Continue to the notification that your files are scanned for viruses. Your files are uploaded to the Live Meeting server and be displayed.

	29. 
	In the Presenter console, click the Handouts icon located in the upper right section of the Command bar. This opens the Handout window.

	30. 
	In the Handouts window, click Upload.

	31. 
	In the Open window, browse to the location and choose the file identified to you by your instructor.

	32. 
	Click Open.

	33. 
	Close the Handout window.


Review
Now that you have uploaded the content to the meeting, you can see that the information cannot be modified. 
Activity: Share Content in Real Time
In this exercise, you will display the content to the audience so they may see you make modifications.
Note: This will be referred to in future activities.
Scenario

When working on a program or documentation with a group, it may be necessary to make changes to the file in front of the group.
	Steps
	Actions

	34. 
	Log into your Live Meeting conference as an Organizer.

	35. 
	Schedule a meeting for the entire day and enter another students e-mail address in the To field.

	36. 
	Send the invitation using the Live Meeting mail server.

	37. 
	Join a meeting as a Presenter.

	38. 
	Ask the other student to join the meeting as an Attendee using the invitation you sent him.

	39. 
	In the Presenter console, open the Content pane.

	40. 
	In the Content pane, click Share | Add File to Meeting | Edit.

	41. 
	In the Open window, browse to the location and choose the file identified by your instructor.

	42. 
	Click Open.

Note: This opens the file, using the appropriate program displaying the file to the Attendee.

	43. 
	Make changes to the file and verify your Attendee is able to see you make the change.

	44. 
	Click the back arrow on the Sharing tool bar to return to the console.

	45. 
	Click Meeting in the Command bar to open the Meeting pane.

	46. 
	In the Meeting pane, click >> then Exit and End Meeting.
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Review Questions
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 In this lesson you learned the different ways content can be delivered to the Attendees.
1. What type of sharing would be used to upload a PowerPoint presentation to a meeting?
Answer: Add File to Meeting.
2. List the ways to share a specific file without uploading it to the Live Meeting servers?
3. If the program is already open – Click Share | Share an Open Program | choose a program.
4. If the program is not open – Click Share | Add a file to meeting | Edit.
5. Which feature should be used to prevent other Presenters from controlling the presentation?
Answer: The current Presenter should use the Lock feature.
6. Using Live Meeting, how can the Presenter give Attendees more material than just the presentation?
Answer: The Presenter will need to upload the presentation to the Handout feature.
Lesson 3: Working with Attendees
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A key to a successful meeting is interacting with the audience. This lesson discusses the features available to help you interact with the Attendee. 

Objectives

After completing this lesson, you will be able to:

· Invite Attendees from within the meeting.

· Ways to sort Attendees.
· Control the Attendees’ volume. 
· Understand Breakout Rooms.
· Modify Attendee permissions.
· Promote an Attendee to Presenter status.
· Remove an Attendee from the meeting.
· Shared Notes.
· Respond to Attendee questions through the Questions and Answers pane.
Invite Attendee

Attendees can be invited to a Live Meeting or conference call from the Live Meeting console using the following panes:
· Attendees

· Meeting
If the Presenter sends an invitation to the Live Meeting, the Presenters’ e-mail client is used. If the Presenter would like to have someone join the conference call, the conference call must be in session.
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Invite Attendee to the Live Meeting
Attendees can be invited to the current Live Meeting from either the Attendee or Meeting panes. This feature uses the Presenters’ Microsoft Outlook to send the invitation. The Presenter will receive an error message if the default email client is not Outlook.
In order to request Attendees join the current Live Meeting using the Attendee or Meeting pane in the console, the following steps must be performed:
1. Click Attendees or Meeting from the Command bar.

2. In the Attendees or Meeting pane, click Invite.

3. Click By E-mail.

4. A meeting invite e-mail will be opened using the Presenters e-mail client, with join information for the current meeting.

5. Add the Attendees e-mail address to the To field, and click Send.

6. When the users receive the e-mail, they are able to click Join the Meeting link within the e-mail body. 
Invite Attendee to the Conference Call
Attendees can be invited to the current conference call from the Attendee or Meeting pane.
Note:  Some conference call providers require the Presenter to join the conference call first.

To request Attendees join the current conference call using the Attendee or Meeting pane in the console, the following steps must be performed:
1. Schedule a meeting using “Telephone Conferencing Service” as the audio setting.

Note: The Call Someone feature will not be enabled when using “Telephone and computer audio conferencing”.
2. Presenter must join the conference call using one of the following two options.
3. Manually dial into the conference call using the information provided in the invitation.

4. Use the Join Audio feature listed in the Voice & Video pane. 
This feature will direct the conference call to call you at the phone number you provide.

5. In the Voice & Video pane, click Join Audio. This opens the New Phone Number window.

6. On the New Phone Number window, enter your City/Area code and phone number in the specified fields.

7. Click OK.

8. Answer the phone and follow the prompts delivered by the automated operator to join the conference call.

9. Click Attendees or Meeting from the Command bar.
10. In the Attendees or Meeting or pane, click Invite.

11. Click Call Someone.

12. A “Call someone on the phone” window will open. In the window, complete the required fields shown below.
	Name
	Enter the Attendee’s full name.

	Country Region
	Choose the country or region the Attendee is in.

	City/Area code
	Enter the Attendees City or Area code.

	Local number
	Enter the Attendees direct phone number.


13. Click Call Now. 
14. The Attendee is called at the local number you previously entered.
View Attendee

Presenters may need to sort Attendees displayed in the Attendees pane, or locate a specific participant during an event. Attendees can be arranged using the following options:

	Audio
	Sort Attendees by current audio status.

	Name
	Sort Attendees alphabetically by name. Names can be sorted using the following options.

A on Top (Descending)
Z on Top (Ascending)

	Feedback
	Sort the Attendees by mood.

	Role
	Sort the Attendees by their role in the meeting.


Attendees can be viewed using the following formats:

	List
	Attendees are listed.

	Seating Chart
	Seating chart option displays users based on their mood, in a seating chart format. The Arrange by option is not available displaying users in this format.


Sort Attendees
Use the following steps to sort Attendees:
1. Clicking Attendees from the Command bar.

2. Click View In the Attendees pane.

3. In the View menu, select Arrange by, and then click the desired view.

4. Attendees are now displayed using the selected view.
Find Attendee
If the Attendee list is long, it becomes difficult to locate a specific meeting participant. The participant can be located using Find in the Attendee Pane.
Use the following steps find a specific Attendee:
1. Clicking Attendees from the Command bar.

2. Click Find in the Attendees pane.
3. Type the name of the Attendee to locate.
4. As more letters are typed the number of Attendees displayed becomes smaller until only Attendees matching the specific criteria is displayed.
Attendee Voice

As a Presenter you can control the audio of the Attendees. The following actions can be performed on Attendees:
	Mute All Except Me
	All computer audio is muted except for the Presenter who clicked this option.

	Unmute All
	All Attendees are able to use their computer audio to speak during the presentation.

	Lock Mute Attendees
	All Attendees are muted for the duration of the event, they cannot be unmuted.

	Request all Identify Phones
	Attendees add phone dial-in information allowing the console to identify which phones are associated to which Attendees.


Mute / Unmute Attendees
When using conference call controls or Voice over IP (VoIP), the Presenter is able to mute the Attendees’ phone or microphone.
Follow these steps to manage audio for Attendees:

1. Click Attendees from the Command bar.

2. Click Voice in the Attendees pane.

3. Select the appropriate option in the Voice pane.
Breakout Rooms 

Breakout rooms allow the Presenter to create workspaces that can be used during the event. Participants are sent to the separate workspaces to discuss subtopics. They can then be brought back to the main room to discuss the topics from the breakout rooms.
In oder for the audio to breakout to the different Live Meeting rooms, the meeting be configured to use a telephone conference call and the conference call provider must a Live Meeting partner that supports breakout rooms on their conference bridge. 
Note: Once the Breakout rooms are started, every participant will be promoted to Presenter status in all Breakout rooms. They will return to Attendee status when Breakout rooms have been stopped.

To access the Breakout Room controls: 

1. Click Attendee on the Command menu, then click Rooms in the Attendee panel. 
Note: The setup breakout rooms dialog only appears when no breakout room configuration exists. To restart the dialog box, use the Delete all Breakout rooms under the Options menu.

2. In the Breakout Room Setup window, select the desired options, then click OK.
	Specify the number of rooms.
	Allows the Presenter to specify the number of Breakout rooms available. The maximum number of Breakout rooms that can be created in a single training session is limited to 15.

	Specify the number of people in each room.
	Allows the Presenter to specify the maximum number of people allowed in a Breakout room.

	Automatically assign participants.
	Automatically assigns participants to the Breakout rooms.
Note: The Presenter may change the Breakout room for the participant before starting Breakout rooms.



	Manually assign participants.
	Allows the Presenter to direct each Attendee to a specific Breakout room.


3. After the Breakout rooms have been started, the Presenter will receive the following menu items in the Attendee panel.
	
	
	

	Start/Stop
	This toggle button allows the Presenter to start and stop all Breakout rooms.

	Go to
	Allows the Presenter to go to all the breakout room available and return to the main meeting room.
Note: Go to will become available once the Breakout rooms have been started.

	Options
	Add Breakout room

Delete contents of all Breakout rooms.
Note: This can only be done after the breakout rooms have been stopped.
Delete all Breakout rooms.
Note: This can only be done after the breakout rooms have been stopped.


4. Depending on your selections in step 2, verify the Attendees are listed in the correct Breakout room.

5. Click Start to start the Breakout rooms. Each Attendee is directed to their specified room.

6. Click Go to then select the desired room to jump from room to room.

7. Click Stop to stop the Breakout rooms and direct all participants back to the main meeting room.

Manage Attendee Permissions

During a scheduled meeting, Attendees’ access to meeting functions can be controlled by adjusting their permissions. Presenters manage Attendee permissions by using the Attendee Permissions window. Display this window, by performing the following:

1. Click Attendees in the Command bar.

2. Click Permissions in the Attendees pane.

3. Select the appropriate permissions in the Attendee Permissions window.

4. Click Close.

	
	
	


Note: If there are features missing within the Attendee Permission window, they may need to be enabled in the Meeting Options.
Using the Attendee Permissions window, allows Attendees to do the following:
	Action
	Description

	Print to PDF
	Attendees are able to print the selected listed presentation to a PDF file.

	Review current content
	Enables the Review Content icon for Attendees. Attendees can privately scan all thumbnails in the currently presented resource, without affecting the presentation, by choosing Review Resource on the Tools menu of the console.

	Ask questions (affects all participants)
	Attendees can ask questions, raise hands and receive Presenters’ responses by using the Q&A pane.

	Annotate current content
	Attendees can add annotations, visible to all participants, to the currently displayed page or slide in the presentation area.

	Create personal recording
	Attendee can create a local record of the meeting for personal use.

	Interact
	View Attendee list

Attendees can view information about other participants.
View seating chart (affects all participants)
Attendees can view the seating chart form on the Attendee pane.

Chat

Attendees can conduct one-on-one chats during a meeting.

Note: Chats cannot be monitored or recorded by the Presenter.


	Use content tools
	View thumbnails and navigate current content
Attendees can view the Thumbnails pane in their consoles, and choose any of the currently displayed thumbnails in the presentation area for display.
Create new pages in current content
Attendees can add slides to the current resource, including Sharing slides, which can be shared with other participants.
Use the content pane to select and add content
Attendees can use the Content pane to import presentations and other resources, and choose among the presentations already listed.



	Handouts
	Download only

Attendees are only able to download handouts.
Upload and download
Attendees are able to add and download handouts.
Not available

Handouts are not available to Attendees.


	Shared Notes
	View, save

Attendees can view and save Shared Notes.

View, save, edit

Attendees can view and save Shared Notes.

Not available

Shared Notes are not available.




Promote Attendee

Occasionally you might need to promote an Attendee to Presenter status during a Live Meeting session. Only Presenters can promote Attendees.
Following this step, promotes an Attendee to Presenter.
1. From the Attendee panel, right-click the Attendee and select Promote to Presenter.

Remove Attendee

Occasionally you might need to remove an Attendee from a Live Meeting session if their attendance is inappropriate. Only Presenters can remove Attendees.
Following this step, removes an Attendee.
1. From the Attendee panel, right-click the Attendee and select Remove from Meeting. 

Shared Notes

Using shared notes is an effective way of allowing notes created during the event to be available for all Attendees to download. Basic formatting is available in the Shared Notes pane and the notes can be saved locally by each participant of the meeting.

Note: If shared notes are available, all participants are able to use the Share Notes pane simultaneously. For larger events this could get overwhelming and distract from the main presentation.
	
	
	


Taking Notes

Follow these steps make it possible for Attendees to use shared notes during a meeting.

1. Click on Attendees from the Command menu.

2. In the Attendees pane, click Permissions.

3. Under Shared Notes in the Attendee Permissions window, select View, save or View, save, edit to grant an Attendee the permission to use shared notes.

4. Click Close.

Saving Shared Notes

Each individual participant can save the content locally.
1. Click Save In the Notes pane.

2. In the Save As window, chose the location to save the meeting notes.

3. Enter the file name.

4. Click Save.
Questions and Answers

Using the Questions and Answers panel, all Presenters within the meeting are able to interact with the Attendees by answering their questions during the event.
Note: Each Attendee is allowed to ask one question at a time. Once they submit a question, they can edit their question or wait for it to be answered before asking another question.

	
	
	


The Presenter must enable the Question and Answer panel to make it possible for Attendees to ask questions during a meeting.
1. Click on Attendees in the Command menu.

2. In the Attendees pane, click Permissions.

3. Select Ask questions (affects all participants) in the Attendee Permissions window to grant all Attendees the permission to ask questions.

4. Click Close.

Display Question Manager

Before responding to questions submitted by an Attendee, the Presenter must open the question manager.
1. Click Q&A in the Questions and Answers pane.

2. In the Questions and Answers pane, click the Manage tab.
The Question Manager appears, listing all questions received from participants.

3. Click the appropriate column heading in the Questions and Answers pane to sort the list of questions.
	Answered status


	Sorts by whether the question is marked for an action.

	Selected status



	Sorts by whether the question is currently selected by the Presenter.

	Who is currently answering



	Sorts by the person answering the question.

	Question Type



	Sorts by whether the person asking the question is currently able to type messages that appear in all participants’ consoles.

	Person Asking
	Sorts alphabetically by the screen name of the person asking the question.

	Question
	Sorts alphabetically by the text of the question.

	Time Posted
	Sorts by the time the question was posted.


4. Click the column heading again to switch between ascending and descending sort order.
Ask a question

1. Click the Q&A tab in the Questions and Answer pane. 
2. Type the question and click Ask.

3. The question is displayed in the Question Manager.
Respond to Questions

Before a Presenter responds to a participant’s question, the Presenter must be in the Question Manager and have access to the Manage tab.
	
	
	


	Chat
	Click Chat to perform a one-on-one chat with the questioner.

	Give the Floor
	Click Give the Floor allows the questioner to type messages that appear in the Questions and Answers pane of all participants’ consoles. 

	Dismiss this question
	Delete the question from the Questions and Answers pane.

	View the QA Log
	Views the Question Answer Log.

	Clear the QA Log
	Clears all information listed in the Question and Answer log.

	Reply to All
	Publicly answer the question, in the answer box and then click Reply to All.
Note: When you choose the Reply to All option, the question appears anonymously in the Questions And Answers pane to all participants.



	Reply Privately
	Answer the question privately in the answer box, enter your response and then click Reply Privately.


View and Save Question Log

1. Click the View the QA Log icon in the Question Manager.
All of the question and answer activity from your meeting displays in a separate browser window.

2. Save the Question and Answer Log by saving the HTML page containing the log, or open a text editor, paste the contents of the log to a new file, and then save the file.

Activity: Responding to Questions by Attendees
In this activity, you will respond to questions submitted by Attendees.
Scenario

In larger meetings, sizes greater than 10 or 15, it’s recommended the conference call be muted to allow only Presenters to speak. In order for Attendees to communicate to the Presenter they will need to use the Question and Answer panel.
	Steps
	Actions

	47. 
	Using the meeting you scheduled in Activity 2 of Lesson 1, join the meeting as a Presenter.

	48. 
	Ask the other students to join the meeting as an Attendee using the invitation you sent them.

	49. 
	Ask the Attendee to click Q&A on the Command bar.

	50. 
	Ask the Attendee to submit a question in the Q & A pane.

	51. 
	Type the question in the top panel of the Q & A pane.

	52. 
	Click Ask in the top right-corner of the Q & A pane.

	53. 
	As the Presenter, open the Q & A pane.

	54. 
	Click the Manage tab.

	55. 
	Select a question submitted by the Attendee.

	56. 
	Enter your response in the bottom box.

	57. 
	Click Reply to all. This displays the question and answer to everyone in the meeting.

	58. 
	Click Meeting in the Command bar to open the Meeting pane.

	59. 
	In the Meeting pane, click >> then click Exit and End Meeting.


Review
In using a closed forum where just the Presenter is allowed to speak in the meeting, the Presenter can respond to an individual question through the Questions and Answers panel. However, if the Presenter would like a more open forum where people are able to keep notes for all participants to see, they should choose the Shared Notes option.
Activity:Using Shared Notes
In this activity, you will enable the Shared Notes feature, enter some notes, and save the notes to your computer.
Scenario

Shared notes may be useful in a team meeting where decisions and actions can be documented.
	Steps
	Actions

	60. 
	Using the meeting you scheduled in Activity 2 of Lesson 1, join the meeting as a Presenter.

	61. 
	Ask the other students to join the meeting as an Attendee using the invitation you sent them.

	62. 
	Click Attendee in the Command bar to open the Attendee pane.

	63. 
	In the Attendee pane, click >> then click Permissions.

	64. 
	Under Shared Notes, select “View, save, edit”.

	65. 
	Click Close.

	66. 
	In the Presenter and Attendee consoles, click the Shared Note icon in the right-side of the command bar.

	67. 
	In the Shared Notes pane, enter some notes.

	68. 
	Click the Save icon in the Shared Notes pane.

	69. 
	In the Save As window, choose your desktop as the location to save the file.

	70. 
	Enter “Shared Notes” in the File name field.

	71. 
	Click Save.

	72. 
	Direct the Attendee to repeat steps 9 through 12.

	73. 
	Click Meeting in the Command bar to open the Meeting pane.

	74. 
	In the Meeting pane, click >> then Exit and End Meeting.


Review Questions


In this lesson you learned how a Presenter can interact with Attendees in a meeting, making the Attendees participants, not observers.
1. What are the ways Presenters can invite someone to join a meeting or conference call from the console?
Answer: Presenters can send an invitation to an Attendee using their own mail client from the Attendee and Meeting pane to join the Live Meeting.
The Presenter can use the Call Someone feature from the Attendee or Meeting pane to invite an Attendee to join the conference call.
2. What are some of the features a Presenter is able to use in order to interact with Attendees?
Answer: Chat, Breakout Rooms, Shared Notes, Promote Attendee, Question and Answer pane.

Bonus answer: Handouts.
3. Name two ways to allow an Attendee to control a meeting?
Answer:  Adjust their permissions to include access to specific features within their console and promote an Attendee to Presenter status.
4. What features can Attendees use to interact with each other?
Answer: Chat, Shared Notes

Lesson 4: Voice: Video and Recording

During a meeting a participant is able to configure voice and video settings in the console, allowing audio and video of webcams to be heard and displayed on their computer. After the voice and video have been configured, they can be included in the presentations recording to give the viewer the feeling they are attending the live presentation. 
Objectives

After completing this course, you will be able to:

· Complete the Audio/Video Tuning Wizard.

· Record a meeting to the server (Live Meeting conference center).
· Record a meeting to your local computer.

Audio Video Setup
Use the Audio/Video Tuning Wizard to configure your speakers, microphone and webcam.

	
	


1. Click Voice & Video from the Command menu.
Note: If the Computer audio conference option is selected in the meeting options, the Audio Video Device Setup wizard automatically runs the first time the console is loaded.

2. In the Voice & Video pane, click Options and then select Audio/Video Tuning Wizard.

3. Click Yes in the window, if necessary.

4. Click Next in the Audio Video Device Setup window.

5. Select the speakers or headset to use from the drop-down list in the Speaker section of the setup heading.
6. Click Test to adjust the speaker volume.

7. Click Stop when you have properly adjusted your speaker volume.

8. Select the microphone to use from the drop-down list in the Microphone section of the window.
9. Adjust the microphone volume.

10. After adjusting your microphone volume, click Next.
11. Select the webcam from the drop-down list in the Webcam setup window.

12. Click Webcam Settings to modify the display properties.

13. When finished modifying, click OK.

14. Click Finish.

You can perform the following tasks by using the Voice & Video pane:
	Join Audio / Hang up
	This button is context sensitive. If you are currently using audio, the button displays Hang up. Hang up will disconnect the user from audio. If you are not currently connected to audio, Join Audio is displayed. Join audio connects you to audio.

	Mute / Unmute speakers
	Mute or unmute the speakers on your system.

	Speaker Volume
	Slider to adjust speaker volume. Colored bars display in the slider to verify sound is being received.

	Mute / Unmute Microphone
	Mute or unmute the microphone on your system.

	Microphone Volume
	Slider to adjust microphone volume. Colored bars display in the slider to verify sound is being received.

	Not showing my video, click to show / Showing my video, click to stop
	Start and stop video from your webcam.

	Options
	Connect Telephone and Computer Audio

Join computer audio with telephone conferencing for this meeting. Ensure the dialing sequence is entered into the Dialing Keys field, and then click Connect.

Audio/Video Tuning Wizard

Initiate the Audio Video Device Setup Wizard.

View Dial-in Details
List conference call and participant numbers when Telephone conferencing service is selected for the meeting.


	View Current Speaker
(Speaker must be using a webcam or Roundtable)
	View Current Speaker

View the current speaker in the Voice & Video pane.

<Name of speakers displaying video>

View a specific speaker in the Voice & Video pane.

No Video

Display no video in the Voice & Video pane.




Recording
New to Live Meeting 2007, a recording can be saved on a Live Meeting server by the Presenter, or on the Presenter’s or Attendees’ local computer. However, the console must be configured to include the audio with the recording. It is possible to include webcam and Roundtable images in the recording from the Options menu. Including webcam and Roundtable images will increase the size of the recording.
Note: Recording editing tools are unavailable at this time.
	
	
	


Recording to Your Conference Center
The console must first connect the meeting conference call to record a meeting to the Live Meeting server. Once the console is connected to the call, the Presenter is able to record the meeting.
Note: Some conference calls require the Presenter to be in the call before Live Meeting is able to connect to the conference call.
1. Connect the console to the conference call.

2. In the Voice & Video pane, click Options and then select Connect Telephone and Computer Audio.
3. Verify the conference number and dialing keys are correct. The console lists the numbers and dialing keys as provided by the Meeting Option page when scheduling a meeting.

4. Click Connect in the Computer and Telephone Audio Connection window.

5. Once connected, the recording includes all audio from the conference call.
6. Click Recording in the Live Meeting console.
7. Click the To LM Service tab in the recording pane. In the LM Service tab, it may list Audio not configured.
8. Click Options.
9. Click Configure Phone next to the Voice Option in the Shared Recording Options. This launches the Telephone Audio Recording Configuration window.

10. In the Telephone Audio Recording Configuration window, verify all the conference number and dialing keys are correct. They should be the same number and keys listed in the Meeting Options when the meeting was scheduled by the Organizer.

11. Click Configure to have Live Meeting connect to the conference call.
12. Click Done after verifying Live Meeting is connected to the conference call.
13. Click OK.

14. Click Recording on the Command menu when you are ready to record the meeting.

15. In the recording pane, click the To LM Service tab.

16. Click Record to begin recording the meeting.

While recording, you can monitor the recording status in the recording area of the Audio And Recording Setup dialog box. A running counter indicates how much time has elapsed during the recording.
Recording to Your Local Computer
In order to record the meeting to your local computer, Voice over IP (VoIP) or Internet Audio Broadcasting (IAB) must be used. In other words, the Presenter must use his microphone to deliver audio to the meeting participants, not a land-based telephone.
To allow the Attendee to record a meeting, the Presenter must select Create Personal Recording from Attendee Permissions. See Attendee permissions.
1. When scheduling a meeting, configure the audio as “Computer audio conferencing” or “Telephone and Computer audio conferencing”.
2. Click Recording in the Live Meeting console, on the Command bar.

3. In the recording pane, click the To My Computer tab.

4. The LM Service tab, may list Audio not configured. Click Options.

5. In the Shared Recording Options, click Configure Voice next to the Voice Option.

6. Configure the speaker and microphone in the Set Up Audio and Video window.

7. Click Finish.

8. When you are ready to record the meeting, click Recording on the Command menu.

9. In the recording pane, click the To My Computer tab.

10. Click Record to begin recording.

During the recording, you can monitor the recording status in the recording area of the Audio And Recording Setup dialog box. A running counter indicates how much time has elapsed during the recording.
Stop Recording

Once you have stopped recording the meeting, you can save or delete the recording using the following steps.
1. Click Stop Recording when you are ready to stop recording. The Stop Recording dialog box appears.

	
	
	


2. Choose one of the following:

	Save recording
	Stops and saves the recording.

	Delete recording
	Stops the recording but does not save it.

	Continue recording
	If you mistakenly select Stop recording, select Continue recording to resume recording.


Activity: Video and Audio Wizard
In this exercise, you will run through the Video and Audio Wizard.
Scenario

The video and audio feature is new to Live Meeting 2007 so support agents will need to very comfortable walking customer through these steps as they will be asked by many customers for support.
	Steps
	Actions

	75. 
	Verify your webcam and microphone are connected.

	76. 
	Using the meeting you scheduled in Activity 2 of Lesson 1, join the meeting as a Presenter.

	77. 
	Click Voice and Video in the Command bar.

	78. 
	In the Voice and Video pane, click >> then Options and Audio Video Tuning Wizard.

	79. 
	In the Set Up Audio and Video window, under Select the speaker/microphone or speakerphone you want to use, click Custom from the drop-down menu.

	80. 
	Under Speaker, choose the speaker/soundcard for your computer.

	81. 
	Click the Test button to hear audio in your speakers. Adjust the volume if needed.

	82. 
	When done testing the audio, click Stop.

	83. 
	Under Microphone, choose the microphone for your computer.

	84. 
	Speak to the microphone and adjust the volume meter until you see yellow in the visual meter.

	85. 
	Click Next in the Set Up Audio and Video window.

	86. 
	Under Webcam, choose your webcam from the drop-down menu.

	87. 
	Adjust your webcam settings as appropriate.

	88. 
	Click Finish.


Activity :Record the Meeting Locally
In this exercise, you will use the new Record to My Computer feature.
Scenario

New to Live Meeting 2007, Presenters and Attendee (with permission of the Presenter) are able to record the meeting directly to their computer.
When using the new Record to My Computer feature, the audio must be done by Computer Audio (VoIP) in order for the audio to be recorded.
	Steps
	Actions

	89. 
	Using the meeting you scheduled in Activity 2 of Lesson 1, join the meeting as a Presenter.

	90. 
	In the Live Meeting console, on the Command bar, click Recording.

	91. 
	In the recording pane, click To My Computer tab.

	92. 
	In the LM Service tab, it may list Audio not configured. Click Options.

	93. 
	In the Shared Recording Options, click Configure Voice next to the Voice Option.

	94. 
	In the Set Up Audio and Video window, configure the speaker and microphone.

	95. 
	Click Finish.

	96. 
	When you are ready to record the meeting, click Recording on the Command menu.

	97. 
	In the recording pane, click To My Computer tab.

	98. 
	Click Record to start recording the meeting.

	99. 
	Briefly talk about the presentation in the meeting, rotating between slides.

	100. 
	Stop the recording by clicking the Stop icon in the Recording pane.

	101. 
	In the Stop Recording window, choose Save recording.

	102. 
	Click OK.

	103. 
	Notice the Live Meeting Recording Manager opens in the System Tray.

	104. 
	Open the Recording Manager. 

Note: This can be done by clicking the icon from the System Tray or through the Start menu.

· Click Start | All Programs.

· In the Programs menu, select Microsoft Office Live Meeting 2007.

· Click Microsoft Office Live Meeting Recording Manager.

	105. 
	To view the recording in the Recording manager double-click the recording under Recent Recordings.

	106. 
	After viewing the recording, close the recording.

	107. 
	In the Meeting pane, click >> then Exit and End Meeting.


Review Questions


In this lesson you learned about the audio, recording and video configurations that can be used during a meeting. 
1. What video sources are used with Live Meeting?
Answer: Webcam or Roundtable camera.
2. Who can record a meeting from the console?
Answer: The Presenter and they Attendee (with permission given by the Presenter).
3. Where can the recordings be saved?
Answer: The recording can be saved on the Live Meeting server (the conference center) or locally, on the Presenters computer.
4. What is the difference between Voice over IP (VoIP)/computer audio and Internet Audio Broadcasting (IAB)?
Answer: VoIP is a two-way communication between the Presenter and Attendees. If the Attendees have a microphone on their computer, they are able to speak to the Presenter.
Answer: IAB is one way communication. The Attendee is unable to speak to the Presenter, even if they have a microphone on their computer.

5. What is the default location to save the recorded file locally?
Answer: C:\Documents and Settings\<profile>\My Documents\My Meetings.
Appendix
The following contains extra activities from each lesson in this training and can be performed if time permits or given by the instructor. 
Activity : Content
This exercise is intended only after completing lesson 2.
Scenario

Live Meeting 2007 now supports displaying multimedia. A customer would like to be shown how to display a video to their audience.
	Steps
	Actions

	108. 
	Download a video given to you or approved by your instructor.

	109. 
	Log into your Live Meeting conference as an Organizer.

	110. 
	Join a meeting as a Presenter.

	111. 
	Ask someone to join your meeting as a participant.

	112. 
	Click Invite and select By E-mail in the Attendees panel.

	113. 
	Send the invitation to your new participant in your e-mail client.

	114. 
	Open the Content pane in the Presenter console.

	115. 
	Click Share | Add File to Meeting | View in the Content pane.

	116. 
	Browse to the location of the video from step 1 in the choose document to share window.

	117. 
	Click Open.

	118. 
	Click Continue to the notification that your file will be scanned for viruses. Your files will be uploaded to the Live Meeting server and be displayed.

	119. 
	Once the video has been uploaded, start the video for all participants.

	120. 
	Click unlock icon to allow the participants to control the video.

	121. 
	Clicking Exit and End meeting to end the meeting after the Attendee views the video.


Activity: Handouts
This exercise is intended only after completing lesson 3.
Scenario

A customer asks if Live Meeting supports file sharing.  They would like to allow their participants to download the actual presentation and not just a PDF of the presentation.
	Steps
	Actions

	122. 
	Download material given to you or approved by your instructor.

	123. 
	Log into your Live Meeting conference as an Organizer.

	124. 
	Join a meeting as a Presenter.

	125. 
	Ask someone to join your meeting as a participant.

	126. 
	Click Invite and select By E-mail in the Attendees panel.

	127. 
	Send the invitation to your new participant using your e-mail client.

	128. 
	Click the Handouts icon from the command bar.

	129. 
	In the Handouts window upload the material received in step 1.

	130. 
	Click option (>>) | Permission from the Attendees panel in the Presenter console.

	131. 
	Select Upload and download in the Attendee Permission window under Handouts.

	132. 
	Direct the participant to download the item you uploaded, then upload a new item.

	133. 
	Once the participants upload is completed, select Download only in the Attendee Permission window. The participant will no longer be able to upload files as Handouts.

	134. 
	Click Close in the Attendee Permissions window.

	135. 
	Click Exit and End meeting.


Activity: Shared Notes
This exercise is intended only after completing lesson 3.
Scenario

A customer states her team creates action items based on the presentation with in a meeting.  However, instead of posting a text slide of the action items and instructing the participants to copy and paste the items to a document, is there another way for them to save the items?
	Steps
	Actions

	136. 
	Log into your Live Meeting conference as an Organizer.

	137. 
	Join a meeting as a Presenter.

	138. 
	Ask someone to join your meeting as a participant.

	139. 
	Click Invite and select By E-mail in the Attendees panel.

	140. 
	Send the invitation to your new participant using your e-mail client.

	141. 
	Click the Shared Notes icon in the Presenter console.

	142. 
	Copy steps 1 through 5 to the Shared Notes window.

	143. 
	Select all the steps in the Shared Notes window and select numbering. This will add numbers to all the steps.

	144. 
	Click option (>>) | Permission in the Attendees panel.

	145. 
	Select View, save, edit in the Attendee Permission window, under Shared Notes.

	146. 
	Click Close.

	147. 
	Direct the participant to add some notes.

	148. 
	Click the Save icon and save the notes to your desktop.

	149. 
	Direct the Attendee to save the notes to their desktop.

	150. 
	Click Exit and End meeting.


Activity: Breakout Rooms
This exercise is intended only after completing lesson 3.

Breakout rooms allow the Presenter to create workgroups that can be used during the event. Participants are sent to the separate workspaces and are able to communicate using Computer Audio (discussed in lesson four). They can then be brought back to the main room to discuss the topics from the Breakout rooms. 
Scenario

An instructor would like her students to break into smaller groups to discuss and perform a lab, then return to the main class to present what they found.

	Steps
	Actions

	151. 
	Log into your Live Meeting conference as an Organizer.

	152. 
	Schedule a meeting using Computer audio conferencing as the Audio option.

	153. 
	Join the meeting as a Presenter.

	154. 
	Ask someone to join your meeting as a participant.

	155. 
	Click Invite and select By E-mail In the Attendees panel.

	156. 
	Send the invitation to your new participant using your e-mail client.

	157. 
	Once the participant joins the meeting, click option (>>) | Rooms from the Attendees panel.

	158. 
	Select Specify the number of rooms and enter 2 for the amount of rooms.

	159. 
	Select Automatically assign participants under Room Assignment.

Note: Although Attendees will automatically be assigned to a specific Breakout room, as you will see in future steps, the Presenter is still able to re-assign Attendees to different Breakout rooms.

	160. 
	Click OK.

	161. 
	In the Attendees panel, under Breakout Room -1 not started, right-click a participants name and select Move to… | Breakout Room - 2.

	162. 
	Click Start in the Attendee panel. This will direct all Attendees to the specified Breakout rooms.

	163. 
	Direct each participant to upload a file to their Breakout rooms.

	164. 
	Click Go to and select Breakout Room – 2 in the Attendees panel.

	165. 
	Using computer audio or annotations, notify the Attendee in Breakout Room – 2 that you will be moving them to Breakout Room -1.

	166. 
	Right-click a participants name and select Move to… | Breakout Room -1 in the Attendee panels, under Breakout Room – 2 Active.

	167. 
	Click Go to and select Breakout Room – 1 in the Attendees panel.

	168. 
	Using computer audio or annotations, notify the Attendee(s) in Breakout Room – 1 that you will be stopping Breakout rooms.

	169. 
	Click Stop in the Attendees panel.

	170. 
	Once all participants are directed back to the Main Room, click Options | Delete All Breakout Rooms in the Attendees panel.

	171. 
	Click Yes to the notification that all rooms and their content will be deleted.

	172. 
	Click Exit and End meeting.


Objectives


Name and understand the different console components. 


Display, Share, control and manipulate the content within the Live Meeting console.


Control the content uploaded to the meeting.


Interact with the Attendees and control their permissions within the console.


Setup and configure the Audio and Video settings.





Objectives


Describe each pane.


Understand the menus of each pane.


Personalize the console.





Objectives


List the different panes available in the Windows-based console.


Configure the console.





Objectives


Understand the different ways to Share the content.


Become familiar with the different ways to display content.





Objectives


Understand the differences of Sharing.


Name a feature that is used to control a presentation.


Know a different way of delivering material to meeting participants.





Objectives


Learn to invite Attendees to the meeting, from within the Windows-based console.


View the Attendees in the meeting.


Perform Breakout rooms.


Manage the Attendee permissions.


Allow Attendees to share notes in the meeting.


Respond to Attendee questions.





Objectives


Understand the differences ways of asking participants to join a meeting.


Name and describe features available to interact with Attendees.





Objectives


Configure the computer’s audio and video components with the Live Meeting console.


Understand the different recording options.


Record to the Live Meeting server.


Record to your local computer.





Objectives


Understand how video is displayed within the console.


Name the different recording options.


Understand the different audio options.








