Faculty Instructions on being a Presenter

1. Please open your class PowerPoint presentation before beginning LiveMeeting
Open your email message from Media Services that contains the meeting information and click
on join the meeting

3. Call the conference number that was included in the email. This will be the classroom.
First time users will be prompted to install LiveMeeting Client. Scroll down to the bottom of the
page and click on Accept Terms and Install Client, and Join Meeting.
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5. Live meeting will open after the install
6. If asked, please put in the meeting ID and Entry Code, that was sent in the email
7. Enter your name



Microsoft Office Live Meeting

Name: | |

Motice: Upon entering this meeting, information about vour presence will be
accessible ko other participants during the meeting. Microsoft Office Live Meeting
service can be used to record meetings. & recording is in progress when the red
recording indicatar is it on the console, By participating in this meeting, you agree
that wour communications may be monitored or recorded at aney tirme during the
meeting,  IF wou initiate audio or video recording, it is your responsibility Ea inform
all meeting participants that they are being recorded and obkain their consent, as
applicable, ‘ou also agree ko comply with all applicable laws when using the
recording Function. To agree ko these kerms and enter the meeting, click Conkinue

Continue

8. LiveMeeting screen opens

9. Click on Content-Share-Share a Program and select the PowerPoint Presentation that you

opened earlier




Conkent | Attendees (2)  Woice & Video  [Meeting  Recording

. - Thumbnails  Lack = »

Upload File {View Only) |

Share a Program E_"f] PaowerPaint Slide Show - [LiveMesting]
Share Your Desktop » FS Microsoft PowerPoint - [LiveMeeting]
Start Remote Desktop Sharing H Test Meeting - Meeting

_ | Pracess Far LiveMeeting - Message (HTHLY
whitebaoard 2
liv Calendar - Microsoft Qutlook,

Poll Page
@ Microsoft Office Live Mesting - Join A Mesting - Mozila Firefox

Text Page
= EI‘_’KJ Document - Miceosoft Word
8] webPage

= screen snapshot Open a New Program

10. The PowerPoint presentation will be shared on attendees screen now
11. Start the PowerPoint Slide Show
12. To end share of PowerPoint please click on left blue arrow at top of screen



