NetMeeting Installation

NetMeeting may be used within the Bureau only. No additional software needs to be
installed.

Click on "Start" at lower left, then "Run", type in conf, and click "OK" or click on your
desktop icon (if you've previously used NetMeeting).

Run [Z|

= Tywpe the name of a program, Folder, document, or
= Internet resource, and Windows will open it For wou,

Qpen: | conf w |

I (04 ][ Zancel ][ Browse. .. ]

I this is the first time you’ve run this, you will need to do a one-time setup by
following steps 1 — 9:

1. After clicking "OK" above, you will see the following:

NetMeeting, &l

Mettesting enables you to communicate with others
aver the Intermet ar your local Intranet. Uzing
MNetkeeting, pou can;

- Talk to others

- Use video to see otherz and let others see pou
- Share applicationz and documents with others
- Collaborate with others in zhared applications

- Send filez to others

- Draw with others in a shared wWhiteboard

- Send messages to others in Chat

[ Mewt> | [ Cancel

Click “Next”



2. You will see the following:

MetMeeting [$__<|

Enter information about yourself for uge with Methd eeting.

Mate: vou must supply wour first name, lazt name, and
E-mail address.

Firat name: ||

Last narne: |

Location: |

|
|
E -mail address: | |
|
|

Comments: |

As requested, put in your first name, last name, and email address (and Location if
you'd like). Click “Next”

3. You will see the following:

NetMeeting fz|

A directary server lists people you can call using
MetMeeting. If you log onto a directary server,
people will see your name and will be able to call
pou,

[[]Log an to a directary server when MNethesting starts

Server name: Micrazoft Internet Directory s

[(]Do not list my name in the directony.

[ < Back ” Hest > ]l Cancel

Just click “Next” without checking either box.



4. You will see:

NetMeeting El

Specify the speed of pour connection to the network you
will be uzing to make MetMesting calls.

() 14400 bps maodem

() 28800 bps or faster modem
() Cable, D51 or ISDM

@L ik

[ < Back ” MNest > ][ Cancel

Select “Local Area Network” and click “Next”

5. You will see:

MetMeeting [z|

To help make Methdeeting easier to find, pou can put a
zhortcut on pour desktop, and/ar on the Guick Launch
partion of vour tagkbar,

[#]iPut a zhartcut to Metbesting on my deskiop

Put a ghortcut to MetMesting on my Quick Launch bar.

[ < Back “ Mext » l[ Cancel ]

Uncheck the second so that you'll just get a shortcut created on your desktop.



6. You will see:

Audio Tuning Wizard E|
This wizard will help you tune your audio settings.

Cloze all other programs that play or record sound, and
click Mest to continue.

< Back ]| ext > |[ Cancel

Click “Next”

7. You will see:

Audio Tuning Wizard El

ou should check to make sure that your speakers or
headphones are connected and that playback
vaolume iz acceptable,

To adjust the plavback walume, use the slider bar
below. Chck the Test button to hear a zample zound.

Walume

[ ¢ Back “ Mewxt » l[ Cancel

Click Next. We have no way to test the volume



8. You will see:

Audio Tuning Wizard

ou have tuned your settings.

If the other perzon in your meeting haz trouble hearing
you, pou should rn this wizard again,

To run this wizard again, choose Audio Tuning ‘wizard
fram the T ools menu.

< Back ]| Finizh |[ Cancel

Click “Finish”

9. Wait a bit and the following will pop up:

e NetMeeting - Not ina ... E“:,@

Call wiew Tools Help

=]
(=]
I @

Windows
NetMeeting

Dol [E] [e4]

ame

Mat in 4 call =

From now on when you either click on your desktop shortcut (if you had it create one) or
type in "conf", this is what you will see.



Hosting a NetMeeting Session

To automatically accept all calls select “Call”” and click on “Automatically Accept
Calls”

M NetMeeting - Mot in a Call [_ o
Call Wiew Tools Help
e Call, .. 0
Hask Meeting. ..
Meeting Properkies. ..

Log 2n ko Microsoft Internet Direckory:
Direckory

Lo Mok Disturb
v Automatically Accept Calls
Create SpeedDial, ..

Hang LiE
Exit

To share a Desktop or Application: Open Call > Host Meeting

# NetMeeting - Notina ... EHE|E|

(o8 View Tools Help

New Call... Chrl

Host Meeting. ..

Log On ko Microsoft Internet Directary
Directory

Do Mot Disturb
Autamatically Accept Calls
Create SpeedDial...

Exit
Exit and Activate Remate Deskkop Sharing

- | R [ .

Mame

Starts hosting a meeting,

Choose “Sharing” and “Only you can accept incoming calls”, Click OK



Host a Meeting

ﬂ Hosting a meeting starts a meeting on your computer and
f lets pou define some properties for the meeting. The

rmeeting will remain active untl you hang up.

Meeting Settings

Meeting Password: | |

[ Renuire seefy for this meeting (data only)

[#Timly you can accept incoming calls

[ Orly you zan place outgaing calls

Meeting Toolz
art thesze meeting tools:

Sharing []Chat

[ wihiteboard [1Eile Transfer
I 0K l ’ Cancel

teeting Mame: |Personal Conference /

)\

Before you initiate a call
check these boxes ONLY
if you want full control of
the NetMeeting session.
This means no one else in
your call can share a
document.

Now you want to pick the application/s you are sharing. Down in the left hand corner you
will see an icon with a hand. Click on that icon.

# NetMeeting - Not ina... E|§|®
Call Wiew Tools Help

i
Windows
NetMeeting

Dol [=] [e4]

Mame

la|le| |zl e

Matk in 4 call =]




You will see a list of available documents,

programs or applications that you have et R TR LITTE o)
opened at this time. You need to have the Share Programs
document, program or application open Select an item ta share with other people in the meeting, and

- then click Share.
S0 you choose it to share.

@ Dezktop

& BLM Mortana/D akatas Intem:
% Microsoft Excel - Baak1
@J Docurment] - Microzoft Word

< >

[]5hare in true color

Cantral

Click ta allows other people ta contral your shared programs or
desktop.

Choose the application and click Share.

= Sharing - Nothing

Share Programsz

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

ﬁ Desktop Share

i8] Diocument! - Microsaoft Word
(& BLM Montana/Dakotas Intemns

[ Share in true color

Caontral

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

When a user calls in, after you accept the call the only thing the user will see is the
document, program or application you chose to share.



How to find your IP address and Hosting Instructions

If you are hosting a meeting you will need to give your attendees your IP
address of your machine in order for them to connect to your PC. Select
“Help” from the Menu and “About Windows Net Meeting.”

Click on “Help”

Click on “About Windows
NetMeeting”




Your IP Address for your machine will now appear in the new window.

[Hame:

bt Wimdowes Mel Mestbing

This is where you
will find your
machines IP
address. This is
what you’ll give
out to your
attendees that you
you’re inviting to a
meeting.

Veesibn 301 (51 2600 5512)
Copryrignt & sicragofl Corporabion 1386220

10




When placing a call to another user make sure you know their IP address, type the IP
in the field below and click on the phone to execute the dialing.

#¢ NetMeeting - Not ina... EIEI@

Call Wisw Tools Help / Step 1 - Insert IP address here

v _L
| T————__| Step 2 - After you enter the IP
@ click on the phone to establish
Lf? j @ connectivity
Windows
NetMeeting

Dol [E] [es]

Marne

When you’re in a call, click on
the hand with the letter in it to

— share your documents. Note —
! ‘Q’!’@’ﬂﬁj = Make sure you open the
— e documents that you want to
share.
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