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Using Microsoft NetMeeting Software

This document takes the user through an exercise highlighting the collaborative features of Microsoft
NetMeeting. The primary function of the software that is utilized in this exercise is Desktop Sharing. This feature
allows users to collaborate on any program that resides on other users’ computers that are in the NetMeeting.

1. First, right-click on the MSN MESSENGER ICON that is located in the the system tray. ﬁ
Ll

Currently, the icon shows the user that he or she is not logged into the service.

2. Ifthe computer has never had anyone sign into the MSN Messenger Service, you i

should have only the OPEN submenu option. Click OPEN to start the

SIGN-IN process.

MSH Messenger Service |

msn*" Messenger Service

Get a free Pazzport

“r'ou need a Microsoft Paszport to zigh in.

If pou have a Hotmail aceount, then you may use it as powr Passport, Click Mext to
continue.

If you don't have a Passport, click below to get one.

Get a Pazzport |

FA Hotrmail [nbow

Send an nstant eszage k
i Status 3

Click the GET PASSPORT button to start the
registration process. This will spawn a browser
window in which you will have to enter
information to register for MSN Messenger
Service. Remember to write down your
SIGN-IN NAME AND PASSWORD for
future reference.

4. Once you have registered, return to the MSN Messenger Service program and click NEXT to

complete the actual SIGN-IN process.
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5. Enter your SIGN-IN NAME and PASSWORD that you submitted when
you registered for a PASSPORT account with MSN Messenger Service.
If'this computer is ONLY used by you, you can check the ‘Remember
name and password on this computer’ box.

6. Click the NEXT button to complete the sign-in procedure to MSN
Messenger Service.

for Mississippl

Provide Passport informahion

“our Passport signdin name will be used to sign you in.

Sign-in name:; ||

Examples: name_123@hatmail. com
myname@msn, com
exrample@passpart com

Password.

™ Remember my name and password on this computer

7. Ifitisthe first time a user has used the program on the computer, you will see a
CONGRATULATIONS message on the following screen. Click the FINISH button to

complete the process.

msn"- Messenger Service

Congratulations! Setup is now complete.

Y'ou have successfully set up this program.

Clicking Finish will zign wou in.

M5H Messenger Service x|

8. Return to the MSN MESSENGER program window and you will see the
notification that your computer is trying to sign-in with MSN.

9. [Ifyousuccessfully sign-in to the service, the MSN MESSENGER ICON
will have transformed in to a single person
withno ‘X through the icon. e 2

Signing In...

10. Open the NetMeeting program by clicking on START > PROGRAMS > COMMUNICATIONS >
INTERNET TOOLS > NETMEETING. If NetMeeting is not located in this folder, it should be either

on the desktop or by clicking on START > PROGRAMS.

k

BB Acces k Accessibiliy
Adobe A} B Communications

-

Floppy Dizk &daptor for Memony Stick — # b ultimedia

HTHML Progs r Suztern Tools r L Mettdeeting
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11.

12.

13.

14.

15.
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¥ NetMeeting - Mot in a Call

IS E3

Click the PLACE CALL button that is located in the top right corner of the

Cal Misw Tools Help

program window. The button has a phone drawn in the center of it.

The PLACE A CALL window will appear after depressing the PLACE CALL
button.

Click the ADDRESS BOOK to search for the person that you wish to
communicate with in the exercise. In our exercise, this person will be located in
the other group that you have paired with. You will need their SIGN-IN NAME
to search for them.

Place A Call EHE
‘NolmacaH |.@
Enter the address of the person to call
To | |
Using: IAutomatic j

™ Require security for this call [data only]

3] [e5] I
—0

Cancel |

j EE To add a contact to your Messenger list open Messenger and click Add.
I"M..ﬂmg.
w— ' B contacts Currently Online
5 None
B contacts Not Online
5 None

When the FIND SOMEONE window
appears, click the OPEN MESSENGER

i If your screen looks like this, click
hyperlink to add a contact.

the OPEN MESSENGER hyperlink

to add a contact to call.
More Infurmatiun.../
Open Messenger...

IS[=] E3

i M5M Messenger Service
Eil=

Wiew Toolz Help

S & B

Call Page

When the MSN Messenger Service window opens, click the
ADD CONTACT button to start the ADD CONTACT process.
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16. Inthe ADD A CONTACT window, click the BY
E-MAIL ADDRESS OR SIGN-IN NAME to search
for a contact by that criteria.

17.  Ask the person in your PARTNER GROUP what is their
E-MAIL ADDRESS OR SIGN-IN NAME for MSN.
This will allow you to enter the information in the window
shown at the right.

msn"— Messenger Service

Success! smo2@ra.msstate.edu was added to your list!

If smo2@ra.msstate.edu is not using MEN Messenger Service, we can
send e-mail that tells him or her aboutthe program and how to install it.

If ywou would like to send a custom e-mail, click the Send Mail button.

19. After returning to the MSN Messenger program, the contact you
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for

Add a Contact

Mississippi

msn“- Messenger Service

How do you want to add a contact?

% By e-mail address or sign-in narme:

 Searchfor a contact

Add a Contact

msn"— Messenger Service

Please type yvour contact's complete e-mail address

IsmUZ@ra.msslale.edu

Example
fmyname@msn.com

name_123@hotmail.com

example@passport.com

18. Iftheentry is correct, you should get a success
window that is shown in the image to the left. If
not, click the BACK button to enter the address
again. Click FINISH to end the ADD
CONTACTS process.

3

added should appear in your list of contacts. In addition, that contact Add

will be shown to be either online or offline.

FUNCTIONS OF NETMEETING

__‘i Mone

Q B4 Gotomy email inbo
Online

_,i smo2(Era. mstate. edu
Mot Online

A?‘ ﬁv E&'

Send Call Page

smo2i@ra. mastate. ed

NetMeeting has several collaborative features that can be used among any number of users.
Here are some of the main features that are utilized the most by computer users:

File Transfer

Interactive Whiteboard

Desktop Sharing (Allowing Control of your Desktop)
Chat

Audio conversations

Data Collaboration via Word, etc.

Audio and Video conversations

Using Microsoft NetMeeting
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Microsoft NetMeeting Exercise

Desktop sharing is one of the most unique and powerfiul features of NetMeeting. This fuction allows
users to share their desktop with one another. The collaborative benefits of this function are endless. So, to
highlight the importance of this function, we will do a “real-life” scenario.

Scenario: Mr. or Mrs. X that is in your partner group has some computer problems. He or she is
unsure of how much space is available on the hard drive and how much memory the computer has at the
present time. They are asking about upgrades, but you are unsure that it is necessary without looking at their
computer. In this situation, you are not stationed nearby that person so driving over to check the computer
out is not an option. Walk through the following steps to use NetMeeting’s sharing function to check out the
memory, and hard drivesize. In addition, leave a note in Microsoft Word and save it to your partner’s
desktop so they will know you have looked at the problem.

Eall Yiew | Toolz Help

- A zf;z N e e e :
lm 1.  Returnto NetMeeting by clicking onthe NETMEETING
Whiteboard Chiw PROGRAM that is located in your Windows taskbar. You should
File Transfer Ctrl+F

now see the individuals that are in the Netmeeting conference in the
whitespace of the program.

‘whhiteboard [1.0 - 2.x]

BRemote Desktop Sharing...
Options...

(] =1 e

2. Click TOOLS > SHARING to start the Desktop Sharing process.

MName
ﬁ Sean Owen
ﬁ Sean Dwen(D eskiop)

= Sharing - Mothing | _ =] x|
— Share Programs
. . Select an item to sh. ith oth I irn th ting. arnd
3. Click the DESKTOP icon and the SHARE o click Sharg T TS REARIS U TE MEEna. &n
button to allow other users to use the desktop of ,
your computer. g MSN Meszenger Service
i rstiare
I Fretraresl| |
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4.  Once the Desktop is shared, you will see a CHECK MARK by the e
ElEC _an Item [0 $hare with ofner people In the meeting. ani
Desktop icon. then click. Share

a1 2]
Contral
. Click to allows ather people to control your shared programs or
5. Click the ALLOW CONTROL button to choose the amount of D

control you wish to allow.

r— Control

Click to prevent other people from cantralling your shared
programs of desktop.

Presvent Control |

' v i&ut-:-maticall_l,l accept requests for controf

Do not disturb with requests for contral rig%ow

7. Theuser’s virtual desktop should now appear ina
program window. Control has not been granted for your
access. Request access to your partner’s computer by
clicking CONTROL >REQUEST CONTROL.

Open
Ewplore

Find...

Syztem Information

My Dag tap Mebwaork, Drive.

Disconnect Metwork, Drive.

Create Shortcut
Rename

Froperties

Using Microsoft NetMeeting
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v == Desktop
gaSean wiork - Instant Message

Unszhare All |

Allows Cantral
Lz

I™ | Automatically aceept requests for, control

™| Dot dlisturt with requiests far control right now

For ease of use, check the AUTOMATICALLY
ACCEPT REQUESTS FOR CONTROL radio
box. This will allow a user to request and receive
control of your desktop in one mouse click.

== Sean Owen's desktop - controllable

Now, we are going to check the amount of memory
that resides on your partner’s computer. Right-click on
the MY COMPUTER icon on the desktop. Click the
PROPERTIES submenu option.

C-R'E-A'TE for Mississippi May 2001
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9.  Inthe bottom right corner of the SYSTEM
PROPERTIES window, you should see the amount of

Manufactured and supported by:
Hewlett-Packard

OrnniB ook PC
RAM that is installed on the computer. It is typed (bﬂ] o
directly above the SUPPORT INFORMATION oA
button. invent

10. Now, we need to check the amount of free space and the size of the hard drive
on your partner’s computer. Double-click the MY COMPUTER icon located
on the virtual desktop. : 1 Dlizplavs the cont

J Address |§J My Computer

11. Click once on the C DRIVE icon listed in the
MY COMPUTER directory. This selects the
hard drive of the computer.

Computer

12.  Look at the bottom of this window in the status bar

to see the AMOUNT OF FREE SPACE AND  [Free Space: 253GB, Capaciy: 4.37G
THE HARD DRIVE CAPACITY on your J 4 Netteeting - 1 Conne... | Ig My Computer
partner’s computer.

nal ¥ [_:_—:] Microzoft Office Classroom T ools 4
Cj Microzoft Office Small Business Tools * 13 . NeXt’ We need to leaVe anote on the
New Office Document (3 Microsoft Dffice Tools » user’s computer to let him or her
e W e Microsolt Reference ’ know that work has been done.
EI fit & .
: = Click START > MICROSOFT
‘windows L pdate Microzoft Excel
) Microgsoft Outlook OFFICE 2000 PROFESSIONAL
Htszape Smartlpdste "H] Mierssoft PoerPoin >MICROSOFT WORD to open
| s E Miciosoft Publcher the word processing program.
Using Microsoft NetMeeting C-R'EA'T-E for Mississippi May 2001
Copyright ©2001. All rights reserved. Page 7 of 8

This document may be copied and distributed for nonprofit educational purposes only
Provided that credit is given to C-R‘E-A'T-E for Mississippi.



CREATE

Challenging Regional Educators to Advance Technology in Fducation

for Mississippl

13.  Type a short note telling Mr. or Mrs. X what work has been done on the computer. You can type a note
similar to the one written below.

Diear Inlr. Z-

I checked sour hard drve space and arount of B&N onywour cormputer. We can probably
hold off on upgrading those components right now.

1=

Is. ¥

14. SAVE THE WORD DOCUMENT to your partner’s DESKTOP and
give it a relevant name such as “A Note for Mr. X.”

Saving this document to the desktop and giving it a relevant name helps m
. . . . SN arton
the other user to locate and identify the note more easily. Congratulations, Protected...
you have just finished the Desktop Sharing exercise. s
'}1'}

== S5ean Owen's desktop - controlled by S5ean Dwen[Desktop)

15. Release control of the user’s desktop by clicking
on CONTROL > RELEASE CONTROL.

fi" HetMeeting - 1 Connection

Call View Toolz Help

15. Either user can end the call by clicking on the END button on
the NetMeeting program window. Close out of both
NETMEETING and MSN MESSENGER by clicking the X
button on both of the program windows. Remember to sign out
of MSN before exiting the program.

Contact Information:

Voice: 662-325-5009 Web site: http:\\www.create4ms.org
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