MeetingPlace Data Conferencing

Quick Reference Card

MeetingPIace Data Conferencing allows users to share and colloborate on documents using
SunForum 3.0 or MeetingPlace WebShare—a Java-based application that automatically loads in

standard Web browsers.

SunForum is only required to host data conferences; all other meeting participants can use
MeetingPlace WebShare to view and collaborate on shared documents and applications.

Viewing Shared Documents in
MeetingPlace WebShare

After joining a data conference, use the
following tips to improve your view of the
shared image:

» Click on the shared document and use
your pointer to drag the document to
the center of your screen.

» Maximize the MeetingPlace WebShare
window.

» Position your mouse over the outer gray
border to move the shared document up,
down, left, or right. The gray border turns
blue when used to scroll.

Troubleshooting Tips

If MeetingPlace WebShare does not
connect to the data conference, try the
following:

» Resize MeetingPlace WebShare.

» Exit out of all your Web browsers and
rejoin the data conference.

» Join the data conference using
SunForum. To do this, click the link
titled Host the data conference at the
bottom of MeetingPlace WebShare.
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Click Take Control
to begin collaborating

Place your pointer over
the gray borders to scroll

Taking Control of a Shared Document

To begin collaborating on a document, click

the Take Control button located at the bottom

of MeetingPlace WebShare. After taking control,
any change you make will be viewed by all the
meeting participants.

If the Take Control button does not appear,
the host has not opened the document for
collaboration.

Tip: To maintain order in the meeting, use the
voice conference to tell the meeting participants
when you are taking control and to explain the
changes you are making.




