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Breeze: INTRODUCTION 

  
 
 
 

Overview 
 
Macromedia Breeze is web-based conferencing software used to share information and host meetings 
over the internet. It can be used to collaborate via chat, microphone, or webcam. Applications such as 
Microsoft PowerPoint can be easily shared, and entire meetings can be recorded for distribution at a 
later time. This workshop will introduce the layout and functions of Breeze, exploring all the necessary 
tools to create and manage a Breeze meeting. 

 
Objectives: 
 
At the completion of the workshop, participants will be able to: 
 

 Log into Breeze and manage your account. 

 Create a Breeze meeting. 

 Manage the various pods within Breeze including 

 Chat, Notes, Attendees, and Sharing. 

 Enable the audio and video functions of a Breeze meeting. 

 

 
 
 
 
 



Academic Technology BREEZE :INTRODUCTION 

 
 

Instructor: John Doe | 423.439.8611 | elearning.etsu.edu | ats@etsu.edu 2 

 

Table of Contents 
 
 
Table of Contents .......................................................................................................................................... 2 

1 What is Breeze? ......................................................................................................................................... 3 

2 What do you need for Breeze? .................................................................................................................. 3 

3 Getting Started ........................................................................................................................................... 3 

4 Change your Password ............................................................................................................................... 4 

5 Creating a breeze meeting ......................................................................................................................... 5 

6 Attendee List, Chat and Note Pods: ........................................................................................................... 8 

7 Share Pod ................................................................................................................................................... 9 

8 Camera and Voice Pod ............................................................................................................................. 10 

 



Academic Technology BREEZE :INTRODUCTION 

 
 

Instructor: John Doe | 423.439.8611 | elearning.etsu.edu | ats@etsu.edu 3 

 

 

1 What is Breeze? 
 
Macromedia Breeze is web-based conferencing software used to share information and host meetings 
over the internet. It can be used to collaborate via chat, microphone, or webcam. Applications such as 
Microsoft PowerPoint can be easily shared, and entire meetings can be recorded for distribution at a 
later time. 
 

2 What do you need Breeze for? 
 
ETSU has purchased a server for Breeze and made it available to all faculty and staff. Since the software 
is web-based, no extra software installation is required. 

 
ω A computer with a connection to the internet. 

 
ω A microphone (Optional: only for those wishing to speak during the meeting.) 

 
ω A web-cam (Optional: only for those wishing to be seen during the meeting.) 

 

3 Getting Started  
 
Getting started in Breeze is a . . . well a breeze. To begin, you will need a username and password to 
login. To obtain this, contact Academic Technology in order to have a username and password created. 
Academic Technology can be contacted using this email: ats@etsu.edu . 
 

The breeze username and password is not linked to standard ETSU username and passwords. 

 
 

Once Academic Technology has issued the username and password, Breeze can be accessed at this site: 
ŜǘǎǳŎƭΦŜǘǎǳΦŜŘǳΦ bƻǘŜ ǘƘŜ ƭŀŎƪ ƻŦ ΨǿǿǿΩ ƛƴ ŦǊƻƴǘ ƻŦ ŜǘǎǳŎƭΦ Breeze is not browser specific, so Internet 
Explorer, Firefox, and other browsers should work. 
 

etsucl.etsu.edu is the link to access Breeze. 

 

This link will bring you to a login screen looking like this: 
 

 

mailto:ats@etsu.edu
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Login to Breeze using the username and password provided by Academic Technology. Generally the 
username will match your ETSU username and the ǇŀǎǎǿƻǊŘ ǿƛƭƭ ōŜ ΨŜǘǎǳΩ. This will bring you to the 
control page where you can set up meetings and manage your account. 
 

 

4 Change your Password  
 

Before proceeding any further, if it is your first time logging onto Breeze, then the password Academic 
Technology set up for you is ǇǊƻōŀōƭȅ ŀ ƎŜƴŜǊƛŎ ΨŜǘǎǳΩ ƻǊ something similar. Now would be the best time 
to change it to something more secure. 
 

ω ¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ǎŜƭŜŎǘ ǘƘŜ Ψaȅ tǊƻŦƛƭŜΩ ƻǇǘƛƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ screen. 
 

ω bƻǿ ǎŜƭŜŎǘ Ψ/ƘŀƴƎŜ aȅ tŀǎǎǿƻǊŘΩ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ Ŧƛelds to type in your old password as well as 
your new password. 

 
 

It is highly recommended to keep your password consistent with your regular ETSU password but please 
note that they are not linked, and if you change one, the other will not change automatically. 
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5 Creating a breeze meeting  
 

¢ƻ ŎǊŜŀǘŜ ŀ .ǊŜŜȊŜ ƳŜŜǘƛƴƎΣ ǎŜƭŜŎǘ ǘƘŜ ΨaŜŜǘƛƴƎǎΩ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƭŜŦǘ ƻŦ ǘƘŜ ŎƻƴǘǊƻƭ ǎŎǊŜŜƴΦ  
 
¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘ ƻŦ ƳŜŜǘƛƴƎǎ ȅƻǳ ƘŀǾŜ ǇǊŜǾƛƻǳǎƭȅ ŎǊŜŀǘŜŘΣ ŀǎ ǿŜƭƭ ŀǎ ŀ ōǳǘǘƻƴ ŦƻǊ ŀ ΨbŜǿ aŜŜǘƛƴƎΦΩ 
Folders caƴ ŀƭǎƻ ōŜ ŎǊŜŀǘŜŘ ǿƛǘƘ ǘƘŜ ΨbŜǿ CƻƭŘŜǊΩ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ƻǊƎŀƴƛȊŜ ȅƻǳǊ ƳŜŜǘƛƴƎǎΦ  
 
{ŜƭŜŎǘ ΨbŜǿ aŜŜǘƛƴƎΩ ǘƻ ǎǘŀǊǘ ŎǊŜŀǘƛƴƎ ȅƻǳǊ ƳŜŜǘƛƴƎΦ  
 
This brings us to the Enter Meeting Information screen, with several fields which need information. 
 

ω Name: The name of the meeting you are creating. For the purposes of this workshop, use your 
ƭŀǎǘ ƴŀƳŜΦ L ǿƛƭƭ ǳǎŜ Ψ{ƳƛǘƘΩ ŦƻǊ ǘƘƛǎ ŘŜƳƻƴǎǘǊŀǘƛƻƴΦ 

Page 4 

 Custom URL: This is the link that you will send to your guests so they can join the meeting, so it 
is important that it is simple and easy to understand. Usually the same name as the meeting 
name will work well here. The link will always be http://etsucl.etsu.edu/(THE NAME YOU 
ENTERE HERE). So for my example, the url will be htt p://etsucl.etsu.edu/smith  . 

 

 Summary: An optional description of the meeting. 
 
 
 

http://etsucl.etsu.edu/smith
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 Start Time and Duration: Optional time limits on the meeting. Set the duration to 00:00 if you 
want the meeting to be open indefinitely. 

 

 Select Template: Different templates for the meeting. Select the Default Meeting Template if it 
is not already selected. 
 

 Language: This should be set to English.  

 

 Access: This is a very important tab. If left on registered users only, the meeting creator will 
have to list all potential guests who are to join. Since most users will not have a Breeze account 
set up, it is important to select ǘƘŜ Ψ!ƴȅƻƴŜ ǿƘƻ Ƙŀǎ ǘƘŜ ¦w[ ŦƻǊ ǘƘŜ ƳŜŜǘƛƴƎ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ 
ǊƻƻƳΩ option. This will insure that all students/faculty/staff or guests will be able to access the 
meeting. 

 

 Note: People without the URL will not be able to enter or search for the meeting, so it remains 
very rare that someone not invited will stumble across it and enter without authorization. 

 

 !ǳŘƛƻ /ƻƴŦŜǊŜƴŎŜ {ŜǘǘƛƴƎǎΥ YŜŜǇ ǘƘŜ ŘŜŦŀǳƭǘ Ψ5ƻ ƴƻt include any audio conference with this 
ƳŜŜǘƛƴƎΦΩ 
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hƴŎŜ ŀƭƭ ǘƘŜǎŜ ŦƛŜƭŘǎ ŀǊŜ ŎƻƳǇƭŜǘŜΣ ǎŜƭŜŎǘ ΨbŜȄǘΩΦ 
 
This will bring you to the next screen, where you can set up other hosts or add participants. This is not 
ƴŜŎŜǎǎŀǊȅ ƛŦ ȅƻǳ ŎƘƻǎŜ ǘƘŜ Ψ!ƴȅƻƴŜ ǿƘƻ Ƙŀǎ ǘƘŜ ¦w[ ŦƻǊ ǘƘŜ ƳŜŜǘƛƴƎ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ ǊƻƻƳΩ ƻǇǘƛƻƴ ŦǊƻƳ 
the previous screen. 
 
{ŜƭŜŎǘ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴΦ 
 
This screen will allow you to send out email invitations with the meeting information to those you wish 
to invite. 
 
{ŜƭŜŎǘ ǘƘŜ ΨCƛƴƛǎƘΩ ōǳǘǘƻƴΦ 
 
This final screen gives you a summary of all the selections you have made, along with the URL for the 
ƳŜŜǘƛƴƎΦ {ŜƭŜŎǘ ǘƘŀǘ ¦w[ ƻǊ Ƙƛǘ ǘƘŜ Ψ9ƴǘŜǊ aŜŜǘƛƴƎ wƻƻƳΩ ōǳǘǘƻƴ to enter the Breeze meeting. 
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These pods are easy to use and fairly self explanatory. The host can rearrange the size and positioning of 
the pods and all guests in the meeting room will mirror those changes. For example, if a chat discussion 
was happening, it would be prudent to enlarge the chat pod to fill most of the screen. 
 
 

6 Attendee List, Chat and Note Pods: 
 
The Attendee List Pod shows the names of all the hosts, presenters, and guests who have currently 
joined the meeting. Along with the name, there is a small graphic on the left side of the name which 
ŘŜǎƛƎƴŀǘŜǎ ǘƘŀǘ ǳǎŜǊΩǎ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎΦ ¦ǎŜǊǎ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜƛǊ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎ ǿƛǘƘ ǘƘŜ Ψaȅ {ǘŀǘǳǎΩ Ǉǳƭƭ 
down menu at the top of the Attendee List Pod. 
 
 

 

  
 
The Attendee List has some additional options for the host of the meeting. In the bottom left of the pod 
is a button to change the role of any selected guests in the meeting. In this way you can allow a (or 
several) guest or student to become a presenter. 
 
On the bottom right is a standard option list available to the host, allowing the host to remove users, 
clear their status, and invite other participants and other options. 
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The Chat pod allows participants to communicate without a microphone by typing messages which 
instantly appear in the chat pane. Even with a microphone available, chatting can be a good way to keep 
a written record of questions and answers. 
 
To use the Chat pod, comments are typed in the bottom field. Once enter is pressed and the message 
ǎŜƴǘΣ ǘƘŜ ŎƻƳƳŜƴǘ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ ŎƘŀǘ ǇŀƴŜƭ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ƴŀƳŜ ƻŦ ǳǎŜǊ ǿƘƻ ǎŜƴǘ ƛǘΦ ¦ǎƛƴƎ ǘƘŜ Ψ¢ƻΥΩ 
pull down menu allows ŀ ǳǎŜǊ ǘƻ ŘŜǎƛƎƴŀǘŜ ǿƘƻ ǘƘŜ ŎƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ŦƻǊΦ ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ Ψ9ǾŜǊȅƻƴŜΩ 
meaning that all participants will see the chat. 
 
Hosts have additional options which can be found in the bottom right of the Chat pod. These options 
include changing the text size or clearing the chat panel. Changes that the host makes will be mirrored 
ƻƴ ŜǾŜǊȅ ǳǎŜǊΩǎ ǎŎǊŜŜƴΦ 
 
The Note pod works similarly to the Chat pod except only the host can type a message here. It is meant 
to be a static message that needs to be available during the entire meeting. 
 

7 Share Pod 
 
 
The Share Pod allows a host or presenter to share something that is on their computer screen. With the 
default layout we chose, the Share pod is the large pod taking up most of the right hand side of the 
screen. 
 
If nothing is being shared and you are a host or presenter with the ability to share something, the pod 
ǿƛƭƭ ŀǎƪ άǿƘŀǘ Řƻ ȅƻǳ ǿŀƴǘ ǘƻ ǎƘŀǊŜέ ŀƴŘ ƻŦŦŜǊ ǘƘǊŜŜ ŎƘƻƛŎŜǎΦ 
 
{ƘŀǊƛƴƎ Ψaȅ /ƻƳǇǳǘŜǊ {ŎǊŜŜƴΩ ŘƻŜǎ Ƨǳǎǘ ǘƘŀǘΥ ƛǘ ǿƛƭƭ ǎƘŀǊŜ ǿƘŀǘŜǾŜǊ ƛǎ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǎŎǊŜŜn to the 
rest of the guests in the meeting. When you select this option, a pop-up menu appears with three 
ŎƘƻƛŎŜǎΥ Ψ5ŜǎƪǘƻǇΣΩ Ψ²ƛƴŘƻǿǎΣΩ ŀƴŘ Ψ!ǇǇƭƛŎŀǘƛƻƴΦΩ ¢Ƙƛǎ ƎƛǾŜǎ ȅƻǳ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŎƘƻƻǎŜ Ƙƻǿ ƳǳŎƘ ȅƻǳ 
want to share. You can broadcast your entire desktop, limit what they see to one open window, or 
simply share an application such as Microsoft PowerPoint. 
 
 

If you have not run Breeze before, you may be required to download and install a Macromedia add ςon 
to your internet browser. This is necessary for all computers which are going to share something, and is 

both normal and safe. Select yes to download and install the small add ς on automatically. 

 
 
If you select to share a single document, it gives you the option to select that document from your 
computer, or from the content library. The content library is a feature that ETSU does not currently 
provide. 
 
{ŜƭŜŎǘƛƴƎ Ψ²ƘƛǘŜōƻŀǊŘΩ ǿƛƭƭ ƻǇŜƴ ŜƛǘƘŜǊ ǘƘŜ ŎǳǊǊŜƴǘ ǿƘƛǘŜōƻŀǊŘ ƻǊ ŀ ƴŜǿ ōƭŀƴƪ ƻƴŜΦ ¢ƘŜ ǿƘƛǘŜōƻŀǊŘ ƛǎ ŀ 
collaboration tool allowing users to draw and sketch on the same white page in real time. 
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Sharing anything over the internet requires bandwidth, and users with slower internet connections will 
receive the information slower than others. Even those with high- speed internet connections will see a 
small dŜƭŀȅ ƛƴ ǘƘŜ ƘƻǎǘΩǎ ŀŎǘƛƻƴǎΦ ¢Ƙƛǎ Ŏŀƴ ƳŜŀƴ ǘƘŀǘ ǉǳƛŎƪ ŎƘŀƴƎŜǎ Řƻ ƴƻǘ ƎŜǘ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ ǘƘŜ ƻǘƘŜǊ 
viewers. For example, if you are sharing a PowerPoint pres3entation and quickly jump over one slide to 

the next, the users could easily miss that information. A good rule of thumb is to move more slowly than 
normal when sharing your screen with others. 

 
 

8 Camera and Voice Pod 
 
All of the abilities of Breeze that we have discussed so far can be used without a microphone or web-
camera. However, audio and visual communication can help transmit information faster and more 
dynamically. If you have access to a microphone and/or web-camera, you can activate the Camera and 
Voice pod. 
 
To activate your microphone and/or camera, select the bottom left button in the Camera and Voice Pod. 
The button looks like a little camera and mic. 
 

As with the Share pod, a small add-on will be required to share audio and video information to others. 
Breeze will queue the user for add- on if it is not present. Simply select ΨȅŜǎΩ to automatically download 

and install add ςon. 

 
 

 

  
 
Activating the Camera and Voice pod will expand the options in the bottom-left of the pod, while the 
pod itself transforms into a small video screen. 
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Often users will use the microphone without a camera. If that is the case, the video screen will be 
replaced by a small graphic representing that person, as shown in the example above. 

 
 
The expanded options in the bottom right allow you to control when you transmit your camera and/or 
microphone. If the button ƛǎ ŘŜǇǊŜǎǎŜŘΣ ǘƘŜƴ ǘƘŜȅ ŀǊŜ ǘǊŀƴǎƳƛǘǘƛƴƎΦ ¢ƘŜ Ψ¢ŀƭƪΩ ōǳǘǘƻƴ Ƙŀǎ ŀ ǎƳŀƭƭ ƭƻŎƪ 
feature. If the lock is off, then the microphone takes on a walkie-ǘŀƭƪƛŜ ΨǇǳǎƘ-to-ǘŀƭƪΩ ǊƻƭŜΦ Lƴ ǘƘƛǎ ƳƻŘŜΣ 
ǘƘŜ ǳǎŜǊ ǿƛƭƭ ƘŀǾŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ψ¢ŀƭƪΩ ōǳǘǘƻƴ ŜŀŎƘ ǘƛƳŜ ǘƘŜȅ ǿƛǎƘ ǘƻ transmit audio. By default, the lock 
is depressed, meaning that whenever a user speaks into the microphone, that information will 
automatically be sent. 
 
wŜŎƻǊŘƛƴƎ ƛƴ .ǊŜŜȊŜ ƛǎ ŀ ǾŜǊȅ ǎƛƳǇƭŜ ǘŀǎƪΦ ¢ƻ ōŜƎƛƴ ŀ ǊŜŎƻǊŘƛƴƎΣ ǎŜƭŜŎǘ ΨaŜŜǘƛƴƎΩ ŦǊƻƳ the top menu bar 
ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ΨwŜŎƻǊŘ aŜŜǘƛƴƎΦΩ 
 
Meeting > Record Meeting 
 
This will bring up a small dialog box with the option of naming the recording and giving it a short 
ǎǳƳƳŀǊȅΦ {ŜƭŜŎǘƛƴƎ ΨhYΩ ŀŦǘŜǊ ǘƘƛǎ ǎŎǊŜŜƴ ǿƛƭƭ ōŜƎƛƴ ǊŜŎƻǊŘƛƴƎ ǘƘŜ meeting. 
 
A small red icon will appear in the top right of the Breeze screen to let you know that the meeting is 
being recorded. To stop a recording simply place your mouse over this red icon and an option will 
ŀǇǇŜŀǊ ǘƻ Ψ{ǘƻǇ ¢Ƙƛǎ wŜŎƻǊŘƛƴƎΦΩ 
 
Recordings of Breeze meetings are small videos compressed with the Adobe Flash codec. Once a 
ǊŜŎƻǊŘƛƴƎ ƛǎ ŎƭƻǎŜŘΣ ƛǘ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜƴǘ ǘƻ ǘƘŜ ΨwŜŎƻǊŘƛƴƎǎΩ ǎŜŎǘƛƻƴ of a meeting. These recordings 
cannot be edited. 
 
To view or share a previously recorded meeting, the host must return to the Breeze menu system we 
discussed at the beginning. In your internet browser, go to http://etsucl.etsu.edu and log into Breeze. At 
ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ Ǝƻ ǘƻ ΨaŜŜǘƛƴƎǎΩ and then select the meeting which held the recording. Once in the 
ΨaŜŜǘƛƴƎ LƴŦƻǊƳŀǘƛƻƴΩ ƳŜƴǳΣ ŀ ƴŜǿ ƻǇǘƛƻƴ ǿƛƭƭ ƘŀǾŜ ŀǇǇŜŀǊŜŘ ƛƴ ǘƘŜ ǘƻǇ ŎŀƭƭŜŘ ΨwŜŎƻǊŘƛƴƎǎΦΩ Select this 
to receive a list of recordings made of that meeting. Select the individual recordings to receive a link of 
that particular recording. Travel to that link to view it, or share that link with others so they might do the 
same. 
 


