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Live Meeting Rampdown Companion Guide
A guide to planning your transition from the Microsoft Office Live Meeting Service to Microsoft Lync™
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[bookmark: _Toc317239218]Abstract
Transitioning from the Microsoft® Office Live Meeting Service (LMS) to Microsoft® Lync™ enables your organization to streamline all of your collaboration needs into one application. Lync provides intuitive communications capabilities with presence, instant messaging, audio/video calling, and a rich online meeting experience with PC-audio, video, and web conferencing.* Transitioning includes two related efforts: (1) ramping down your LMS usage and (2) rolling out Lync to your organization. To help ensure positive end-user change experience and smooth transition, it is critical you understand your current LMS environment prior to implementing your transition to Lync.
 
This Companion Guide is a complement to the Transition Planning Workbook and offers insight into driving positive change management, through a series of LMS ramp-down readiness activities called Focus Areas. From defining your transition goals to segmenting your LMS end-users and identifying core meeting scenarios, this guide includes everything you need to prepare for a successful ramp-down of LMS.
 
[bookmark: _Toc317239219]Live Meeting Rampdown Focus Areas
Address each of the focus areas below to ensure your LMS ramp-down strategy is clearly defined and mapped to your Lync on-boarding plan.


 *Actual features may vary based on Lync solution and country of deployment.

1.1. [bookmark: _Toc317239220] Identify Top Transition Goals 

Objective
· Define specific transition goals, objectives and timeline
Why it’s Important
· Ensures that everyone in your organization is working toward the same end-result
· Provides a solid framework for a successful transition plan
Getting Started
· Identify your Transition project team, including key stakeholders
· With your transition team, define 1-3 transition goals
· Ex: Live Meeting usage to zero by 6/30/2012
· Ex: Transition all inactive Live Meeting users to Lync by 12/31/2011
· Create a detailed project plan based on your goals, milestones and overall timeline. Download the Transition Planning workbook for guidance.
· Define project reporting cadence to track progress (who needs to see project status, when and in what format)
· Take the Transition Speed Quiz to help assess your optimal transition timeline

Identify Transition Goals: Best Practices
· Utilize the SMART goal concept (Specific, Measurable, Attainable, Realistic the Timely) when writing your transition goals (reference site: http://topachievement.com/smart.html) 
· See the Key Transition Project Team Roles for recommendations on who to include on your project team
· Verify defined goals are in alignment with overall business strategy
· Confirm project timeline aligns with your LMS contract end-date
· Retake the Transition Speed Quiz after you complete all Focus areas, to ensure any new findings are included.
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1.2. [bookmark: _Toc317239221] Evaluate Current LMS Implementation

Objective
· Create a blueprint of your organization’s current LMS adoption, usage and growth trends
· Verify all conference centers associated with your LMS agreement
Why it’s Important
· Provides a "jumping-off" point for your transition planning and helps set the context for transition activities and approach
· Helps identify all impacted LMS conference centers and their associated end-dates
· Detects usage patterns, which may impact transition timelines
Getting Started 
· Leverage the conference center Administrator reports (Meeting Trends, Recording Trends, etc) to identify current usage and usage patterns
· Access your LMS contracts to confirm conference centers and associated end-dates
· Identify all conference center Administrators and communicate transition plan
Evaluate Current LMS Implementation: Best Practices
· Leverage usage and trend cycles to optimize transition project timing 
· Example: Look to plan your transition during a known quiet time (summer time
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1.3. [bookmark: _Toc317239222] Profile End-Users
 
Objective
· To define targeted transition and communication plan(s) based on end-user usage
Why it’s Important
· Allows for targeted communications
· Power users can help identify requirements and use-case scenarios
· Provides opportunity to identify transition “Champs”
Getting Started
· Leverage new Administrator level  Power User, Member List  & Usage reports on your conference center 
 
Profile End-Users: Best Practices
· Define end-user profiles within your organization, based on usage. Recommendation
a. Power User = held 1+ meetings in last 30 days
b. Occasional User = held 1+ meetings in last 6 months
c. Inactive User = no meetings in last 6 months
· Depending on your transition timeline, you may opt to refresh your Profile list before your broad communications, to capture any net new users
· Include Power Users in your Lync pilot testing
· Identify select Power Users as Champs to help evangelize the transition
· Survey your top 25-50 Power Users to help identify requirements and use-case scenarios (see next section 2.4 for details)
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1.4. [bookmark: _Toc317239223]
Confirm Core Meeting Scenarios
 
Objective
· Understand core meeting scenarios and feature requirements for conferencing and collaboration
Why it’s Important
· Facilitates transition by easily mapping core scenarios to Lync
· Identifies scenario gaps, enabling you to proactively address
Getting Started
· Leverage the sample survey to create your own custom scenario feedback form
· Survey your top 25-50 power users
· Analyze results, mapping scenarios and addressing gaps
· Pull Usage Report to determine which trackable features are in use and by whom (hosted recording, large meetings, Easy Assist)
Confirm Core Meeting Scenarios: Best Practices
· Incorporate survey results into your Lync pilot testing plan
· Leverage results from 1.3 and 1.4 to define transition segments, required communications and timeline (ie; inactive users can transition all-at-once, early on, while power users with multiple meeting scenarios may require additional transition time, including an overlap of both products to ease the change)
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1.5. [bookmark: _Toc317239224] Administer LMS Through Transition
 
Objective
· Define how to best manage your LMS throughout the transition process
Why it’s Important
· Ensures relevant LMS data (content and recordings) is retained offline
· Helps define processes and policies for 
· managing user accounts
· hosting future meetings on LMS
· allowing LMS access to select end-users
· decommissioning your LMS conference center(s) 
Getting Started
· Refer to your transition plan/workbook to align administration tasks with transition timeline
· Refer to your user profile and meeting scenario data to define policies for targeted user groups
· Customize and communicate rampdown checklist with your LMS end-user community


[image: C:\Users\darbeeny\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\XYBYUKO2\MC900442153[1].png]
Manage LMS Through Transition: Best Practices
· Define policies based on power users and use case scenarios (ie: delete inactive user accounts immediately and communicate the availability of Lync; leverage Live Meeting for large meeting scenarios as needed)
· Post and communicate policies to all impacted users, Administrators and stakeholders
· Customize email templates to assist with your transition communications









[bookmark: _Toc317239225]Templates and Reference Materials


[bookmark: _Transition_Speed_Quiz][bookmark: _Administrator_Reports][bookmark: _Toc317239226]Administrator Reports

Leverage the following Live Meeting Administrator reports to help profile your end-user and understand core usage details about your Live Meeting service. 

	Report Name
	Description

	Power User (New)
	These reports help an Administrator identify Organizers with the most meeting, recording, and event usage within a selected timeframe.

	· Organizers by Meeting Count
	The report lists all Organizers whose meetings have been attended during the selected date range. The number of meetings per Organizer is segmented by number of attendees (1-20, 21-250, Over 250).

	· Organizers by Recording Count
	The report lists all Organizers whose recordings have been viewed in the selected date range and the number of times the recording was viewed.

	· Organizers with no Meeting Activity
	The report lists 1) Organizers whose meetings were scheduled to occur during the selected date range but for which there were zero (0) attendees, and 2) Organizers who did not try to create any meetings in the selected date range.

	· Organizers by Event Count
	The report lists Organizers who have created an Event during the selected date range.

	Member List
	Comprehensive list of all accounts on your CC, both active and deleted
Outline of activity per Organizer (# meetings + # of recordings)

	Usage 
	Summary of who is using the core “Pro” features: Shared Recordings, Easy Assist and Meetings >250



To access these reports, log into your CC as an Administrator, click on (1) Reports and (2) Select the report you wish you view/download.
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[bookmark: _Toc317239227]Driving Change Management

Effectively driving change can be the biggest challenge when switching technologies. Very often, it’s manifested in end-users’ fear of the unknown or perception that the change is bad. It is important to address change management with positive but sensitive messaging, enabling users to see the value of the new technology and to want to make the transition from LMS to Lync. Here are some tips for managing the change when transitioning from LMS to Lync.

Change Management Tips

· Be assertive, but positive in your messaging
· Explain the organizational decision
· Call out benefits to the end-user
· Educate users on the timeline
· Communicate scenario comparison, address perceived gaps proactively
· Secure an executive sponsor to drive “top-down” messaging
· Have sponsor outline the value proposition and sign initial announcement
· Have sponsor participate in awareness activities (brown bags, launch event, etc)
· Leverage a variety of communication channels
· Utilize multiple avenues to drive messaging, such as emails, intranet site, travel site, brown bags, company meetings, team meetings, etc.
· Conduct promotional events (such as lunch’n’learns, launch events) to drive momentum and positive energy
· Create a SharePoint site for all transition-related documents and information
· Post all transition information into a central location  for easy reference and to facilitate knowledge-transfer
· Include SharePoint URL in all communication channels
· Create a clear call to action for the end-user
· Include (1) ramp-down checklist, (2) training plan and (3) Lync onboarding tasks (as appropriate)
· Offer employees a way to ask questions or give feedback
· Create a feedback/triage team to address end-user inquiries promptly
· Maintain an FAQ list to address the most anticipated transition questions
· Lead by example
· Show Lync’s ease-of-use by using it in your own collaboration tasks
· Encourage managers to use Lync for team meetings to drive organic adoption

Resources
· Email templates
· Customize and leverage these templates for
· Targeted end-user communications
· Newsletter, SharePoint and other internal messaging
· Effective Conferencing with Microsoft Lync – Transitioning from Office Live Meeting class
· This complimentary session educates users on use case and feature scenario comparisons between LMS and Lync
· Promote this training class in your communications, for all current users of the LMS
· Rampdown and Onboarding checklist
· Help users facilitate the transition to Lync by customizing and sharing the activities checklist located in the Templates and Reference Materials section of this guide
· Feedback loop
· Designate an internal “triage” team and create an internal alias where users can easily communicate questions and concerns related to the transition
· Educate your help desk on how to respond to questions and report out feedback to triage team
· Create and post a transition FAQ on your SharePoint site



[bookmark: _Toc317239228]Transition Planning Quiz
This quiz is designed to help determine the best Live Meeting-to-Lync transition approach for your organization based on three variables: change management, technical infrastructure and transition timeline. Enter the points corresponding to the answer that best represents your organization. Total each section, and then proceed to the Results section for recommendations.  (Tip: Leverage data from the five Focus Areas to help answer the quiz.)

	Question
	Points

	Change Management

	1. End-users (information workers) in my organization readily adapt to new technology
1 = Agree
2 = Neutral
3 = Disagree
	

	1. I would rate the level of Live Meeting adoption at my organization as
1 = Low (ex: small number of users generating most of the usage)
2 = Medium (ex: departmental usage)
3 = High (ex: company-wide)
	

	1. My organization uses Live Meeting for the following scenarios (1 point=1-3 scenarios, 2 points=4-5 scenarios, 3 points =6 scenarios)
2. Ad-hoc (Meet Now) meetings
2. Collaborative meetings
2. Structured meetings/webcasts (>250 participants)
2. eLearning/Training
2. Internal-only meetings
2. Meetings with internal & external participants
	

	Change Management Total
	

	Technical Infrastructure

	1. My organization’s IT infrastructure is tightly managed (ie locked-down desktops, etc)
1 = Disagree
2 = Neutral
3 = Agree
	

	1. Our organization will be transitioning
1 = <10K desktops
2 = 11-24K desktops
3 = 25K+ desktops
	

	Technical Infrastructure Total
	

	Transition Timeline
	

	1. Our timeline for ramping down LMS and onboarding to Lync is 
1 = 0-6 months
2 = 6-12 months
3 = 12+ months
	

	Transition Timeline Total 
	



Transition Planning Quiz Results
Change Management Results:  The change management category of this quiz offers insight into awareness preparation requirements to ensure a positive transition for your end-users. Higher scores in this category may indicate hesitation from your end-users in using a new technology or that users are deeply adopted in your current technology and may need additional time or assistance to successfully transition.
· A score of 4 or lower suggests users easily adapt to new technology and that your current use case of Live Meeting is optimized for a successful transition. 
· A score of 5 or higher suggests there may be obstacles in your transition strategy such deep adoption of Live Meeting and/or user hesitation to using a new technology. For an optimal transition experience, we recommend spending additional planning time on your awareness and change management strategy including 
· Securing an executive sponsor to  help drive positive messaging about the transition
· Segmenting users into groups and developing targeted communications
· Planning for an overlap of technologies to allow users ample time to transition
· Review the Live Meeting rampdown focus areas in this guide for more information

Technical Infrastructure Results:  The technical infrastructure category of this quiz offers insight into the technical readiness of your organization to deploy new technologies. Higher scores in this category may indicate a complex technical infrastructure or a significant number of desktops, which may require additional time and resources for deployment activities.
· A score of 3 or lower suggests there are minimal technical complexities to address and a manageable number of desktops to deploy to, giving you the green light to move forward with your technical transition activities.   
· A score of 4 or higher suggests your technical deployment may take additional planning and require a longer deployment cycle, based on certain complexities such as locked-down desktops, an IT-managed desktop, and/or longer testing/deployment cycles due to a significant number of desktops. Recommendations for an optimal technical deployment include
· Running a pilot to test and measure success of your technical deployment
· Outlining a realistic plan and timeline for configuring/deploying Lync to all desktops
· Securing accountable IT resources to help execute your technical deployment plan

Transition Timeline Results:  The transition timeline category of this quiz helps ensure your current timeline is ideal based on certain factors that may impact your schedule.
· A score of 1 indicates your organization is looking at an accelerated timeline for transitioning to Lync. Congratulations- Your organization is on track to experience all of the great features of Lync in just a few months! A shorter transition timeline is absolutely achievable with great success; but be sure to address any potential obstacles now so that you can factor these into your overall plan and timeline. If you answer yes to any of the questions below, you may wish to review your strategy and make adjustments to the timeline or resources as appropriate.
· Are there any “change freeze” or other events that may impact this timeline?
· Many organizations implement change freeze times where no software installation or deployments can take place. Check with your IT dept if you are unsure if this may impact your transition schedule.
· Significant events and peak usage periods may not be an ideal time to launch a new product. For example, if your sales team and accounting team etc are busy with end of year activities, they may be less likely to readily transition to a new technology. Take time to understand if there are any such time periods you should consider in your transition timeline.
· Are there any internal projects that may impact your transition project?
· It’s important to understand if there are other concurrently-running projects taking place during your transition planning and execution. If so, what is the likelihood that resources assigned to you may be pulled into that other project? Or that that other project may take priority? Or if the other project is a pre-requisite for your transition project (ex: does your organization need to complete an update of Microsoft™ Office before you can execute your Lync deployment?
· Did you score a 5 or higher in the Change Management category and/or a 4 or higher in the Technical Infrastructure category?
· As indicated in the relevant sections above, higher scores in these categories may require additional resources or planning time to ensure optimal results. Be sure to factor associated activities in these areas into your timeline.
· A score of 2 or higher indicates ample planning time to execute a transition to Lync. We do recommend addressing the same questions above and making adjustments to your schedule as appropriate.


[bookmark: _Transition_Team_Guide][bookmark: _Toc317239229]Transition Project Team Roles (recommended)
An appropriately-resourced and accountable project team is critical to a successful transition. Below represents main roles and associated tasks for your transition project. Your organization may have additional roles and responsibilities, based on your overall transition goals and timeline.

	Role
	Responsibility

	Key Stakeholders
	· C-level or other executives in your organization who oversee project status, approve budget, determine success metrics, etc

	Transition Project Manager (Lead)
	· Accountable for managing transition project and associated reporting
· Manages project schedule 
· Coordinates internal resources

	IT Pro(s)
	· Tests, packages and installs Lync client + uninstall LMS client/add-in
· Configures internal network
· Configures Lync appropriately

	Executive Sponsor
	· Provides top-down support for transition initiative
· Signs initial communication to end-users
· Participates in launch event (as applicable)

	Marketing/Communications Team
	· Develops awareness campaign and delivers email communications
· Manages distribution of awareness resources
· Update and maintain Lync-specific intranet site

	Help Desk/Support Team
	· Completes help desk training
· Participates in pilot and early feedback as appropriate
· Provides first line of end-user support for Lync technologies
· Tracks support tickets and reports out as appropriate

	Training Team
	· Creates end-user training plan
· Develops customized training materials
· Delivers training to end-users

	Live Meeting Administrators (for all associated conference centers)
	· Provide input and follow-up (including usage data and end-user
profiling) as needed for their respective conference centers




[bookmark: _Toc317239230]
Transition Success Factors
Our research indicates that customers who successfully deployed or transitioned to a new technology have incorporated the following success factors into their project. For context, we have included an outline on how each success factor relates to your Live Meeting to Lync transition effort.




Each of these factors a addressed in our transition planning resources, including this Companion Guide, the Live Meeting-to-Lync Transition Guide and the Lync Adoption and Training Kit.
[bookmark: _Sample_Use_Case][bookmark: _Toc317239231]Sample Core Meeting Scenario Survey
To help understand how your organization is using Live Meeting today (see Focus Area 1.4), we encourage you to leverage and customize the following survey and share with your end-users. You can use SharePoint or any other survey tool to create an easy feedback mechanism for users to provide input regarding their Live Meeting experience. 

SAMPLE:
Our organization is committed to helping employees be more productive while taking advantage of new technology. To help with a current initiative, you have been chosen to provide feedback on your use of the Microsoft® Office Live Meeting Service. Your input is important and we encourage you to take a few minutes today to complete the below survey.  

1. Company Name (open text)
1. Contact Name (open text)
1. How important is web conferencing to your daily job function? (scale of 1-5 from 1=not valuable at all to 5=extremely valuable/vital)
1. Do you schedule meetings on behalf of others within your organization? (Yes/No)
1. Indicate how frequently you utilize Live Meeting for the following scenarios – (scale 1=low frequency (little/never), 5 = highest frequency (ie all the time))
4. Ad-hoc meetings (Meet Now)
4. Small, collaborative meetings (2-25 attendees)
4. Large meeting (>250 attendees)
4. eLearning/structured meetings
4. Internal-only meetings
4. Meetings with internal/external participants
1. Indicate how frequently you use the following key meeting features – (scale 1=low frequency (little/never), 5 = highest frequency (ie all the time))
5. Uploading content
5. Application/desktop sharing
5. Hosted recording (a.k.a.service-side recording)
5. Q&A pane
5. Registration (a.k.a Live Meeting Events)
5. Whiteboard
5. Annotations
5. Seating chart
5. Reporting (attendance, meetings, recordings)
5. Ongoing meetings
5. Text slide
5. Webcam
5. Web scheduler
5. Handouts/file transfer
5. Hybrid audio (Telephone +VoIP)
1. What do you like most about Live Meeting? (open text)
1. What challenges do you face today in using Live Meeting for your job function? (open text)
1. What additional features would you like to see in a conferencing/collaboration tool? (open text)
1. Additional comments (open text)



[bookmark: _Toc317239232]Rampdown Checklist for IT Pro/PMs

The following represent the key activities to help you rampdown the Live Meeting Service: 

□	Identify your dedicated transition team and key stakeholders

□	Define 1-3 transition goals
· Ensure all stakeholder goals are in alignment.  
· E.g.  LMS usage to zero 12 months from now

□	Download and review Transition Planning workbook
· http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=26494

□	Confirm all LMS conference centers in use:
· Confirm all respective conference center contract end date(s) 
· Calculate usage growth patterns on your LMS to understand if LMS usage is expanding or contracting

□	Profile end-users based on usage
· Download and analyze LMS reports
· Eg. LMS Administrator Reports: Power User, Member List, Usage
· Identify top 50 users based on frequency of usage
· Identify transition “Champs” who can assist with transition guidance
		
		Suggested End-User Profile Definitions

	End-User Profile Type
	Definition

	Power User
	1+ meeting(s) in last 30 days

	Occasional User
	1+ meeting(s) in last 6 months

	Inactive User
	No meetings in last 6 months




□	Identify Core Meeting Scenarios
· Survey your top 50 users to identify core LMS scenarios
· Pull activity reports to determine which features are being leveraged
· Eg. LMS Administrator Reports: Hosted Recordings, Large Meetings, Easy Assist
· Map LMS use case/features/workloads to Lync and target trainings and communications accordingly

□	Manage the service:
· Identify and document internal reference to LMS and OCS
· Set a milestone to update all LMS and OCS reference to Lync/termination resources
· Define required end-user actions for transition to Lync (and communicate as outlined above)
· Eg. Set up Lync account, remove LMS/portal from favorites, and download critical meeting data/recordings, cancel any existing/recurring/future Live Meeting Service meetings and reschedule using Lync
· Define required IT actions
· Eg. Disable the LMS Portal and uninstall the LMS client/add-in
· Develop plan to decommission LMS conference centers

□	Define communication timeline and create targeted communications based on end-user profile groups 
· Define communication timeline for each end-user profile group
· Eg. Based on profile, determine whose transition should be phased and whose should be rapid

	Profile Type
	Transition Strategy
	Considerations

	Power Users
	Phased transition
	Allow overlap of Lync and LMS

	Occasional Users
	Phased or Rapid transition
	Allow overlap of Lync and LMS or simply cut-over to Lync

	Non-Users
	Rapid transition
	Rapid cut-over to Lync



· Create targeted communication for defined profile groups as appropriate
· Key information to communicate:
· Transition timing: cut-over timing, deployment of Lync client, uninstall of LMS client/add-in
· Associated mitigation strategies for how to handle LMS scenarios in Lync
· Instruct end-users to:
· Set up Lync account
· Cancel any existing/recurring/future Live Meeting Service meetings and reschedule using Lync 
· [bookmark: _GoBack]Download and save any important recordings or content
· Remove conference center URL and/or LMS Portal from favorites

	Feature
	Mitigation Strategy

	Q&A
	-Use Lync chat window
-Ask end users to email you with questions

	Large Meetings (>250 attendees)
	Leverage partner

	Hosted (service-side) recordings
	Save recordings locally and post to network

	Registration
	Use LMS system, or partner solution

	Breakout Rooms
	Open new Lync session and drag participants from the larger meeting into the new “Breakout Session”

	Web Scheduler
	Use Lync Server 2010 Web Scheduler



□ 	Train Help Desk/Champions on transition strategy
· Forward HD all HD-specific training resources
· Provide recorded/instructor-led end-user training for Power Users
[bookmark: _Rampdown_Checklist_for][bookmark: _Toc317239233]
Rampdown Checklist for End-Users

The following represent the key activities to help you rampdown Live Meeting Service (LMS): 
□	Install and start using Lync
· See Setup Checklist for End Users  for additional set-up activities

□	Attend Lync Training
· Effective Conferencing with Microsoft Lync – Transitioning from Office Live Meeting class

□	Review any communications regarding the transition to Lync
· Key actions for end-users may include some or all of the following
· Cancel any existing/recurring/ future Live Meeting Service meetings and reschedule using Lync 
· Download and save any important recordings, content or reports to your local computer
· Delete LMS conference center URL and/or LMS Portal from your favorites
· Uninstall the LMS client and add-in (if your IT department doesn’t do it automatically)


[bookmark: _Toc317239234]Key Lync Resources

Live Meeting-to-Lync Transition-Related Resources
· Live Meeting-to-Lync Transition Guide
· Transition Planning Resources
· LMS Rampdown workbook
· Email templates
· Rampdown companion guide
· Transition Support
Lync Readiness Resources
· Lync Adoption and Training Kit
· Lync Instructor-Led Training
· Lync Blogs

Lync Online Resources
· Set Up Lync Online 
· Lync Online Administration  
· Office 365 Deployment Guide 
· Lync Online Service Description 
Lync Server Resources
· Lync Server on TechNet
· Includes information on capacity planning, infrastructure requirements, client administration, monitoring sever and much more
· Planning Tool 
· Stress and Performance Tool 


Identify Top Transition Goals


Evaluate Current LMS Implementation


Confirm Core Meeting Scenarios


Administer LMS through Transition


Profile End-users 


























Defined Transition Strategy


 Plan for (1) rampdown of LMS and  (2) onboarding  users to Lync


Articulated Goals & Success Metrics


 Define 1-3 measurable goals to help drive momentum and measure success


Established Timeline


 Develop a realistic timline for achieving your transition goals


Dedicated PM/Core Project Team


Executive Sponsorship


 Secure accountable resources to help with your transition efforts 


Pilot Program


Defined End-User Training Strategy


Robust Help Desk Strategy


Broad Awarenes Campaign


 Enlist a senior executive to drive initial messaging regarding your transition


 Use the pilot program to test transition activities with a control group


 Faciltate user adoption with a defined training plan


 Ensure your help desk is ready to support Lync


 Levarge multiple awareness channels to drive transition messaging  





















©2012 Microsoft Corporation. All rights reserved. The materials are provided for your informational purposes. Microsoft makes no warranties, express or implied.  You may copy, modify, distribute and display all materials contained in this “Live Meeting Rampdown Companion Guide” solely for your internal and non-commercial use, and only in support of Microsoft technologies.  Such use is conditioned upon your compliance with Requirements for Allowed Uses under the Use of Microsoft Copyrighted Content policy.


image2.png
Microsoft*
. Lync




image3.png




image4.png
pioso Ot

E.: Live Meeting

MyHome _SummaryReport Mestnglist __Recording st _Mesting Trends _ Recording Trends _ Member Lt Usage _Power User

View Reports

To generate the following reports, you must have administrator privileges:

Provides a review of server use for the day, ek, month, and year listing the number of meetings, attendance, connection

Summery hours, and recorcings. From the report you can determine peak usage and plan your fcense capacity

Veeting Trends Incuces informaton about srver usage and trends

Recordng Trends Lists trends i sever usage fo viewed recordings

I Provides  summary of member actvity incating the number of mestingsand recordings that each prson has aurently
ember Lt schedued o deleted

Ussce Provides usage iformation of key features for user specified bme period

Power User Provides power user information ofkey features for use specfied tme perod

To generate the following reports, you must have organizer or administrator privileges:

Meetng List Lists the mestings and attendance for 3 given time period
Recordng List Shows the recordings avaiable for 2 given time period and the number of times each one was viewed

Ea 'L‘ix?'e”NTeenng




image5.png
3 Live Meeting

My Home My Home
Meet Meet Now
Scheduke Meeting 1 st ows: oy it
Meet Now -
Join Meeting Meet Now Detais
Meeting Lobby: https://www.ivemeeting.com/cc
Easy Assist

Create Session Upcoming Meetings

Join Sesson e
Training Sesson for New Employees -
(Manage gl Welcome Aboard!
Meetings Meeting ID = BTMNP3
Recordings & Super Secure Meeting
User Preferences Meeting ID = T2FWP8
Address Book gl 1KA Demo Meeting
rents Meeting ID = 5QFBS8
& Research Team Update
Meeting ID = MCSB22
Recordngs g Monlz Frofct UpdateSesson
Reports [Meetings 1-5 0f 9] Page 1 2
Pubic Events
Administer
Account

There are no recent recordings to disply.




image1.png




image6.jpeg




