Deanery Online Meeting – Basic Instructions
I. Prepare your web browser

A. Flash Player
Please make sure you have the Flash plugin installed. (If you are able to watch Youtube videos, you are
probably all set.)
If you are not sure, please visit the Adobe website (http://www.adobe.com) and click on the Flash
Player icon:

Follow the instructions if it reports that you do not have Flash Player installed.
B. Clear your temporary internet files from your browser.
--INTERNET EXPLORER
In Internet Explorer this involves the following steps:
1. Click on Tools
2. Select Internet Options
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3. On the General tab, under 'Browsing History,' Click on Delete.

4. In the popup window that appears,
click on 'Delete Files'
5. Tell it 'Yes you are sure!'

It will chug along for a bit - especially if you have
not done this recently...

6. When it finishes, click 'Close'...
...and 'OK'
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--FireFox Instructions
1. Select Tools --> Options

2. on the 'Advanced' Tab, Click the button to clear the Cache.

3. Ok and close out of the Options popup window.
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II. Connect to a Meeting

URL: https://capeislandsdeanery.megameeting.com
1. Getting there in your browser...
In your web browser, go to the following link:
https://capeislandsdeanery.megameeting.com
The link to active meetings in our online meeting room can also be found from the ‘Online Meetings’
page of our deanery website: http://capeislandsdeanery.org

2. Meeting Role
You are going to be a 'Guest' at a meeting. select 'Guest.'

3. Meeting Sign-In
Now comes the screen where you will enter the name of the meeting
you are joining and the user 'name' you wish to show for your location.
Meeting names are Case Sensitive - please double check your typing!

In each of the above examples, we are joining a meeting called 'PreConvention'
and the user list inside the meeting room (that all attendees see) will list the connections as
'Helen' (as an individual)
'Ptown' (as a group from a town)
'St Barnabas' (as a parish)
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In most instances you will not modify the Connection Type (Port): Default (Host).
Unless:
1. After you click ‘Connect,’ you are unable to make a connection
2. If you are connecting from behind a firewall, such as the one at the Diocesan Offices.
3. You have a ‘noisy’ or ‘slow’ connection to the Internet.
In those infrequent cases, then you should try to connect using
Connection Type (Port): Secure (443)
or (as a last resort)
Connection Type (Port): Tunneling (80).

5. Password
Meetings may or may not have passwords to gain access to the meeting room.
If the 'Host' has set up the meeting with a password, then you will see the following:

You will have received the password in the same email that gave you the date, time, and meeting
name.
Passwords are Case Sensitive and do not contain spaces.
If that email did not include a password, or if this screen does not appear, no password was set for the
meeting.
In the case of our PreConvention meeting example illustrated here, we have a password. It is
'deanery.'
Enter it and click 'OK.'

Ta-Da! You are now entering the meeting room.
Let's take a look around...
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III. Inside the Meeting Room

Initial One-Time Setup inside the meeting room:
The Very First time your computer connects to an online meeting, there are some initial settings to take
care of. Once this is done, your computer is ready for all meetings in the future.
1. After entering the password to enter the meeting room, your screen will open and a little
message box will appear telling you that Flash wants to control your camera and microphone.

Select ‘Allow.’
2. Right click with your mouse anywhere in the browser window and select ‘Settings’ from the short
contextual menu that appears. (Mac users can hold down the Control Key and click with the
mouse to simulate a right mouse click.)
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3. A small window will appear
4. Note the 5 little pictures or icons at the bottom of the
Adobe Flash Player Settings window.
Again, make sure to select ‘Allow’ and click in the box next to ‘Remember’ so that the program will
remember your selections the next time you enter the meeting room.
Other tabs allow you to specify which microphone and camera to use with the online meeting room.
These are the two tabs closest to the ‘Close’ button.
Asking Questions:
1. Via Chat Window
The Chat Window is located at the bottom of the screen. During a presentation from another user, it
moves to the right-hand side under their camera window.

2. Via Audio
We can also talk with each other! The Audio window is in the upper left corner
except during presentations. Then it is below the presenter's camera window.
Half-duplex (like old-time CB or walkie-talkies) is where you click and hold your
mouse button over the 'Click to Transmit' button.
Full-duplex (like a telephone call) can be achieved by clicking the 'Lock' button.
You will usually want to use half-duplex in larger meetings, as most locations
are listening while someone else is presenting.
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3. Via Feedback
Even without a microphone, you can participate using the feedback selections above the list of users.
Your icon will change colors based on which feedback item you select. Everyone can see the change in
your icon.

4. Leaving a Meeting
In the upper right corner of the screen, there is a 'Quit' button. Simply click it.
Voila!

HINTS:
In order to have the video feed work on Macintosh computers with built-in cameras, users
sometimes find they need to go to the camera tab and select the USB version of the built-in camera.
On a PC, it is important to not have opened the software which controls your webcam before you
enter the meeting room. Windows computers will only allow one application to control a camera. So
if you open the webcam’s software, that is the application that will get your video feed.
If you are using a miniDV camcorder connected via a FireWire cable to the PC, it is important to
remember to select ‘Do nothing’ when Windows detects the camera. This way, the meeting room
can take control of the video camera.
It is important to have connected your camera and Chat50/150 to your computer before entering
the meeting room.
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