RESULTS Live Meeting Training – Participant Orientation


System Requirement to participate:
Computer with audio capability using either speakers and a microphone or a headset.
1. Systems Check
If you are First Time User, to perform system check and load Live Meeting client software in advance of your session enable your participation without delays.
First Time Users
To save time before the meeting, check your system by clicking on http://go.microsoft.com/fwlink/?LinkId=90703
2. Join Meeting
 Find you confirmation email or scheduled meeting time in your calendar with details of your meeting.  Select the Join the Meeting link.

[image: ]
3. Perform Sound Check 
Use Voice & Video, Options, Set up Audio and Video.
Go through the Wizard with checking headphones/speakers and microphone.
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4. Unmute Microphone 
 Go to Voice & Video and ensure that your microphone is un-muted.
[image: ]

5. Give Feedback
Feedback enables you to select from pre-set responses.   The responses are set by the instructor.
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Summary of responses by can be viewed via Attendees.
[image: ]
6. Questions and Answers 
Q/A allows you ask, edit or delete your questions.  Just enter your question in the text box and the Ask Button.
[image: ] 	Raise your hand to ask a question by microphone
Ask	Ask your question
Edit   	Edit your question
[image: ]          Delete your question
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Note that participants will not have “Manage” tab function.
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Suject Testing

When: 10/9/2009 11:30 AM (PDT)
Where:

Your registration has been confirmed for the following:
Meeting fitle: Testing Session 1
Tnstructions for Joining the Meeting

Join the meeting
Confirmation mmber: p34res3£40l4gbnx

Audio Information
Computer Audio
To use computer audio, you need speakers and a microphone, or a headset

First Time Users
To save time before the meeting, check your system by clicking on http://go microsoft.com/fwlink/?Link]d=90703

Meeting fitle: Testing Session 1
Meeting time: 10/9/2009 11:30 AM (PDT)
Event fitle: Testing

For assistance, visit Live Mecting Help and Support:
httpy/x office microsoft. comviidLiveMeeting?p1=12&p2=en US&p3=1 MInfo&pd=support

Notice
Microsoft® Office Live Mecting can be used to record meetings. By participating in this mecting, you agree that your communications may be monitored or recorded at any time during the
‘mecting.

‘This email was sent by Microsoft® Office Live Meeting on behalf of Microsoft's customer. Please refer to Microsoft's privacy statement for additional information.
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