Flashmeeting for Video Conferencing

What do you need?

· a webcam, correctly installed
· a microphone and speakers
· a projector, if you have a group of people
· a computer with Flash 8 or later installed
Testing your equipment
· Go to http://flashmeeting.swgfl.org.uk 

· Click demo
· If it asks to allow your microphone and webcam, click allow
· Click Enter as guest
· You will see the test application on the left. Click on it and follow the instructions

Booking a meeting

· Go to http://flashmeeting.swgfl.org.uk
· Click login and log in with your booker username and password. (If that doesn’t work, email Anna afairhurst@swindon.gov.uk) 
· Fill in the form: date of meeting, time, duration and how many attendees (i.e. webcams). The default for the questions at the bottom is that the meeting is not public, but guests (people without accounts) can join in. You can change this. Click submit.
· The next page will have a link, a bit like http://flashmeeting.swgfl.org.uk/fm/d4549d-333. Email this link to everyone you want to talk to, and let them know the date and time in time for them to test their equipment.
Taking part in a meeting
Go to the meeting link, a bit like http://flashmeeting.swgfl.org.uk/fm/d4549d-333. See over for an explanation of the meeting screen.

Watching a previous meeting again
Remember the meeting link and click on it to watch the meeting again. You can use the timeline to go straight to a particular part of the meeting if you wish. 

If appropriate, you could put the link on Merlin or your school website for parents to watch with their children.

Further support

www.swgfl.org.uk/learning/flashmeeting 

http://flashmeeting.swgfl.org.uk/quickstart.html has guides to all the extra features, such as the shared whiteboard, texting and sharing web links.

Anna Fairhurst: afairhurst@swindon.gov.uk 
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Please share your video conferencing ideas on http://poitiersswindon.pbworks.com/.

Simply click Edit at the top of the page and create yourself an account. Then type straight on to the page and click Save at the end.

