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Setting up NetMeeting

NetMeeting is a online conferencing software that is located on your
hard drive at "C:\Program Files\NetMeeting\conf.exe"

1. To install NetMeeting on your computer, you select the start button
on your computer.

2. Then you select the run.

3. In the dialogue box where it states open, you type C:\Program
Files\NetMeeting\conf.exe and the initial NetMeeting window pops up.

4. Click next from the initial NetMeeting window.

MetMesting k @

Meth eeting enables vou to communicate with others
over the |nbemet o pour local Intraned. Uzsing
Hettdesting, you can:

- Talk to athers

- Usze wideo to see obhers and lat others zee you
- Share apphcahons and documents with others
- Collaborate with others in shared applications
- Send lles to others

- Diraw with others in a shared ‘Whiteboard

- Send messages 1o othets in Chat
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5. Enter your information.

MetMeeting E]

Erites infiormation about pourself for use with Meth eeting

Mote: You must supphy pous first name, last name, and
E-mail address.

Frstname: | Malin

Last name: iﬂ_ﬂ'ﬂtﬂ-

E-mail addrese | malin@izgwebphis com
Locafion: | Brooklield, CT USH
Comirisnits: ' '
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6. On the next screen, leave as blank: log on to a directory server when
NetMeeting starts; do not list my name in the directory. Then click next.

)
NetMeeting [z]

A directony serves ksts people you can call using
MetMesting If pou log onto & directany server,
people will 28 pour name and will be abls to call
oL

[[]Log on to a drectory server when Methesting starts

Server name: ;Hi:s-:m:lﬂ Intesnet Diechony s
[ Do rect izt e s in thie directony,
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7. On the next screen, enter the connection option:
a) Select choices 1 and 2 if you have a Dial-up connection
b) Select choice 3 if you have a DSL or ISDN connection
c) Select choice 4 if you have a Local Area Connection

NetMeeting E|

Specify the speed of youw connection to the nebwotk pou
waill b Lizing to make NethMeeting calls.
314400 bps modem

(") 28800 bps of faster modem

(%) Cable, «DSL o ISON

() Local Area Netwaik
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8. On the next screen, make sure you check option one: put shortcut to
NetMeeting on my desktop. Click next to continue.
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MetMeeting E|

To help make NetMesting easier to find, wou can put a
sharteut on wour desklop, and/or on the Quck Launch
portion of pour taskbar,

Put a shostout 1o MetMesting on my deskiop.
[C] Put & shorteut 1o MetMesting on my Quick Launch bar,
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9. This wizard helps you tune your audio setting. Click next to continue.

Audio Tuning Wizard

Thiz wizard wall help pou lune your audio seftings.

Cloze all other programs that play or record sound, and
chck Next bo continie.

10. Click next to continue



Audio Tumng Wizard

Heti eeting will use the following wave device los audo.

Recording | SoundMAX Digtal fudio [

SoundkAd Digial Audio

11. You select test to check to make sure that your speakers or headphones are
connected and that playback volume is acceptable. Click the Test button to hear
a sample sound. Click next to continue.

Audio Tuning Wizard

You should check to make sure that yous speakers of

headphones are connected and that playback
wolume is acceptable,

Click the Test bution to heas a sample sound

Violume
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12. The next screen tests your microphone. If you have a microphone, click test
and stop. If you don’t have a microphone, click next to continue.

L

Audio Tuning Wizard El

The wazard wall make sure that the microphone i
wioiking and the record volume is appropriate.

Pleasze read the following tewt mto pour microphone:

" | am using the microphone setup wizard. It is
checking to see whether my microphone is phigged m
and working propecdy. "

_—_——a=

Record Vialume
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13. If your sound card that does not support audio features required by
NetMeeting, you will get an Audio Warning. You click next to finish to complete
the settings for NetMeeting. Now the screen for NetMeeting will open.

Audio Tuning Wizard
": Sudeo & amring

Your sound caid does nol supporl audio festures
requmed by NetMesting Some Netieeting auda
feshmes may be disabled Contact your sound card
vendor o oblan newer divers.
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Windows Netmeeting
Screen
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Find Someone in a Directory



13. The following steps are performed before the training session begins. The
instructor will contact you, and you must give them your IP address. To

get your IP address, click on the “Help” button. You then select “About” from the
“Help” menu. This will give you the IP address. You give this IP address to
instructor so they can call you.
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Topics
Readme

Microsoft an the Web
Oribine Suppart
Gel a Camera...

Pl o vindons Netveet
Windows
NetMeeting
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|Déspl-uys prosgram anformation,

14. The instructor calls and you accept their invitation. Now you are in a
NetMeeting session.

MetMeeting - Incoming Call
a Incoming call from peggy goodrich. .. Accept I Ignore




15. For the instructor to train you, you must select the “Share Program” button
and allow them to see your desktop. The screen opens and you then highlight
word “Desktop” and click the “Share”
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= Sharing - Nothing

Shate Programs

Sedect an item to share with other people in the meeting. and
then click Share,

ﬂjNa‘Meethﬁgdw - Microsolt

B raldot - Message Session

B E764-483
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Cordrol

Chick to alliow alher people o contiol pour shaed programs o
desklop,

Cloze

16. If you would like to initiate the call, you ask the instructor for their IP
address. You type the IP address in the box under the menu. Then you select
the “Telephone” icon and NetMeeting connects with your instructor.



Chat Overview

Meeting participants can talk to each other simultaneously using Chat. Since only
two people can have an audio or video connection, Chat is useful in a group
meeting because everyone can participate.
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File= Edit Miew Help

Mezzage:

Send To:
| E

[Chat & not artive
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17. When the individual sends you a Chat message, the message appears in the
Chat window.

18. If you want to chat with the instructor. Type your message and in the send to
box, type the instructor’s IP address.



