Configuring and Using NetMeeting

NetMeeting is frequently used to troubleshoot computer and program related
issues as well as utilized as a method to provide training.

To enable NetMeeting:

1. Go to Start, All Programs, Accessories, Communications, and then
select NetMeeting.

2. The NetMeeting Wizard will begin. Select [Next].

MetMeeting E|

Methdeeting enables pou to communicate with others
ower the Internet or your local Intranet. Ulzing
Methd eeting, you can:

- Talk to others

- IJge video to zee others and let others zee vou
- Share applications and documents with athers
- Collaborate with otherz in chared applications

- Send files to athers

- Drawe with others in a shared Whiteboard

- Send mezzages to others in Chat
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3. Enter your First name, Last name, E-mail address, and Location.
(Comments is optional)

4. Click on [Next].

MetMeeting E|

Enter information about yourself for use with Metkeeting,

Mote: Y'ou must supply wour first hame, last name, and
E-mmaill a0l ess.

First narne: ||:_l,lnthia

Laszt name: |Shi$hidu:u

E-mail address: |c_l.mthia.shishido@hi.usda.gw

Location: |Hnnculu|u, HI
Comments: |Hawaii State Office
< Bac ” Mest » ] Cancel
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Configuring and using NetMeeting

5. Make sure Log on to a directory server when NetMeeting starts is UN
CHECKED

6. Do not list my name in the directory box is UNCHECKED.

7. When done, click on [Next].

NetMeeting ['5__(|

A directory server lists people you can call uzing
Mettesting. If you log anto a directony server,
people will zee pour name and will be able to call
oL,

[TiLog on to a directom server when MetMeeting starts

Server name: Microzoft Internet Directory s

[] Do nat list my name in the directan.

[ < Back (” Mest » ll Cancel ]

9. Select [Local Area Network] and [NEXT
NetMeeting E|

Specify the speed of your connection to the network you
will be uzing to make Mettdeeting callz.

() 14400 bpz modem

() 28800 bpsz or faster modem

() Cable, xDSL or ISDN
L ocal Area Network
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Configuring and using NetMeeting

8. The default screen comes up. This just sets up the shortcut and quick
start icons. Click [Next].

NetMeeting [$_(|

To help make Hetteeting easier to find, you can put a
ghartout on your desktop, anddor on the Quick Launch
portion of your tagkbar.

[«]Put a shortcut to Metteeting on my desktop.

Put a shartcut to Mett eeting an my Quick Launch bar.

N
[ < Back QI Mewt > IJ Cancel ]
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9. Audio Tuning Wizard. (We do not use the audio capabilities of
NetMeeting, we use the phone system.)

a. Select [Next] on the next 2 Audio Tuning Wizard frames:

Audio Tuning Wizard

Thiz wizard will help pou tune your audio zettings.

Cloze all other programs that play or record zound, and
click Mext to continue.
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Configuring and using NetMeeting

The wizard will make sure that the microphone iz
working and the recard volume i appropriate.

Pleasze read the following bext into your microphone:

"| am uzing the microphone setup wizard. |t is
checking to see whether myp microphone iz plugged in
and warking properly. '

Becard YWalume

< Back Mewt > Cancel

11. Select [Finish]
Audio Tuning Wizard

'ou have tuned pour zettings.

[f the ather person in your meeting has trouble hearing
wou, wou should run this wizard again,

T in thiz wizard again, choose Audio Tuning 'wizard
from the Tool: menu.

<Back [ Finish | Cancel
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Configuring and using NetMeeting

12.Making a call using an IP Address or Computer Name

a. When the Net Meeting window opens up, enter the IP
address or the computer name of the person you are trying to
reach.

#¢ NetMeeting - Notina ... |Z||E|rz|

Call wiew Tools Help

199 158.27 251| vl = |
. N
@ \
ﬂf‘“ £2 Type the computer name or IP address.
Windows
NetMeeting Computer Name:
HIHONOLULUD?205 - Darlene Cho
: : - HIHONOLULUD209 - Karl Mikasa
%l El @vl HIHONOLULUL221 — Stephen Case
Names HIHONOLULUL208 — Nicola Giardina
HIHONOLULUL227 — Michael Whitt
HIHONOLULUL226 - Barbara Fossum
HIHONOLULUL228 — Ted McArthur
HIHONOLULUD202 - Cynthia Shishido

Mat in a cal E'.
b. This window comes up at the lower right hand corner of your
screen.

NetMeeting

ﬁ W aiting for a rezponse from 199.158.27. 251

C. The person you are calling will receive the following
message. Make sure they select “Accept”.

MetMeeting - Incoming Call

w Incoming call fror Carl Coon... | Accept |[ lgrore
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Configuring and using NetMeeting

13.Sharing
a. Once you have accepted the incoming call, select [Share
Program]

.5"'*' NetMeeting - 1 Conne... |:||:,r5__(|

call Yiew Tools Help
hikionolulul207 - | |
(=]

Windows
NetMeeting

Dal =] (o]

Marne
& Cynthia Shishido
& Cynithia Shishido

N\

r"w. | ~ HEE
| _Share Prm ! @ ! g

!_qacall / 5@.

b. Highlight [DESKTOP], [SHARE]

= Sharing - Nothing |:||:,r>__<|

Share Programs

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

Liasy R ey o T
24 Brasuell, Timothy - Microsaf—
@Agency SAMR Request [Tic
@ BMLC Service Desk Express
2] Microzoft Excel - Fy 2009 [+
< | »

Unszhare

Unzhare Al

[] Share in bue color

Contral

Click ta allow other peaple ta contral pour shared programs ar
desktop.

Allow Control

Automatically accept requests for control
Do nat dizturb with requests for control right now
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Configuring and using NetMeeting

c. Highlight [ALLOW CONTROL],
d. Select [Automatically accept request for control]

e (Note: The [Automatically accept request for control]

box will become active once [ALLOW CONTROL] is
activated.)

e. [CLOSE]

M Sharing - Deskiop

Share Programs

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

~
=] - Unshare |
% Unzhare All
& v
< b3
Camtral

Click to allow other people to control your shared programs or
desktop.

Cl Allow LContral ’

)
~—

f. CONTROL OF THE DESKTOP

e To obtain control of the desktop, double click anywhere on
the screen.
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Configuring and using NetMeeting

14.Utilizing the CHAT Feature
a. To utilize the “Chat” feature, in the NetMeeting window, select the

[Chat] icon.

-~

NetMeeting - 1 Conne... |z||§|rg|

Call Wiew Tools Help

hihonolulul 207 v||
(%]
Windows
NetMeeting
Dl [S] [s4]

Marne
€ Cynthia Shishido
& Cynthia Shishido

afle
In acall 5@.
N

b. In the Chat window, enter your text in the [MESSAGE] box. Hit
enter or the [SEND] button when you are ready to send.

€ Chat - chatting with 1 other(s)

File Edit Yiew Help

Your text will appear
here when you hit
[ENTER].

type vour message here. Hit enter when you are ready to send

your mesage

AT

g)
I Send !

Q} Ewveryone In Chat

Chat is active
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Configuring and using NetMeeting

c. To close the Chat feature, close the window.

€ Chat - chatting with 1 other(s)
File Edit Wiew Help

Cynthia Shighido

tepe your meszage here. Hit enter when you are ready to zend your
mesage.

- E)X]

m Ewvemone In Chat w |

Chat is active I

d. Select [NO].

MetMeeting Chat @
! :. Save changes to chaty

[ wves (] [ Mo ] [ )Cancel ]
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