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Moderation

This room supports maderatian and you have moderation privileges
Lock status

UNLOCKED

Invitation
Include the following textin an e-mail to the people you wish ta invite,

This is alink to enter the e-meeting room Longbrae and Forthview meeting
https:fzpproval glowscotiand.org ukf layouts/1033MWehConferencing/webconference

E164

Participants

D. Colella Active

Marratech Manager 3.5.2
IS s AP MR A 44 ii
>

R ITE 1

< )

MARRATECH

few—e 3

Public

T2

=8



[image: image4.png]




Using Glow Meet

This help sheet is a summary of the more extensive Glow Meet Training Guide which is available from the ‘Training Materials’ tab on Glow Scotland. 
Joining a Glow Meet room

1. In the Glow Meet web part click Join the Glow Meet. 

2. A File Download message will appear. Click Open. 

The file may take some minutes to open. If a security alert is displayed, click Run or Trust to confirm that you want to run the application.

3.  The meeting room window will now open.
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Click on the whiteboard icon         .                  

The audio and video controls
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· Camera: If you have a webcam attached to your computer, click the camera icon to be seen by all other participants in the meeting room.

· Speaker: Click the speaker icon to hear other participants speaking. Switch off to mute others. Slide the volume control to an appropriate level.

· Microphone: By default the microphone works in ‘walkie-talkie’ mode: press and hold the microphone icon to speak to other participants, release when you have finished speaking. If you wish to have the microphone switched on for long periods, hold down the Ctrl key on the keyboard and click the microphone icon once. Click again to return to ‘walkie-talkie’ mode.

The chat area

The chat area allows text messages to be displayed to other participants in the meeting room. Type a message in the text field, then press Return/Enter on the keyboard. The chat area also shows event messages when someone joins or leaves the room. To clear all messages in the chat area, click Edit on the menu bar and then Clear Messages.
The text tools
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Entering text

5. Click the ‘Text typing’       icon.

6. Click on the whiteboard area. A text box will appear.

7. Enter text into the text box. 

Changing the font, size and colour of text

8. Ensure the cursor is in the text box.

9. Click on the ‘Select font’ icon.

10. The Font menus will open. Click on the down arrows to change the font type, style and size of text. Click the ‘Select font’ icon again to close the menus.

11. Click on the ‘Select colour’ icon. 

12. The colour palette will open. Click on a colour to select or use the sliders to create other colours. Click the ‘Select colour’ icon again to close the palette.   

Moving text

13. Click on the ‘Select an object’ icon.

14. Click on the text to select it, then hold the mouse button down to drag the text around the screen.
Deleting text

15. Click on the ‘Select an object’ icon.

16. Click on the text to select it, then press Delete on the keyboard to delete.

The drawing tools

The drawing tools can be used to draw images and diagrams directly on the whiteboard and are also very useful for adding to imported documents.


17. To use a drawing tool, click on the appropriate icon.

18. On the whiteboard click and hold down the mouse button and draw the desired shape. Release the mouse button to complete the shape.

19. To modify the shape, click on the ‘Select an object’ icon        then click on the shape. 

20. The shape can now be moved or deleted or the colour changed. 
21. The line width of the shape can be changed by clicking on the ‘Line width’    icon.                    

Saving a whiteboard document

22. On the menu bar click File, then click Save.

23. On the sub-menu click Save to save the entire whiteboard document or Save Page to save only the page currently displayed.

24. Enter a name for the file and click Save. 

Leaving a Glow Meet session

25. Click File and then Exit. Alternatively click the cross in the top right hand corner of the meeting room window. 

26. Click Yes to confirm that you want to close the meeting room window and exit. 






























Filled rectangle drawing





Filled circle drawing





Arrow drawing





Freehand drawing





Colour picker





Rectangle drawing





Circle drawing





Line drawing





select icon








text icon








font icon





camera	        speaker         microphone





if participants in the Glow Meet room use web cams their images will be displayed here
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