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    Slide #1

1 – Register for an account at the site.  The URL is: https://www.dco.dod.mil.   Participants joining your presentation don’t need to register.  They can join the presentation as a “guest”.  (See Slide #7 for information on how to sign in as a guest).
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  Slide #2

2 – Once you have registered for an account, you can log into the system.  When you log in, you will see a screen that lists all the meetings you have set up.  To set up a new meeting, click on the link “Create a New Meeting” on the left side navigation under “Web Conferences and Meetings.”
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  Slide #3

3 – To create a meeting, first give it a name.  In the second box, create a URL to send to those you want to participate in the meeting.   Fill in the meeting date and time.  Leave “Persistence” on.  At this point, you can invite users that have a registration in the system or you can select “Finish”.  If your participants are signing in as a guest for the session, you should not invite them at this point.
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  Slide #4
4 – This slide demonstrates how the information is put into the system.
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  Slide #5
5 – Once you have created your meeting, it will take you to this page.  By entering the meeting, you will be able to send an e-mail to those that you would like to participate in the meeting.  You can do this at any time prior to your session but it is suggested that you give your participants plenty of time to log in before your session.
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  Slide #6
6 – When you enter a meeting, you will be presented this screen.  This is what people will see when they log in until you give them rights to view your screen.
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  Slide #7
7 – To invite people to participate as guests in your session, select “Meeting” from the top navigation and then “Invite Participants” from the drop-down menu.  A box will appear in the middle of our screen with the URL you can send participants to log in at.  They will log in as “guest” using that URL.
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  Slide #8
8 – Once you click on the link in the slide above, you will be taken to your e-mail.  This is the e-mail you will be able to send to the people participating in your meeting.  You can edit the text to include a conference number, attachments for the meeting, etc.  Send the e-mail to your participants and they will use the URL in the e-mail to log into the site for your meeting.
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  Slide #9
9 – When people start signing is a guest, you will see a pop-up on your screen asking you to accept or reject their request.  You should accept their request.  Their name will then show up in the attendee list on the left side of the screen.

To share your screen so everyone can see it, click on the link at the bottom of the light gray box titled “Share.”  Select “My Computer Screen” from the drop-down menu.  You should get the light gray pop-up box above where you can select what you’d like them to see.  I usually just share my desktop as I move around from PowerPoint to the Internet but you can choose what makes the most sense for your meeting.

Once you have shared your screen, the users should see what you see.  They will not be able to see the entire screen so make sure that you move your cursor around so that they can see everything you are discussing.  
Also, if the screen seems small to them or they can’t read the writing you see on your screen, there is a button on the lower left side of their screen where they can expand their screen so they should be able to clearly read what you are showing them.  It should show a plus or minus.  When the button is expanded, have them select the “Scroll” button and that should expand their view.
If you want to share the full screen without the boxes on the side, select “Full Screen” at the bottom of the page and then share your desktop.  You should also click on the item that will allow the guests to use the full screen option.  They should get an icon on their screen that they  can click on to expand their screen.
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Slide #10
10 – To see all the meetings you have set up, select “My Meetings” from the left side navigation and you’ll get to this screen.  Here you can delete meetings that have passed or select meeting you have set up for future dates.

