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Live Meeting Console Components
The Live Meeting console is made up of multiple components:

Presentation area in the middle of the console.
Control panels (panes) accessible on the top of the console.
Annotation and slide controls located on the bottom of the console.

CONTENT
The Content pane displays the list of resources (including documents, slides, and shared
resources) currently available for the meeting. Use this pane to add, access or manage
meeting content or handouts.

The following options are available in this pane:
Share
Thumbnails
Lock
Manage
Content SlideShow



*Option available only on branded customer sites.

ATTENDEES
The Attendees pane displays a list of all active participants and ways in which you can
interact with each participant.

The following options are available in this pane:
Invite
View
Find
Voice
Permissions
Rooms – Allows the Presenter to create Breakout rooms.*

Breakout rooms allow the presenter to separate the meeting participants into groups and
place each group in their own virtual room.

VOICE & VIDEO
Use this pane to view or manage meeting voice and video.

The following options are available in this pane:
Phone
Mute / Unmute Speaker – Includes Speaker Volume*
Mute / Unmute Microphone – Includes Microphone Level*
Show / Hide Video from web cam
Options
- Connect Telephone and Computer Audio*
- Audio/Video Tuning Wizard
- View Dial-In Details
View Current Speaker

Q&A (QUESTIONS AND ANSWERS)
The Q&A pane displays questions asked by meeting participants, so that presenters can
respond. Use this pane to ask, answer or manage questions and raised hands.

The following tabs are available in this pane:
Q&A
Manage

MEETING
Displays console branding and meeting information. Use this pane to display detailed
information about the current meeting.

The following options are available in this pane:
Invite
- By e-mail
- To Conference Call
Lobby



*Option available only on branded customer sites.

Lock
Exit
Exit and End Meeting

RECORDING
Use this pane to create and manage recordings for the current event.

The following options are available in this pane:
To My Computer*
To Server

Each participant can show or hide each pane in his or her console. As a pane is selected
a list of menu options is available. The pane can be detached from the top bar, and
display as a separate window or be docked into the meeting console. Each pane that is
displayed and docked will shrink the content of the presentation to be displayed.

As the organizer of a meeting, you can control which console panes are available to
participants. You can control these settings in two ways:

In advance of the meeting, in the Additional Features section of your Meeting
Options window or Meet Now options, configure the panes to be made available to
participants.

During the meeting, in the Attendee Permissions window, configure the panes to be
made available to participants.

The following steps can be used to manipulate the panes. You follow these steps with the
activity below.

To dock a pane:

1 Select the pane to open from the panes or command bar.

2 Select the pane option to view.

3 Position the cursor over the top of the pane, until the move cursor displays, and
the message Drag to make this panel float message appears.

4 Left click, and drag the pane to the desired location. As you drag the pane
around the console, different areas will be highlight to display a location the pane
can be docked.

To minimize a pane once it is docked, click the Minimize button on the pane’s title bar.
You can redisplay the pane at its full size by clicking the button a second time.

To close a pane, click the Close button on the pane’s title bar. You can redisplay the pane
by opening the pane from the pane menu.

To Move a Docked pane:

1 Left click the title bar of the pane.



*Option available only on branded customer sites.

2 Move to the desired location.

3 If the pane is closed while the pane is not docked, the next time the pane is
opened, it will be opened docked to the command bar.

In addition to managing panes, you and other participants can by changing the console to
Full Screen mode.

Content

SHARE CONTENT
There are multiple methods of sharing. You can share information any of the following
ways:

Add File to Meeting
Add a specific file to the meeting to be viewed or edited

Share an Open Program
Display a specific application currently open on the desktop.

Share the Desktop
Display the entire desktop, and all applications.

ADD FILE TO MEETING
Add File to Meeting will upload a file, located on the presenter’s computer, to the meeting.
To share the file, perform following tasks

Add File to Meeting will either upload the file from the presenters’ computer to the Live
Meeting server, or open the file on the presenters’ computer and display the file to all the
participants in real time. To share the file, perform following tasks:

1 Click Content to display the Content pane

2 Click Share and select Add File to Meeting, and click one of the following options:

View
Select this option to display a copy of the file. Other participants will be unable to edit this
file.



*Option available only on branded customer sites.

Choosing this selection simply uploads the file from the presenters’ computer to the Live
Meeting servers. The file will then be displayed on all the meeting participants’ computers.

Edit
Select this option display an editable copy of the file. All participants will be able to edit
this file.

This selection opens the chosen file in its designated program to be displayed to all
attendees.

3 In the Choose a document to share window, select a document and click Open.

4 Depending on the choice you made in step 2, the following actions will occur:

- View
In the Import to Live Meeting window, click Continue. Windows will display the
progress of content being uploaded.

After the content has been uploaded to the server, click the document in the
Content panel.

- Edit
The file will open in its designated program and Live Meeting will automatically
display the content to all participants.

In the Sharing Command bar, Click the End sharing and return to Meeting Console blue
arrow.

SHARE AN OPEN PROGRAM
Share an Open Program will display an application that is currently opened on the
presenter’s computer. The following steps can be used to Share the application.

1 On the Content pane, click Share.



*Option available only on branded customer sites.

2 Select Share an Open Program, and then click the program to be shared. Live
Meeting enters Sharing mode (in your console only), and the program and its
content will be visible to all participants.

3 In the Sharing Command bar, click the blue arrow to end sharing and return to
meeting console.

SHARE THE DESKTOP
Sharing the desktop is a method, for sharing all programs currently open on the
presenter’s desktop. Any content that is viewable on the presenter’s computer will be
viewable by all participants in the meeting. To share the desktop, perform following tasks:

1 On the Content pane, click Share.

2 Select Share the Desktop, and click one of the following options:

- All
Select this option to share all activity on your computer

- Selected Area
Select this option to share a portion of your desktop within a Sharing frame. Then,
move and resize the Sharing frame to the area to be shared

3 In the Sharing Command bar, click the blue arrow to End sharing and return to
meeting console.

Live Meeting enters Sharing mode (in your console only), and the desktop is visible to all
participants.

DISPLAY CONTENT
Once resources are added to Live Meeting, they appear in the Content pane of the
console, where you can reorder or rename them as needed. If a resource contains
multiple parts (for example, a PowerPoint file made up of several slides), each part is
displayed in a secondary panel, called the Thumbnails pane, when you click the resource
in the console.

The following steps are used to display content that has been imported.



*Option available only on branded customer sites.

1 In the console, click Content.

2 In the Content pane, click the content to be displayed.

DISPLAY MULTIMEDIA CONTENT
1 In the console, Click Content.

2 In the Content pane, click the multimedia content to be displayed.
When the content is loaded in the console, the playback buttons will be available.

3 Click the play button to start the multimedia content.

MANAGE MULTIMEDIA CONTENT
After the multimedia content has loaded on the attendee’s local system, they will be able
to control playback on their own system using the controls located at the bottom of the
console.

The Presenter has the ability to lock and control playback of the content, by clicking lock.

LOCK THE CONTENT
The current presentation can be locked, so only the selected presenter is able to manage
the current presentation. This prevents other presenters from accidentally taking control
of the meeting.

Perform the following steps, to lock the content to a specific presenter:

1 On the Content pane, click Lock.

2 Select the presenter to manage the presentation.

ROTATE SLIDES
The presenter has the option to have the slides rotate automatically using a set timing
between slides.

To setup rotating slides:

1 Select the content to be displayed.

2 On the Content pane, click >> and select Content Slideshow.

3 In the Content Slideshow window, select the seconds between page changes,
and click Start.
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The pages will now display for the set per number of seconds, and then automatically
display the next slide.

To stop the rotating slides:

1 On the Content pane, click Content Slideshow.

2 In the Content Slideshow window, click Stop.

ANNOTATE SLIDES
The key to a successful presentation is making it easy for attendees to follow along. Using
annotations is an effective way to guide attendees through a presentation, emphasize or
illustrate key ideas during the event. With the annotation tools in Live Meeting, you can
add text, draw lines and shapes, and add stamps to any imported resource, or to any
Whiteboard or Snapshot slides. You can also highlight areas of importance by using the
pointer or highlighter tools. After adding annotations, you can move them, copy and paste
them, delete them, or clear all annotations at once. You can also use the Edit menu
commands to copy, paste and delete annotations.

Note: Using the Clear Annotations on the Annotations toolbar, you can only clear annotations
on one slide or page at a time. To clear all annotations for the resource with one click, you can
use the Manage Meeting Resources window.

Annotation Tools are located at the bottom of the console in the Context Bar.

The following lists the annotation tools and describes how to use each tool:

Select Annotation Use the Select Annotations tool to select an annotation that you
added. To move an annotation, delete it, or use it with Edit
commands such as Copy, you must first select the annotation
by using this tool.

Pointer Use the Pointer tool to point to information on the slide, similar
to how a laser pointer works.

Draw Text Use the Draw Text tool to add notes or a comment to a slide.
Draw Freehand Use the Draw Freehand tool to draw lines, arrows, and shapes.
Color Picker Pick the color of the text or lines to draw.
Highlighter Use the Highlighter tool to highlight an area, similar to how you

would use a yellow marker to underline a passage in text.
Check Stamp Use the Stamp tool to add an arrow, check mark, or X to the

slide.
Clear Annotations Use the Clear Annotations tool to remove all annotations from a

slide.

To allow the attendees to use annotations during a meeting, follow these steps.

1 Click Attendees in the command menu.

2 In the Attendees pane, click Permissions.


