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Live Meeting Webinar User Guide

This document provides instructions on how to use the Microsoft Live Meeting tool as a webinar attendee. 

Step 1: Click on the link provided to you in your meeting email invitation.
Step 2:  If you see the pop-up below, click on the “OPEN” button.  This will allow you to open live meeting without installing it on your computer. (You may see this pop-up before Step 3 or after Step 3)
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Step 3: Type your full name in the “name” field and enter the Meeting ID and Meeting Key that were provided to you in your email invitation then click on the Join Meeting button. (See Step 2 if file-download pop-up appears)

Note: If the Meeting ID and Meeting Key are already displayed in the appropriate fields, there is no need to delete them and retype the information.
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Step 4: If you see this screen after you click on the Join Meeting button, DO NOT re-enter the meeting.  You can either minimize this screen to show the live meeting console, or you can click on the “live meeting” tab on your tool bar at the bottom of your computer screen.

Note: If you accidentally log out of the meeting, click on the Re-enter Meeting button to log back in. You many need to locate the Meeting Entry Page tab on the tool bar at the bottom of you computer screen.
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NOTE: Audio and Recording Setup Pop-up: Once you are in Live Meeting you may see a pop-up regarding phone conferencing.  You should click on the “ok” button OR exit out of the pop-up to continue to Live Meeting.

Step 5: Now that you are in the live meeting console you will see two windows.  If you wish to expand the presentation window, go to the tool bar at the top of the screen and select the full screen mode button.

Note: If you are having trouble viewing the full presentation, it is recommended to use the full screen option.
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Step 6: To go back to the normal view of the live meeting, go to the bottom left-hand corner of your screen and select the square icon and then select “normal view” from the list.
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Step 7: During the webinar, if you have a question, you can enter it into the Questions and Answers box that displays at the bottom right of the screen.

Note: You must be in “normal view” in order to enter a question. If you are in full screen mode, refer to step 6 to return to “normal view”.
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(If you are having technical issues at any point during the live meeting webinar, please call 717-763-3200 for assistance. 

11/17/2008
Page 1

_1271751632

_1271762527

_1271763645

_1271764935

_1271751722

_1271750438

