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This publication is designed to provide accurate and authoritative information in regard to the subject
matter covered. It is sold with the understanding that the publisher is not engaged in rendering legal,
accounting, or other professional service. If legal advice or other expert assistance is required, the service
of a component person should be sought.

From a Declaration of Principles jointly adopted by a
Committee of the American Bar Association and a Committee of Publishers

Copyright

This manual and the software described in it are copyrighted with all rights reserved. Under the copyright
laws, this manual or the software described herein may not be copied, in whole or in part, without written
consent of Construction Data Control, Inc. Under the law, copying includes translating to another language
or format.

© Copyright 2000, Construction Data Control, Inc.

NetMeeting® is a registered trademark of Microsoft Corporation.

Construction Data Control, Inc.
3980 DeKalb Technology Parkway
Suite 775
Atlanta, GA 30340
(770) 457-7725
FAX: (770) 457-7686
Internet Address: www.cdci.com

This NetMeeting Getting Started Guide was last updated 04/28/00 11:00 AM
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Initial Setup

SYSTEM REQUIREMENTS AND SETUP

Microsoft Windows NetMeeting enables real-time audio, video, and data communication over the
Internet.

It is highly recommended that you have a speakerphone or headset available so you can
dedicate your hands to the keyboard during a NetMeeting session.

NetMeeting requires the following minimum configuration:

Simultaneous Voice and Data Capabilities (2 phone lines) & E-mail Capability
Microsoft Internet Explorer version 4.01 or later

For Microsoft Windows 95 or Windows 98:
90 megahertz (MHz) Pentium processor, &
16 megabytes (MB) of RAM

--OR--

For Microsoft Windows NT version 4.0 (Microsoft Windows NT 4.0 Service Pack 3 or later is
required to enable sharing programs on Windows NT.):
90 MHz Pentium processor
24 MB of RAM.

It is strongly recommended that you uninstall versions of Microsoft NetMeeting earlier than 3.0
before installing this version.

Step 1: Download Microsoft NetMeeting 3.01

v Go to the following web site:
www.microsoft.com

In the Search field, enter NetMeeting
Click GO

AN

Expl

B The Techhet Puzzler Sweep:
is Back (1.5 Only)
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http://www.microsoft.com/

v Click Download Microsoft
NetMeeting

v Click Download Now

v Click “Run from this location”

microsoft.com
Search

Home | Events

W Search Home

W Search Help

Search far:

Sasrch Hicrosoft | Search [NVANS

International Sites

[choose a st B

Best Bets for Microsoft NetMeeting

W Microcoft NetMesting Praduct Home Page
® Dovnload Micrasoft Netteeting

NETMEETING
@ chat

Microzaft Natmaating

e N P

(o]

Tt O Search Results
) Nettecting Softuare
o

v Click OK

video conferencing 1 ta 10 of 100 rasults |

3 http: /7w miciasoit. com/windows/netmeeting/download/nm 301 x86. asp - Microsoft Internet Explorer

=

Al products | = t m Guide

Microsoft Windows Technologies

Windows

Windows Home Pages | Downloads | Support |

ft
‘Windows Update
Windows NetMeeting 3.01
d Windows NT 4.0

[Engish Language Version

Home Users  Read this First

Authors and Developers  NetMesting lets you hold video canference calls, send text messages, collaborate an shared

. - documents, and draw on an electranic whiteboard aver the Internet or an intranet. This version
Companion Products & ServiCeS ¢ e tmseting provides Service Pack 1, which has a smaller, easier to use interface, a web

based directary for finding athers, data security, as well as many ather perfarmance and ease-

of-use benefits

How to downlead

1. Click the Download New button above
1n the File Download dialog box, sslect Run this program from its current

File Download
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STEP 2: INSTALL NETMEETING

v' The NetMeeting Setup Program will download

v" The estimated download time using a 56k modem is

approximately 10 minutes.

v"  Click Yes to continue installing NetMeeting

v" Read the License Agreement for Windows
NetMeeting

v' To Continue to Installing NetMeeting, you must
accept this license agreement

v" Click Yes to continue installing NetMeeting

v This defaults to C:\Program Files\NetMeeting

v Usually the C is your local drive

v' Choose the directory where you want to install
NetMeeting if it is different from the default

v Click OK

17% of nm30.exe Completed L=
» P
L
Opening:

Estimated time left: 3 sec (206 KE of 1.56 ME copied]
Download to: Temporary Folder
Transfer rate: 146 KB/Sec

¥ Close this dialog box when download completes

EeEn (R Eolder I Cancel I

Windows NetMeeting 3.01

Qg) This will install Windows Nethdeeting. Do wou wish to continue?

Mo i

Windows NetMeeting 3.01

Flease read the following license agreement. Press the PAGE DOWN key to
see the rest of the agreement

WINDIOWS NETMEETING 3.01 -~

SUPPLEMEMNTAL EMD LUSER LICENSE AGREEMENT FOR MICROSOFT
SOFTWWARE

IMPORTANT: READ CAREFULLY - These Microsoft Corporation
("Microsoft) operating system components, including amy "onling" or
electronic documentation ("OS5 Components') are subjectto the terms and
conditions of the agreement under which you have licensed the applicable
ticrosoft operating system product (03 Product") described below (each

an "End User License Agreement” or "EULA" and the terms and

conditions of this Supplemental EULA. BY INSTALLING, COPYING OR
OTHERWISE USING THE OS5 COMPONENTS, YOU AGREE TO BE

BOUMND BY THE TERMS AND COMDITIONS OF THE APPLICABLE OS5 :_j

Dowou accept all of the terms of the preceding License Agreement? If wou
choose Mo, Install will close. To install wou must accept this agreement.

Yes Mo !

+ Advanced INF Install

Flease enter the directory in which to install the Nethdeeting Files:

ogram File eting Browse...

Cancal l
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Copying Files.__

v" Next the Installation will copy the files to your selected
directory

Windows NetMeeting 3.01

v" Once the Installation has been completed successfully, Click OK

STEP 3: CONFIGURATION FOR NETMEETING

v' Click Start on the Windows Tool
Bar

v" Highlight Programs

v Click on NetMeeting
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MetMeeting

v' The NetMeeting Setup Wizard starts with an
introduction to NetMeeting features

v' Click Next
MetMeeting
L
)
v' Enter First Name ¢
¥ Enter Last Name -
v' Enter your E-mail address
v" Location and Comments are optional

HetMeeting

v" The setup screen for logging into a directory
server defaults to Microsoft Internet Directory.

v' Highlight Microsoft Internet Directory and
key over the text so it reads:
netmeeting.cdci.com

v Click OK

HetMeeting

v Click on the type of connection that your
system supports to access the internet.
v Click Next
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HetMeeting

v' Click to put a shortcut on your desktop if
desired (recommended)

v Click to add a shortcut to your Quick
Launch Bar if desired

v' Adding a shortcut adds this icon to your desktop and Quick Launch bar g/‘

MNethieeting

Audio Tuning Wizard m

This wizard will help you tune vour sudio settings.

Close all other programs that play or record sound, and click
MNextta continue

v" Next the wizard will help you configure
the audio settings
v' Click Next

< Back Cancel

9 One-on-One.doc
04/28/00 11:00 AM



v' CDCI will be utilizing Teleconferencing
for the audio portion of the training
v' Click Next

v/ CDCI will not be using the Recording
Portion of NetMeeting for the training
v Click Next

v" Click Finish

10

Audio Tuning Wizard m

You should check to make sure thatyour speakers or
headphones are connectad and that playback valume is
acceptahle

To adjustthe playback volume, use the slider bar below
Click the Test button to hear a sample sound

Yolume

< Back | ext > I Cancel |

Audio Tuning Wizard

The wizard will make sure thatthe microphone is working
and the record volume is appropriate

Please read the following text into your microphone:
"l am using the microphone setup wizard. It is checking to

see whether my microphone is plugged in and working
properhy. "

Becord Yolume

cBock [ meds | Cancel |

Audio Tuning Wizard m

You hawve tuned your settings.

Itthe other person in wour meeting has trauble hearing you,
wou should run this wizard again

To run this wizard again. choose Audio Tuning Wizard from
the Tools menu

< Back Finish

Cancel
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Call ¥iew Tools Help

v A“splash screen” will appear that signals the NetMeeting
application is starting
v" You should see the NetMeeting window

|N0tin a call =)

The next step checks your screen resolution. Once you have verified the resolution,
choose the connection method best suited for your NetMeeting session with CDCI:

One —on- One Training
--OR--
Classroom Training
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% Microsoft Office Shortcut Bar
STEP 4: SCREEN RESOLUTION B e @iiez Dostiz
=+ Open Office Document
£ WinZip
v Click Start on the Windows Tool Bar
" " " (=) Pragrams +
v' Highlight Settings £3 Documents 3
v Click on Control Panel B Set & Contral Panel
2) Eind b \@63 Brinters
& Help i Taskbar.
ﬂ Bun... i
[ Suspend
@) Shut Down...
E5 Control Panel !Em
File Edit ¥iew Help
v" Double Click on Display ra =
AddMew  Add/Remowve Date/Time Display
Options Hardware Programs
w4 e G D
Find Fast Fonts Infrared Intemet Joystick
Options fmn
LT E]
E= D
Keyboard LiveUpdate Mouse
<]
126 ohject(s)
Display Properties HE

Backgroundl Screen Saverl Appearancel Monitor Fefresh ~ Settings |

v' Click on the Settings Tab

v' The “Desktop area” should be set to 800 x 600 pixels.
This is the recommended area by Microsoft for a
successful NetMeeting session.

v Adjust the Desktop area if it is not 800 x 600 pixels
v' Click Apply if you made changes plElEE e %eskmnarea »
v Click OK to exit 2 2 ) Mo
800 by BOO pixels
— Font size
ISma\I Forts ﬂ
Narmal size [96 dpi]

¥ Show settings icon on task bar Advanced Properties
ok I Cancel | Lpply |

v' Click Yes to restart your computer if you made
any changes the display setting
v C“Ck No if you made no Chanqes @ “r'ou must restart wour computer before the new settings will take effect
v" In most cases, should be able to reset “on the fly”
without rebooting. Windows will normally give you
a few seconds to try out the new resolution before
you save it.

Do wou want to restart your computer now?
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Making the Connection — One on One

Make Sure you are connected to the Internet before proceeding. Using a “dial-up”
connection will give you a different IP (internet protocol) address each time you connect.

STEP 1: CDCI HOSTS THE MEETING

CDCI Hosts the NetMeeting session (Call > Host Meeting)

Host a Meeting

Personal Conference

AN

phone CDCI places the call.
v CDCI verifies that you are connected to the internet.

The voice portion of the meeting will be conducted over the

STEP 2: PROVIDE CDCI WITH IP ADDRESS

v" CDCI will need the IP Address from NetMeeting to
connect successfully to your computer through
netmeeting.cdci.com

v The IP Address is located in the bottom left corner
of the About Windows NetMeeting screen (Help >
About...)

v" If you have more than one address, use the first one
shown.

13

About Windows NetMeeting m

w Windows® Metheeting®
“ersion 3.01 (4.4.33588)

Copyright © Microsoft Corporation 1996-1999.
All rights regerved.

Containg software from DataBeam Corpaoration.
Partions: Copyright © 1994 DataBeam Corporation

This cormputer prograrm is protected by copyright law and
international treaties. Unauthorized reproduction or
distribution of this program, or any portion of it, may
result in severe civil and criminal penalties, and will be

rosecuted to the maximum extent possible under the
I IP Addresses 172.16.0.246 I :
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STEP 3: CONNECTING WITH CDCI--BEGIN NETMEETING SESSION

LCall View Tools Help

v' CDCI will enter your computer’s IP address in the black pull down
window and place the call by clicking the yellow telephone icon at
the right of the screen

|In acall | 3o

STEP 4: ACCEPT CALL FROM CDCI

v" Click Accept to start the NetMeeting Session

Incoming call from Phil Zenner. . gccept lagnare |

HetMeeting - Incoming Call ‘

14 One-on-One.doc
04/28/00 11:00 AM



HZ2m0C=1»

SZm0C=1»

= Sharing - Nothing [_ O]

i Share Program:
Select an item to share with other people in the meeting, and
then click Share.
STEP 5: SHARING YOUR DESKTOP 5 -
Share |
z, Preview and Enhance - Captur
. . . . Wrsh
v' To share your Desktop, click the sharing icon on the Whowwod-earzo: ||
NetMeeting Main screen |
v In the window to the left, click on Desktop. You should »
have a checkmark next to Desktop
v' Click the Share button (To Unshare, Click the Unshare L Stz iz ol
bUtton) — Contral
Click to allow other people ta contol your shared programs or
desktop.
v CDCI will now be able to view your desktop [t
v DO NOT CLlCK CLOSE YETI 1= | atomaticall secent requests for cortol
7| [ st dlfstuirt with requiests for cartmal rart fovw
Cloze |
= Sharing - Desktop [_ O]
i Share Program:

Select an item to share with other people in the meeting, and
then click Share:

v = Desktop Shiare |
v C||Ck A”OW Control Z,Preview and Enhance - Captur o
v This button will automatically change to “Prevent Control” L
v Click “Automatically accept requests for control ey
v' This allows CDCI to access your desktop during the N

NetMeeting session
\/ Cllck C|OS€ I | Shiare it e color
r— Control

Click to allow other people to contol your shared programs or
desktop.

v During your NetMeeting session, while CDCI has control of
your desktop, you will see the mouse pointer with your
CDClI’s representative’s initials.

= fsutomatically accent requests for corto|

7| D riat difstuirts with requests for cartmal art fow

Cloze |
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#¥ NetMeeting - Not in a Call !Em
LCall View Tools Help

v To end your NetMeeting session, Click the Yellow Telephone
Receiver Button (“End Call”)

|In acall | 3o
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