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Text Box
To join a UTEX Scientific Sametime Meeting, type "meeting.utex.com" into the address bar.

NOTE: do not add www. to the beginning of this address.
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To attend a scheduled Meeting, Click here.
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Do not login here.  This is for UTEX staff only.
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Select the correct meeting, and press the "Attend" Button
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Any meeting you have been asked to attend should be in the "In Progress" section.

If you cannot find the meeting, you can check the "Today" and "Scheduled" sections as well.
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The Start-up steps may take a few moments.
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Remember to answer yes to any security warnings that may appear.
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Once prepared, the Meeting will ask you to identify yourself.

Enter Your Name here.
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Enter the password that you have been supplied for this meeting.

moleskiw
Text Box
Then Press the OK button.
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You are now in the Meeting! 

All participants will show up in this window.
To Chat with a specific person.  Double click on their name and a chat dialog will open.

To Chat with the entire group, Use the Group chat section below
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If you are asked to share your screen, you will have to start presenting.

Press the
"Start Presenting"
Button to begin.
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The meeting chair, or the current person presenting will have control of what is shown in this region (Slides, screens, whiteboards, etc)
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Now that you are presenting, you have control over the Tabs above.
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If you have been asked to share you screen, Press this tab.
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To show your screen you press on "Share Screen...
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Once you have chosen to share your screen, this dialog will appear.
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In most cases you will be asked to share the entire screen. (especially if shared control is required)

moleskiw
Text Box
Select above and press OK to continue.
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This region now indicates that your screen is showing for the other meeting participants.

Your entire screen, or application shared will show an orange border around it.
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To allow control of your system by a meeting participant, click "Allow Control"
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