OCIO Live Meeting Hints

· Prepare yourself and your attendees for the meeting.
· Get your list of attendees together and send them an invitation to the meeting as soon as you can.  Once the invitation is sent out, the meeting space is reserved on the Live Meeting servers and you and your guests have access to the “room”.  

· Send a follow-up email to your attendees encouraging them to try to log into the meeting space that you’ve reserved for them prior to the meeting.  They can use the invitation that you’ve sent them at any time by clicking on the “Join Now” link.  If they’re going to have problems connecting, it’s best to find those out prior to the meeting.

· Another wonderful thing about sending your invitations out early is that you can prepare the room well in advance of the actual meeting date.  Please take the time to upload your meeting content as soon as you can to your meeting space.  It will take a while to upload and convert the files (the conversion happens automatically) to the Live Meeting format.  There’s no need to wait ‘till the meeting day to scramble on this point.  Use the time before the meeting for things more important than watching the blue “upload” bar grow.

·  Ensure that the machine that you’re going to use to attend or present the live meeting is up to the task.
· By verifying that the machine exceeds the specifications Microsoft has posted for using Live Meeting. (Those specifications are posted at the end of this hint sheet.)   Try to go a little above and beyond what these spec’s say.  For example; you’ll be much happier with the performance of your presentation if your machine has a gigabyte of RAM rather than the 256 megabytes that Microsoft mandates that you have to squeak by. 

· By doing a “dry-run” with the meeting content.  Make sure that everything that you will be sharing during the meeting (i.e.: PowerPoint Presentations, large Word documents, etc… ) runs well / fluidly outside of the actual Live Meeting.  If the presentation content doesn’t run smoothly outside the Live Meeting, please know that it will only run worse during the meeting when more of the machine’s resources are being used.

· By prepping the machine for the meeting.  Try to close all of the non-essential programs to your Live Meeting prior to meeting.  There’s no reason to be running your most machine hungry programs (Access, Lotus Notes, indexing agents or the like) during the meeting if you don’t plan on presenting them.  Please keep the open programs to a minimum.

· If you have any problems or questions as you prepare for your meeting ask for some help!

· Our Live Meeting team at the OCIO is here for you.  We offer Live Meeting consulting on everything from your hardware to advise on do’s and don’ts during your presentation.

· Check out our website at https://portal.nebraska.gov/sites/ocio/ocs/default.aspx for helpful documentation, quick reference cards, latest software downloads and more!

Thank you for taking the time to read these hints!  If you have any questions, please let us know!

Dean Jeffrey

OCIO OCS Engineer 
	Component
	Requirement

	Display resolution
	Required: Super VGA 800x600, 
Recommended: Super VGA 1024x768 or higher 

 Note   Microsoft Windows XP Tablet PC Edition portrait mode is supported. 

	Operating system
	Windows Vista operating system, 32-bit and 64-bit (running in 32-bit mode)1

Windows XP Professional with Service Pack 1, Service Pack 2 (recommended)

Windows XP Professional x64 Edition in 32-bit mode

Windows 2000 Professional with Service Pack 4 and latest version of DirectX (required) 

Windows Server 2003 with Service Pack 1 

	Computer/processor
	Data and Voice: 500-megahertz (MHz) or higher processor, Intel Pentium-compatible
Webcam video: 1 GHz or higher
Microsoft RoundTable: 1.8 GHz or higher 

	Memory
	256 megabytes (MB) of RAM
Recommended: 512 MB 

	Disk space needed for installation 
	125 MB

	Video memory
	Video card with 64 MB of RAM (video RAM or VRAM) and Microsoft DirectX application programming interface generation

	For VoIP
	Sound card, speaker, and computer microphone

	For sending video
	Webcam or Microsoft RoundTable device

	Bandwidth requirements
	56kbps for data, 80 kbps for voice (50 kbps min), 350 kbps for video (50 kbps min), 700 kbps for Office RoundTable (100 kbps min)2

	Recording playback
	Office Live Meeting Replay format:
Flash Player version 9 or higher
Windows Media Player version 9 or later (version is checked when the meeting client starts) 

	Other software
	Microsoft Office PowerPoint 2002 or later presentation graphics program or Microsoft Office Standard Edition or Professional Edition (which includes PowerPoint software) to upload presentations.

Adobe Flash Player 9 or higher to view Flash content in the meeting. On Windows Vista, Adobe Flash Player 9.0.45 to view Flash content in the meeting. 

Windows Media technologies player, version 9 or later (version is checked when the meeting client starts). 


