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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:
e Loginto Breeze and manage your account.
e C(Create a Breeze meeting.
e Manage the various pods within Breeze including
e Chat, Notes, Attendees, and Sharing.

e Enable the audio and video functions of a Breeze meeting.
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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.

W A computer with a connection to the internet.
W A microphone (Optional: only for those wishing to speak during the meeting.)

W 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:
SGadzOf ®SGadzpSRdzd b20GS U BeezeisinddrowdeFspeddfig @ mt@ned Y T NP Y|
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:
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Login to Breeze using the username and password provided by Academic Technology. Generally the
username will match your ETSU username andthe LJ- & & 6 2 NR & Thif vill brindSyou4bShie & dzQ
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 setup foryouisLINR 0 | 6 f & | IcngtiSnydindar. NoSy tvéuldzee the ddst time
to change it to something more secure.

w ¢2 OKFIy3aS @2dzNJ LI 23462NRx aSt SO0 dirkeh Wae t NRTF

w b2g aSt SOl W/ KIy3aS ad eltsktodypednd oo passwoid astvdlldz ¢ A f f
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
¢2 ONBIFGS | . NBSI S YSSiAay3as asStSOG GKS waSSiay3
¢CKAd 6Aff ONRY3I daJ I tAalt 2F YSSGay3aa &2dz KI 89S
Folderscay |t &2 06S ONBFIGSR gAlGK GKS WbSgs C2t RSN 06 dzi
{StSOG WbSg aSSGAy3aQ G2 adGlk NI ONBFiGAy3I &2dz2N) YSS

This brings us to the Enter Meeting Information screen, with several fields which need information.

w Name: The name of the meeting you are creating. For the purposes of this workshop, use your
frad yrySe L gAftf dzasS W{YAUGKQ F2NJ GKAA

e 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

e Summary: An optional description of the meeting.

RSY2y
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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

setup, itisimportanttoselecti KS W! y22yS gK2 KlFa GKS | w[ F2N
NER 2 optidn. 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.

2 J2yTSNBYOS { S0 0 dinddidary addis Srifdreficvith tRsS T | dzf (i
(Ay3IoQ
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hyO0S +ff (GKS&aS FAStRa INB O2YLX SiSz asSt SOl WbSE
This will bring you to the next screen, where you can set up other hosts or add participants. This is not
ySOSaalNE AT e2dz GK2EKS UM W2yND 20yKS oYKS2S Gkaly 3 O v
the previous screen.

{StS00 GKS WbSEGQ odziG2y o

This screen will allow you to send out email invitations with the meeting information to those you wish
to invite.

{ St SO0 UKS WCAYAAKQ odzili2y o

This final screen gives you a summary of all the selections you have made, along with the URL for the
YSSGAy3ad {StSOG GKIG ! w[ 2 NJektdrthe BledeeSmedtiey 1 SNJ a SS i

/- smith - Windows Internet Explorer

O = 2 S T
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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
RSaAAIYIlI GSa (KF(GdzzdSNRENDIZONFY OKEFIS GKSANI OdzZNNB
down menu at the top of the Attendee List Pod.

dherzpela= He ML)

My Status
{% Anthony kiach

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.

EhEE == T

'i o
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&
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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

aSyids GKS 02YYSyd FLIISIFENE Ay GKS OKFG LI ySt 2
pulldown menuallows dza SNJ 62 RSaA3IylIiS K2 (GKS OKI G gAff
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

2y SOSNE dzZaSNR& aONBSyo

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
gAff a1l aéKFEdG R2 e2dz ¢lyid (2 &KFINBé& IyR 2FFSNI

{KINAY3 Waeée [/ 2YLziSNI { ONBSYyQ R2Sa 2dzaidniothe GY Al
rest of the guests in the meeting. When you select this option, a pop-up menu appears with three
OK2A0SayYy W5Sa102LQ W2AYyR2643Q YR W! LIX AOF(GAzZY
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 Con
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 ¢ 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.

{ St SOGAY3T W2KAGS02FNRQ gAft 2LISYy SAGKSNI §KS OdzN
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
smalldSt & Ay (GKS Kz2aidQa OGAz2yad ¢KA&a OlFy YSI
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 ¥ & $aufbmatically download
and install add ¢on.

Ezipnizpi anel Suje= — = Bzipizpz unel Jrle= — =

Camera and Voice

& Anthony kiech

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. IfthebuttonA & RSLINB&daSRX (KSy G(GKS& FNB GNIyavYAl(

feature. If the lock is off, then the microphone takes on a walkie-0i I f 1 A-®-0 WEJJzZR2K NP f S® Ly
GKS dzaSNJ gAft KIFI@S (2 &St SO lrandnkt SudidVy defajltQhe Dakzii (i 2 v
is depressed, meaning that whenever a user speaks into the microphone, that information will

automatically be sent.
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Meeting > Record Meeting

This will bring up a small dialog box with the option of naming the recording and giving it a short
adzYYFENE® {StSOGAY3T WhYQ | Filnkedthgi KAa aONBSyYy gAff

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
FLILISENI 2 WwW{G2L) ¢KAa wSO2NRAYy3IDQ

Recordings of Breeze meetings are small videos compressed with the Adobe Flash codec. Once a
NEO2NRAY3I A& Oft2aSR> Al Aad | dfaZndeting th&é récrdingsa Sy
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

GKS G2L3 2F (KS ZauNterSefect th@medétidg whith 1218 thelrefaadingdOnce in the
YaSSHUKTANWISYNMEZEY @ ySg 2LIA2y oAttt KI JS selddthS I NE R
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.
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