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CHAPTER 1 ABOUT THIS TUTORIAL 

INTRODUCTION 

This guide is written for people who use Microsoft® Office Live Meeting on Microsoft Office Communications 

Server 2007.  It tells you how to join meetings quickly, and provides instructions on how to schedule meetings, 

present meetings, and share presentations and other information.  Pertinent information was extracted from 

Microsoft Office Communicator 2007 R2 Product Overview located at: 

http://office.microsoft.com/en-us/communicator/HA102037151033.aspx 

 

 

WHO SHOULD USE THIS TUTORIAL 
 
This guide is for people who are new to the Live Meeting client for Office Communications Server 2007 and 
provides a quick overview of commonly used functionality.  For details and advanced topics, reference the online 
Help, which is accessible from within the Microsoft Office Live Meeting client (Figure 1-1). 
 

 

Figure 1-1 

http://office.microsoft.com/en-us/communicator/HA102037151033.aspx
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CHAPTER 2 GETTING STARTED 

INSTALLING AND CONFIGURING THE SOFTWARE 

This section describes the software requirements for using Microsoft Office Live Meeting.  Before you can schedule 

a Live Meeting that includes support for Dial-in Conferencing, you must install or upgrade the Conferencing Add-in 

for Microsoft® Office Outlook®.   Remove any earlier versions of the Microsoft® Office Live Meeting client and 

Conferencing Add-in.   Also, ensure that Outlook is not running, and then install the recent version of the 

Conferencing Add-in.   You must have system administrator capabilities to install the required software.  If there 

are issues, please contact your local IT department to complete the installation process.    There are two (2) 

methods to use the Microsoft Office Live Meeting: 

¶ Microsoft Office Outlook 

¶ Microsoft Office Live Client 

 

The Microsoft URL for downloading the required software is located at: 

http://of fice.microsoft.com/en-us/downloads/CD102549901033.aspx 

 

MICROSOFT OFFICE OUTLOOK 
 

If your organization supports Microsoft Office Outlook and if you are the meeting organizer, you must install the 

Microsoft Live Conferencing add-in for Microsoft Office Outlook.  In addition, you must have system Administrative 

capabilities to complete the installation.  Contact your local System Administrator if required. 

1. Enter web address http://office.microsoft.com/en-us/downloads/CD102549901033.aspx in your web  

browser and click Conferencing Add-in for Microsoft Office Outlook (Figure 2-1):   

 

Figure 2-1 

http://office.microsoft.com/en-us/downloads/CD102549901033.aspx
http://office.microsoft.com/en-us/downloads/CD102549901033.aspx
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2. Scroll to the bottom of the web page; click Accept Terms and Install Client (Figure 2-2).   

 

Figure 2 -2 

3.  Follow the download instructions to complete the installation process. 


























































































































