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Note: 

Throughout this document whenever we refer to a PC, it also means a Laptop. 
All instructions are same whether you have a PC or a laptop. 

What do you need to participate in a web broadcast?

1. A PC / Laptop with Live Meeting console installed

2. 256k or higher internet connection

3. Speakers to hear the broadcast audio
Ideally, you should use headphones to avoid disturbing people around you. 

During the broadcast what can you do?

1. Listen to the audio

2. View the presentations or demonstration being broadcast

3. Type and submit your questions

4. Ask for help if you are facing any problem
Make sure that your PC is properly configured

Attach speakers or headphones

1. Decide whether you are using external speakers or headphones

a. If a group of persons is planning to view the web broadcast then you should use external speakers

b. If you are going to view and hear the web broadcast alone and you don’t want to disturb people around you, then use headphones. Any regular headphones are ok. The broadcast is MONO (not Stereo).
Install Latest Live Meeting Console is installed

1. Do this even if you have Live Meeting console already loaded.

2. Click on this URL to check your system 
3. If your PC does not have Live Meeting console, a download page will be displayed
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4. Scroll down and choose the Accept, Install and Join button.

5. After the installation is complete, Live Meeting console will open and connect to a test meeting. Please note that this is NOT the webcast meeting. This meeting is only for testing the Live Meeting console. 
6. Check that the speakers / headphones are working correctly. (Instructions below)

7. Exit the test meeting

8. Open the original webcast invitation and click on the Join the Meeting link in your meeting invitation. 

9. Now you will open the Live meeting Console. 
10. When you open the console you will see the broadcast presentation / demo.
You should also hear the audio on your speakers / headphones.

11. If you face any problems audio problems during the meeting please follow the instructions given below.
Understanding the Live Meeting Console

The console shows the broadcast in the main area. It also has a toolbar and a Pane area. 

Press F5 to view the broadcast in Full Screen mode.
Press F5 again to come back to normal view. 
Toolbar is visible only in the normal view.

Please note: 
The all the buttons shown below may not be available during the web broadcast. 
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Clicking on a toolbar button opens the related pane. You can close the pane by clicking on the toolbar button again. 

Also note the Feedback dropdown on the right side of toolbar. 

Checking your speakers / headphones
1. Enter the meeting and make sure the Live meeting Console is open

2. Open the Vioce & Video tab – click on Options and choose the Set Up Audio and Video option
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3. Now you will see a warning.
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This warning is fine. Click on the Yes button.

4. Now a new Wizard will open. This shows your Speaker and Microphone settings. 
For the Web broadcast, we DO NOT need the microphone. You only need speakers.
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5. Click on the Test button and check that you can hear the test sound on your speakers / headphones. 

6. If you can hear the sound, you can exit the wizard.

7. If you do not hear the sound, follow these steps:

a. Open the Speakers dropdown and select a speaker one at a time and click Test button to check if it is working
b. If none of the speakers work, it means that your local system has some problem with the audio. 
c. In that case try to join the web conference from another machine where the audio is working correctly. 

Correcting Audio errors during the broadcast – cannot hear the audio
During the web conference, you may stop hearing the sound. This is a common occurrence if you have poor bandwidth or a slow network connection.

If you cannot hear the audio, please open the Voice and Video pane by clicking on the Voice and Video Toolbar (To know where this toolbar is click here)

If there is an audio error you should see an Orange bar with a cross sign as shown here:
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The error message shown here (Your incoming computer …) may be different.

The solution to these problems is simple. You just have to re-join the audio.

To re-join the audio, follow these steps:

1. Click on the cross on the orange bar 
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2. Now you will see a Join Audio button. Click on Join Audio
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3. This should re-connect your Audio and resolve the problem.
How to request for help during the web broadcast?

1. If you are in Full Screen Mode, revert to Normal view by pressing F5

2. Find and click the Feedback button on the toolbar
[image: image9.png]m

Microsoft Office Live Meeting - livemeeting.com - Meet Now:

itin Paranjape




3. Open the dropdown and choose the required option.
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4. Our helpdesk team will attempt to solve your problems using Live Meeting Chat 

5. After the problem is resolved, please choose the All ok – Proceed option 
How to submit questions, during the Web broadcast event?
1. You can post your questions using the Q&A facility of Live Meeting

2. Find the Q&A button on the toolbar

3. The question pane appears. 

4. Type the question and click Ask. [image: image11.png][No questions hve been answered yet





You must know the following about Q&A

· You can ask only one question at a time. 

· You can edit the question anytime by clicking Edit button

· Presenter may answer your question only for you

· Presenter may answer your question publicly so that everyone can read your question and answer

· The presenter may not answer your question at all
a. There is no time left

b. Presenter feels that your question is irrelevant

· It is a good idea to include your email id in the question. 
That way, even if we run out of time, we can attempt to answer your queries by mail.
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