Microsoft® Office Live Meeting
Video Controls

The Video Controls feature for Microsoft Office Live Meeting (Click to Meet) is an add-in
component to Microsoft Office Live Meeting, which enables live video during your
meeting. This comprehensive guide introduces Video Controls for Microsoft Office Live

“ Interca". Meeting and walks you through each setting.

System Requirements

For more information:
800.374.2441

. OS and Software Requirements
www.intercall.com

+ Microsoft Windows Operating systems

+ Windows 2000 Professional

+ Windows XP Professional Edition

+ Windows XP Home Edition

+ Microsoft DirectX 8.1 or later should be installed capabilities.
+ Microsoft Internet Explorer Version 6 or higher

Hardware and Configuration Requirements

Best quality video and audio (QCIF at 30fps with 4 to 6 videos opened; CIF at 15fps, 1 to
3 video windows open)
+ Pentium 4, 1.5-2.53 GHz, 256- to 512-MB RAM (Windows XP)

High-level video, audio and presentation (QCIF at 15 fps with 4 video windows open; CIF
at 15 fps, 1 or 2 video windows open)
+ Pentium Ill, 800 MHz, 256-MB RAM (Windows 2000 or Windows XP)

Mid-level video, audio and presentation (QCIF at 15 fps with 4 video windows open)

+ Pentium IIl, 500 MHZ, 128-MB RAM (Windows 2000 or Windows XP)

+ The video frame rates can be increased in anyone of these configurations. To
increase video frame rates, decrease the number of video windows or the vide
window size. For example, with the recommended system, you could open up 6 to
8 SQCIF video windows.

Webcam Video out - USB (1 or 2)

west InterCall is a subsidiary
of West Corporation
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Firewall Configuration*

Port Purpose
TCP Port | CUData protocol (T.120 data)
1503

TCP Port | Outgoing Conference Client connection to  a
7648 Conference Server or another Conference Client

TCP Port | CUData protocol {(moderation)
7650

UDP Port | Sending/receiving RTP video streams
56800

*Optional Tunneling Plug-in: Port 443

Video Controls for Microsoft Office Live Meeting

To enable a connection between Click to Meet and Live Meeting, you must add your
video controls URL in the Live Meeting user interface. This section describes the URL
configuration procedure. You must configure the URL both in the Meet Now Options page
and in the Scheduling Meeting Options page.

To configure the URL in the Meet Now Options page

1 Loginto Live Meeting and click Meet Now Details in the My Home page. The
Meet Now Details page displays.

My Home MY Home
Meet Meet Now
Schedule Meeting SJ o
et Mow:
Maek Mow
Join Meeting Meet Mow Details

2 Click Meet Now Options. The Meet Now Options page displays.
3 Click Additional Features and scroll down to the Streaming Media Custom Frame
option.

D Streaming Media Cusktom Frame
Attendes LRL: | | Frarme Height: I:l pixels
Presenter URL: | | Frarme Height: I:l pixels

4 Check the Streaming Media Custom Frame checkbox and type the Video
Controls URL (including the virtual room number for the required user) in both the
Attendee and the Presenter field.

Note: The URL should be in the following format:
http://intercall.glowpoint.net/clicktomeet/mini?ID=XXXXX
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(XXXX is your virtual room number)

5 Enter a Frame Height (recommended Height is 250)

Streaming Media Custom Frame

Attendee URL: |htt|:u:,l',l'interu:all.gluwpuint.netﬂ Frame Height: pixels
Presenter LIRL: |htt|:|:,I',l'intercall.gluwpuint.netﬂ Frame Height: pixels
6 Click OK.

To configure the URL in the Scheduled Meeting Options page

1 Login to Live Meeting and click Schedule Meeting in the My Home page. The
Schedule Meeting page displays.

My Home Schedule Meeting
Use the Address Book or bype e-mail addresses, separated by a semi-colon, to invite participants to your
Meet meeting. To send the invitations, click Send Invitations. To save the meeting without sending invitations,
Schedule Meeting click Save,
IMeet Mow 1 S - . p
mportant Separate meeting invitations are sent to presenters and to attendees, All participants' names wil
Join Meeting appear on the To line of the invitation,
Manage Attendees: ‘ ﬂ
-~
Meetings
| Presenters: -
User Preferences =
Address Book Subject:* | |
Ewvents .
Location: | |
Yiew
Reports
public Events Start:* wsrzeizons | B [8 =] Ja0 =] [am =]
End:* usjzejzons | [5 =] [ao =l [am =]
Enter dates in MMJDD Format,
Time Zane:* | (GMT-08:00) Pacific Time (US & Canada) =

Occurrence:™® I one ktime meeting - l

Meeting and its contents expire 365 days after the meeting end time, For details, click Meeting
COptions, and then click Expiration,

Audio: * |Teleph0ne conferencing =

All meeting participants use phone conferencing:
InterCall: +1 (720) 356-3530 +1 (5858) 802-6589 Participant Code: 6456963

Meeting Options

2 Click the Meeting Options button at the bottom of the page. The Meeting Options
page displays.

3 Click Additional Features and scroll down to the Streaming Media Custom Frame
option.

D Streaming Media Cusktom Frame
Attendes LRL: | | Frarme Height: I:l pixels
Presenter URL: | | Frarme Height: I:l pixels

4 Check the Streaming Media Custom Frame checkbox and type the Video
Controls URL (including the virtual room number for the required user) in both the
Attendee and the Presenter field.
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Note: The URL should be in the following format:
http://intercall.glowpoint.net/clicktomeet/mini?ID=XXXXX
(XXXX is your virtual room number)

5 Enter a Frame Height (recommended Height is 250)

Streaming Media Custom Frame

Attendee URL: |htt|:u:,l',l'interu:all.gluwpuint.netﬂ Frame Height: pixels
Presenter LIRL: |htt|:u:,l',l'interu:all.gluwpuint.netﬂ Frame Height: pixels

6 Click the Set as Default button to use the same URLs each time you schedule a
meeting.

%et as Default 0K Cancel

Note: Setting as Default means the video controls panel will appear in “every” meeting
moving forward.

7 Click OK.

Accessing the Video Controls User Interface

You access the Video Controls when participating in a Live Meeting session via the Live
Meeting More Panel. This section describes how to access the Video Controls user
interface.

Note: To view Video Controls, your More window must be either floating or docked around
your presentation. If the window is viewed as a drop-down from the menu items at the
top, Video Controls will not display properly. To move this window, please click the drop-
down for More, and use your cursor to drag the pane from the top.

Microsoft Office Live Meeting - livemeeting.com - ¥ideo meeting

"Eﬂl:nréﬂng | Mare
A by R ,\JDrag to make this pane Aoat b

Video Controls
for Microsoft® Office Live Meeting

Click here to install Click to Meet
Conference Client

Clicking Click here to install Click to
Meet Conference Client means you
have accepted the terms of the End-User
License agreement,
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To access the Video Controls user interface

1  Viathe Live Meeting More Panel, click the Click here to install Click to Meet
Client link. The File Download dialog box displays.

Powered by R/\D 1SION

Video Controls
far Microsoft® Office Live Meeting

Click here o install Click to Meet
Conference Client

Clicking Click here to install Click to
Meet Conference Client means you
have accepted the terms of the End-User
License Agreerment,

2 Click Open to run the clicktomeet.exe file for installing the Click to Meet
Conference Client. Optionally, you may click the clicktomeet_tunneled.exe file if
your version of Click to Meet supports tunneling. After running the file, the Click
to Meet License Agreement dialog box displays.

File Download - Security Warning E
Do you want to 1un or save this file?
ﬁ Mame:  clickkomest. exe
Type. Application, 7.21 ME

From; intercall. glowpaint.net

Run ][ Save ][ Cancel ]

‘while files from the Internet can be useful, this file type can
@ potentially harm your computer, IF pou do not trust the source, do not
fun or save this software. What's the risk?

3 Select | accept the terms in the license agreement and click Install. The
InstallShield Wizard installs Click to Meet Conference Client and the InstallShield
Wizard Completed dialog box displays.

' Click to Mee! Conference Client - InstaliShield Wizard

Licenir Ayrocment
Plassa read Hra hollovang bosnee sqresmant carefully, CLLCKHMEEI

SRR e CL

-

RAIVISION SOFTWARE LICENSE AGREEMENT

[RADVERION Ins CRADVESIONT is providme you s bomnas o the ssporiassd
ofturme (e~ Salware™) and relsied prided or eleriseeds malerads (The
Doswme miation™) wabiest 10 the Lams of Las Hoflerme Licenss A gresnod (the

*Agrermest

BPORTANT - PLEASE READ CAREFULLY
[THES [5 A LEOAL ACREEMENT EETWEEN YOU AND RADVISION FOR THE
SOFTWARE, WIHICH DICLUDES COMPUTER SOFTWARE AND RELATED: ¥
(=) gmpi B b in e boseern sgressart!
HD g otk et Lt R b the Rk ey swviend

4 Click Finish. The InterCall Video Controls for Live Meeting login screen displays.
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3 Click to Meet Conference Chont - InstallShicld Wizard

Ttttk Wizard Cosmjleted

The Ireck sliTtesid Wizmnd hass suecessiuly etabed Chok b Mase
Cordarancs Cherk, Ok Frrish £5 i B mtardd,

=]

Note: If you cannot connect and the Click to Meet installation does not include tunneling,
the system will prompt you to install the tunneling option and will try to connect you.

Logging in as a Meeting Presenter

To log in as a presenter

1  Click the Meeting Organizer must sign in here link.
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< Microsoft Office Live Meeting - rtcppe.com - Meet Now: Kristen Kosnak - B x
Conkent | Attendees (1) VYoice®video Q24 Mesting | Maore 3 N ERENR

Powered by RAD  ISION

Video Controls
for Microsoft® Office Live Meeting

Add Video 2 Join As Presenter -- Web Page Dialog

Please sign in as the Presenter to start this mesting.

User N ;
gl Meeting Organizer rust sign in ser Name: lknsnak
fixs Password: T

Disconnected 4,3.200. 164

I Remermber my password
Share = Thumbnals Lack = 3%

Cancel

httpe jfintercall. glowpoint.netfdicktom 4 Internet

W,

2 Your user name displays in the User Name field. Type your password in the
Password field and click OK.

Note: Check Remember my password to automatically sign in when you click the Meeting
Organizer must sign in here link in the login screen. Your user name will display in the format
Meeting Organizer must sign in here (your user name). The live conference view displays.

VIEWING STATUS ICONS

The following status icons display in the presenter live conference view:

+ Meeting Presenter indicator—indicates that the current participant is the Meeting
Presenter.

g

+ Layout synchronization indicator—indicates the status of the Synchronize Layouts
option.

&

+ Network icon—Click to display the Local tab in the Current call section of the Click
to Meet Conference Client Control Panel. For more information, see Viewing
Endpoint Bandwidth Information on page 31.

EL
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Note: A tool tip on the network icon indicates the current send/receive rates, and whether or
not tunneling is enabled. The tool tip is automatically updated approximately every 2 seconds.

Logging in as a Meeting Attendee

To log in as an attendee:

Click the Add Video button.

Video Controls
for Microsoft@ Office Live Meeting

Add Video

Note: A Video Controls session can start only when the presenter is connected. When the
presenter is not yet connected, attendees are displayed in a “lobby” view. Attendees remain in
the “lobby” until the presenter connects and starts the meeting. In the lobby view, no audio or
video interaction with other meeting participants is possible. When the presenter connects and
starts the meeting, attendees are automatically moved to the live conference view.

Enabling Automatic Login
This section describes how meeting presenters can enable the Video Controls automatic
login feature.

To enable automatic login
1 Your user name displays in the User Name field. Type your password in the
Password field.
2 Check the Remember my password option and click OK. The next time you
access the login screen, your user name will display in brackets in the Meeting
Organizer must sign in here link.

<l Join As Presenter. - Web Page Dialog

Please sign in a5 the Presenter to start this meeting.

User Mame: 1Dan Uhlmeyer

Password: ]"""

W Remember my passward

oK | Cancel

Disabling Automatic Login

This section describes how meeting presenters disable the Video Controls automatic login
feature.
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To disable automatic login

1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The General tab of the Options dialog box displays.

Lot e r
[ Actions | [
Lock Down Meeting 1
Terminate Meeting

Enter Moderator Password..,

¥ Send Yideo
Pause Yideo
Preferences. ..
Statistics

‘ Options...

Help
About

Disconnect v

alep

Connected - 1 participant{s)

2 Click the (Reset) link. The Automatic Login text changes to “No automatic login
is setup.”
3 Click OK.

Defining Your Nickname

This section describes how meeting presenters and attendees can define the name that
will be displayed while in a meeting.

To configure a nickname

1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The General tab of the Options dialog box displays.

General | Virtual Room  Meetings My Password

Click to Meet for Microsoft Office RTC Settings

My Mickname: & | display name of the last user o log in
" Use Custom
My Language: English

Sign In

Autornatic Sign In: You will be automatically signed in as Dan Uhimeyer (Reset),

Changes will take effect the next time you connect Ok Cancel

2 To configure your current user name as your nickname, select the Use display
name of the last user to log in option.

3 To configure a nickname that is different from your current user name, select the
Use Custom option and type the required name.
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General VirtualRoom  Meetings My Password

Click to Meet for Microsoft Office RTC Settings -

My Nickname: & Use display narme of the last user o log in
" Use Custom

My Language: English +

~Sign In-

Automatic Sign In: No automatic sign in s set up.

Changes will take effect the next time you connect OK Cancel

4 Click OK. The changes will take effect the next time you log in.

Changing the Default Language
This section describes how meeting presenters and attendees can change the default
language of the Video Controls user interface.

To change the user interface language

1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The General tab of the Options dialog box displays.

2 To change the user interface language from English, select the required
language from the My Language drop-down list.

General  WirtualRoom  Meetings My Password

Click to Meet for Microsoft Office RTC Settings

My Nickname: & Use display name of the last user to log in
" Use Cugtom

My Language: |English =
English

Korean

Sign In

Automatic Sign in is set up.

Japanese

French

German

Spanish

Italian

Chinese (Simplified)

Changes will tal Chinese (Traditional) g you connect oK Cancel

3 Click OK. The changes will take effect the next time you log in.
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Viewing Virtual Room Settings

This section describes how meeting presenters and attendees can view the virtual
meeting room settings of a meeting.

To view virtual room settings
1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The Options dialog box displays.
2 Click the Virtual Room tab. The Virtual Room tab displays.
3 View room ID and name settings in the Virtual Room Settings section.

General  ¥irtual Room  Meetings My Password

Virtual Room Settings

D: FI6TS3
Harne: |DanUhImeyer

[ Password-Protected

[ confirm: [

Moderator Password:  |eseses Confirm:  |essesss
Changes will take effect the next time you connect QK Cancel

4 Click OK. The changes will take effect the next time you log in.

Adding Password Protection to Your Meeting

This section describes how meeting presenters and attendees can add password
protection to a meeting.

To add password protection

1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The Options dialog box displays.

2 Click the Virtual Room tab. The Virtual Room tab displays.

3 Check the Password-Protected option to define and confirm attendee and
meeting presenter passwords as required.

General ~ Wirtual Room  Mestings My Password

Virtual Room Settings

1D FI6753
Name: DanUhlmeyer

Password: | Confirm: |

Moderator Password: [esssss Confirm: [essses

Changes will take effect the next time you connect O Cancel
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Changing Your Password

This section describes how meeting presenters and attendees can change their Video
Controls password.

To change a password

1 Inthe login screen, click the Actions button and select Options from the drop-
down list. The Options dialog box displays.

2 Click the My Password tab. If you have not yet logged in, you will be prompted to
type your current password. The My Password tab displays.

General  “irtualRoom  Meetings My Password

Password Modification

Change my Click to Meet password

Old password:

|
New password: |
|

Confirm passward:

Changes will take effect the next time you connect Ok Cancel

3 Type your old and new passwords, confirm the new password, and then click OK.
The changes will take effect the next time you log in.

Viewing the Video Controls Help

This section describes how meeting presenters and attendees can access the Video
Controls Help.

To access Video Controls Help

In the login screen, click the Actions button and select Help from the drop-down list. The
Video Controls Help displays.
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[ Actions | Change Layout
+  Yideo Caption

Kristen Kosnak Synchronize Layouts

Discontect »
Lock Dowr Mesting

Terminate Meeting

Enter Moderator Passwaord.

Send Yideo
Pause Yideo
Preferences...
Statistics
Dptions. ..

Help

Zonnected - 1 participant{s) 3J "i'-%? About "

Viewing the Video Controls About

This section describes how meeting presenters and attendees can view licensing and
version information about Click to Meet.

To view licensing and version information

In the login screen, click the Actions button and select About from the drop-down list. The
About dialog box displays.

Actions SRS -

Lock Down Meeting
Terminate Meeting
Enter Moderator Password. .,

~  Send Yideo
Pause Yideo
Preferences...
Statistics
Cptions...

Help
‘ About

gley

Disconnect v

Connected - 1 participant{s)




