Quick Guide for Users
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Q Start Sametime

A,

1. Double-click the Sametime shortcut: LN
Samekime
Connect

2. You will be prompted to log on to Sametime:

® Log In to Sametime

Lotus. Sametime. 7.5.1

Enter the host server name (also known
as your “Community”).

T~

Enter your Sametime user name and password. If
you also have Lotus Notes, enter your Notes user
name (including any organizational identifiers
such as "/Finance/AcmeCo") and password.

AN

User name:
Password;

Welcome to Sametime

Ple: nker your username and password for the defaulk Sametime community,

Host server: mirage. beamapps. conm

Pat Smith/TeamaApps

********l

connect to the server.

[Cremember password

3. Click Log In.

Q Contacts

— Autormatically log in Set_ initial
Don't check these unless your L . online status.
computer is otherwise secure. fetWark online {1 Work offiine
Log in status: Avwailable w
Change the Sametime Server or how you | ™| Status message: |Iam available w
\
Log In ] [Connectigity... ] [ Cancel
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You can keep a list of people and groups with whom you chat frequently. Groups help you organize
your Contacts and make it easy to chat or start an Instant Meeting with everyone at once. The icon to
the left of each name tells you about that person’s status; you can chat with people who are Available

(green box E):

Change your status (and

@ IBM Lotus Sametime Connect

File Edit Wiew Tools Help

Open preferences to
set location.

status message) so others
know if you are available for
chat or a meeting.

Tools to chat, Voice Chat,
Video Call, Send a file, Send
Announcement, and Start
Instant Meeting.

Ann is online but is -
away (not using .
mouse or keyboard).

Bill is in a meeting. —E —

| Pat is online and available. | —E—

| Do not disturb Fran. | —G—

() Contacts
O swvailable - | a2 Setmy geographic lacation
Q@R ¢ <D @&
<
= &2 Work (3/6)

Laura Franks/Finance/Teamd

& Pat Smith/TeamApps
Tim Adams| Teamapps

& - ——

1
\— Search for new people to add

Mate Skrong) Teamspps [

Open and close
Contacts panel.

Add a new person or group. You
can use the company directory to
select names to add.

to your Contacts list.

Private group. You can create your
own private groups and add names
to them. Three out of six people in

the group is logged into Sametime.

Mary is not online. —

and logged on to Sametime.

0 TeamApps Sametime Users (3) N~ o |
= Colleagues (1,2} -;'I:-— Public group (underlined, green
5 Fran Green/Teambpps body on nght): Admmlstrator_ creates
) these groups in Company Directory
Mary Wilson TeamApps with people already added.
|
17 Primary Contacts IER== Open and close Primary
Contacts panel.
Cannecked —— | Shows you are connected




Q Set Preferences

You can control how Sametime behaves by setting its Preferences. You can set it to
automatically change your online status to Away if you haven't used your computer in a while
or to In a Meeting if you are attending an Instant Meeting and don’t want to be bothered.

1. From Contacts choose File — Preferences to open your preferences:

® Preferences f'5__<|
type filter text Auto-Status Changes P
Accessibility o ) o ’ )
Auto-Status Changes ‘fou can define the situation in which your availability status will be changed automatically.
Chat History Use the checkboxes to enable or to disable the events.
Chat Window
Communities Event Enabled
Contact List Meetings scheduled in my calendar Enabled
Emoticon Palettes Keyboard and mouse inactivity Enabled
External Applications Locking computer with operating system lock Enabled
File Transfers ] when I am in an online mesting Disabled
Geographic Location
Language
Meeting Audio Video
Motifications
Qutlook Settings
Privacy N N
Spell Checking Meetings scheduled in my calendar
Status Messages When I have a meeting scheduled in my calendar:
'\I:::ephconlr () Prompt me before changing my status
ideo Ca
Voice Chat (¥ Automatically change my status
Status: Message: | Can't chat now, in @ meeting |+ |
Return to my previous status when the meeting is over
B et W Y~ RSP VSR I Ll Y I oW e e / ——

2. After you make a change, click OK to save your preferences.

Q Chat Window

1. Select one or more available people or groups in your Contacts and click the Chat tool: S

® Fran Green/TeamApps [started: 3:45:41 PM] [ZI[EI[‘S_TI
File Edit View Tools Help

E TR & al &

© Fran Green (Voice Chat), start an Instant Meeting, and

Tools to invite others, open saved chat
histories, convert to Video Call, add audio

Teamdpps | Engineet add chat partner to your Contacts.

617-567-4321 J LIS
I am available @ Office 2b etime 7.5.1) U
| Chat partner’s Business Card. |
Format tools

dzlaTuglb i u|go=lem

| Your message to send | Click to Send j

(or press Enter)

2. Type your message. Use the format tools to change the font, insert an emoticon, insert a
link to a Web page, attach a file, or copy part of your screen.

3. Click Send (or press Enter) to send the message to your chat partner.




Q Start Instant Meeting

Chat is very useful, but you may need more tools to work with other people online, such as a
Whiteboard, Screen Sharing, Audio, and Video. Put together, these tools can make up a meeting.

1. Select one or more people or groups
you want to invite to the Instant Meeting.

. . - ® Start an Instant Meeting ['5_(|
2. Click the Start Instant Meeting tool: {7 —
Topic:
Add a descriptive Topic and — —-I—F‘at Srrith{ Teamapps's Mesting |

Message so that people know why

you want to meet with them. Choose invitees

Mame:

Search directory to invite people | —— /%|
who are not in your Contacts.

Invitees (3}

Invitee sound and

Make sure that all critical | ——f— O Bill Johnson/Team#Apps ! ae
video capabilities.

@ Ann Baker/TeamApps o
o
people are available. @ Fran Green/Teamapps 4

L4 _
LR

Remove Selected

additional kool

Add audio and video to the | ——_ [ Computer audio services

Instant Meeting if key [ computer audio and video (Web cameras) services
invitees have the gear.

Click Send. [

4. The meeting starts in a browser and you
are the Meeting Chair.

Q Meeting Room
==

1
Fie Edit ‘jew Actions Tools Set Permissions
Stop Presenting E‘ Mesting Information @
Participarts (4)

@W&Icnme I I @ Screen Sharing I Efwhrteboard - Shared Area Selector |
Chair: Pat Smith/TeamApps ‘
____———— | Audio Controls
£8°28- |

Show e —— | Filter Participant List and Invite Others to Join |

Send l [ Cancel

O pat smithiTeamapps Q-
O ann BakerTeamapps @~
O Bil JohnsoniTeambpps o~ T | Participant List and Controls |
©1 O Fran GreenTeamipps 0 -
“You have all permissions Shared Area
0 hands raised | Hands Raised and Controls | (Welcome tab)
o @
Web Pages Paolling
Fe] 22 ]

Polling gquestions:

~——— | Poll Participants or
Send Web Pages

Sul] 4] ] Meetlng is encrypted
i
Group Chat
Elapsed Meeting Time
Text Chat with
Everyone
| [ Send ]

[ connected Elapzed Meeting Time: 00:01:56




Q Meeting Room Participant List

See video of the
The Participants tab tells you who is S I T ; person talking.
in the Meeting. The columns tell who ;

has their hands raised (to get the (GefTR (P St _ | Click to invite
attention of the'Meetmg Chair or to 0828 more people.
vote) and who is currently speaking. Show [ All Participan... | 88

@ Pat Smith/TeamApps ("
@ = | aura Franks/Finance/TeamApps
8 Mary Wilson/TeamApps

s, g o T e,
| _.\“.-'«.\v‘_\.-\_." A

— | Click to mute
a person’s
microphone.

Right-click a name to perform other
actions, such as to chat or to send a
file.

Q Meeting Room Permissions

Right-click a name and choose Grant permissions or Revoke permissions. Presenters can draw in
the Shared Area. The Meeting Chair grants and revokes the permission to be a presenter.

B Set Permissions @

Or CIiCk E:g Set Permissions. . | tO Open Set Use thiz screen to change the default permissions for all users in the meeting, or
Permissions. to give permissions to specific individusls.
Default meeting permissions: All permissions granted.
Clle ReVO ke PermiSS | ons fOI’ A” to be By default, all people who enter thiz meeting have permizsion to present.
the only presenter. | Revoke Permissions for Al

) Permissions for individuals

Move a nar.ne.from the left to the rlght to Select a name and click Add to grant that person permizsion to present. Or click
grant permlSSK-)n tO be a presenter and Remove to have the selected perzon just be allowed to view the meeting.
click OK.

Aftencless: Presenters:

Pst Smith/Team&pps (chair)
Ann BakerTeamiApps

Bill JohnzonTeamApps
Fran Green/Teamipps

[ O ” Cancel ” Help

Q Scheduled Meetings

Because an Instant Meeting

., . Lotus. Sameti i
isn't always feasible, you can = Semime. | Meeting Center

Mon, 5/21/2007 11:19 AM

schedule a meeting for later. |/ " New Meeting ©
Pat Smith Essentials | People Slides Opticns |
From ContaCtS, Choose To create an online meeting, fill out the information on this tab and click Save. You can optionally use
TOOIS — Meetlng _ the settings on the other tabs to invite people, add content, and set options.
Schedule Meeting. "o Hieeting " Meeting name:
[rnmlj‘arngress Descript\_nn or other
Your browser opens to Sche&;uled meeting information:
A . Completed
.schhedléle qlnewdmeletlL ng. Fill T o (e O Start Now
In the details and click Save. ':A'S'{"‘h"'f;g‘t‘;fs Starting date: [ 4 [5/21/2007 o Wi
. e Mesins Time: I &[1130 AM > ]

Be sure to send an email to View by Calsndar "
pal’tICIpantS W|th the Test Mesting o (11 00 Dl
date/time and the URL to the Download Print P @ Nons
meetlng Capture ) O Computer audia

' O Computer audio and video
Have Lotus Notes? You can AEE TS
schedule online meetings Re-typs password:

* Required field

from your Calendar.
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