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. Boot Marratech from desktop shortcut or programs list
2. Logon using your AEA username (without @aeal3.org) and
password
. Choose your meeting room (rooms are named after planets)
. Remember, there cannot be more than 10 users in all of the
meeting rooms combined. If you need more than 10, use our online
room reservation system to book the
are tech people in the support room and you only need one or two
more spaces, go to the support room and let them know you need
their space so you can have a meeting.
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Logged in as: When entering the AEA13 Support Room
- please start a chat session so that we receive
a notification of someone else logging into

the room.
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. Once in your chosen meeting ro
ctrl -click the microphone iconto turnthemon. ( You dondt ha
use a webcam or turn it on @& you can use just audio if you prefer .)



cNoose e appropriate ine.

6. Toadd a

Polycom Addresses
Click to Connect
&tlantic 21615030134 |
pOchom to Glenwood 2072655100 |
Phone number g;’g;r;;r;m 2072854118 |
H or Polycom IPs
yOU r meetl ng f Line Fooom1 |~ Show fine descrintic D@Zfﬁf” wrasseis | iy e P [parer. ot P =]
Harlan 199.120.680.246 =
Manawa 216.159.18.20
scroll down and
Peterson 216.159.20.70
H Shenandoah 216159.21.29
click on the
— Name Status =1

Judy Griffin Active

button next to Darek P. Madejski Active
the regional

Marratech Manager 3.5

Show media connections —|

Pubic|

1] @ [roned sesson- Acta support

e
%
»

of fi ceds

polycom you want to add.

2 2

= - /= Welcome to Tabbe.. ' Marratech - Micros... E Offline - Marratech E AEA13 Support - M... LR -_ E E’E‘ W) 450 PM

7. This is what the screen looks like when you are in a meeting with

others:

chat area for typing messages
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Logged in as:

Administration
Room list

Presenters and have currently no restrictions. You may be

privileges by a Moderator.
Lock status

UNLOCKED
Invitation
Include the following text in an e-mail to the people you wish to invite

This is a link to enter the e-meeting room "Neptune”:
<URL:http://meet.aea13.orgflaunch.jsp?sid=4>
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8. If you wantto show (not edit) a Word document, an image, or a
Powerpoint (not 2007 version), click on the Whiteboard tab in the
bottom left corner.

a. Click File menu
b. Choose Opené
I. WB document (whiteboard document)
ii. Text document
lii. Image
iv. MS Word (not 2007)
v. MS Powerpoint (not 2007)
c. Wait for document to open
I. If your document is more than one page, click ok for
all pages
d. In order for others to see your document, click on the
document menu and chooselead page changes
e. Now you and other participants can use the whiteboard
tools to
markup,
point to,
circle,
highlight
the
document.
However,
if you
want to
save these
mar ks, it wil/| save as a whiteboar
change your original photo, Word or Powerpoint document.



