Sametime Meeting Tips for External Users

Conduct a Test Meeting:

When users join a meeting the browser and Java JVM versions on their PC are checked.  The first time a user accesses a Sametime meeting some necessary components are loaded into the user's browser.  Users must answer Yes if they receive any security warnings, or Sametime will not function properly.  This presents a potential issue since external organizations may have their users' PCs locked down.  It's important that external users access the public meeting server and conduct a test meeting in advance of the actual meeting to test whether they can successfully load the meeting room client.  

· Open https://public.meeting.gsa.gov in their browser.

· Click the Test Meeting link on the lower left.

· Click the Test My Browser button.

The user will then see a window like the following.  Click the Show/hide details link to display the status.
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Preparing the Sametime meeting room
Answer YES if you receive any security warnings or Sametime will not function properly.
Start.up steps ( )

1. Checking browser version...

* You are using a recommended browser.

2. Checking for Java...

= This browser has a Java VM
= You are using a valid Java VM: Sun Microsystems Inc. 1.6.0_06

3. Joi

ing meeting...




If all necessary components are verified and able to be installed, then the Meeting Room will appear on the screen as shown below.  If audio/video hardware (web cam, speakers and microphone) is configured on the PC, then video windows and audio controls will be found on the Video tab in the upper left. When that tab is chosen the user should see their own video image in both the My Video and Speaker's Video windows.  The microphone can also be tested there.  Once this is all verified then the user's Sametime meeting room client is ready to use in an actual meeting.
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Test Meeting

You have permission to presert.

Chair: None

0 hands raised
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Sample meeting room to test your environment for online
Poling

meetings. If you can see this message, then your environment
is correctly set up for Sametime meetings.

Poling questions:

Audio connection: Using computer audio





Please note:  The GSA Sametime administrators to not have the right to assist external users configure their PCs.  If the required meeting room client components are not installed correctly, then the external user will need to enlist the help of their own local IT support.

Attend an External Meeting:

Once the meeting is scheduled, the Meeting Chair receives an automatic email that contains the meeting details.  If the option to allow external attendees was checked, the email they receive will contain a direct link to the meeting that is specifically for external users to use.  (There's a separate link for internal users as well.)  The meeting chair can forward the email to the external users, or they can access the meeting as follows:

· Open https://public.meeting.gsa.gov in their browser.

· Click on the Today or In Progress link on the left.

· Click on the name of their specific meeting in the list.

· Type the name by which they wish to be identified in the meeting.  (External users do not have to be registered, as they attend anonymously, and are only known by the screen name they provide.)

· In the same dialog box type the case sensitive password for the meeting that the Meeting Chair has provided.  (This password is defined at the time the meeting is scheduled, and it is also part of the meeting details email that the Meeting Chair receives.)

