Creating an eMeeting

1. Open your web browser to http://www.vanderbilt.edu/centra and login.
2. From the list on the left, select Create Meeting.
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3. Give your meeting a name, date, time, and duration; reserve sufficient seats.
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Specify Meeting and Audio Options.
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Specify e-mail addresses of invitees, then click Done. A confirmation e-mail will
be sent to all specified attendees. Vacant seats may be used to invite
participants by the leader when the conference is opened, or a link to the
conference may be sent via conventional e-mail.
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Once the conference is created, it will be listed under your schedule; click Lead
to enter and conduct the conference.

Creating

Help  Tutorial Systerm Ch
Lawran Marter
Wandermil Universicy
Wy Schedule
F My Schadule (GMT -06:00) Certral Time (US & Cansada)
Public Evants
Public Racordings o . ¥
atrard Meeting CLALULLR o L L
CneatebiBenng Event Start Time ¥ Duration
Enrallme=nt — -
Ciiir | ads @ Cartra Ovardew (LEPIL0Z1T) 246407 2:00 PM Lh o0
Tawls ndrfr | Copy | Aemove | Reports | Add Files
Log Cut
an eMeeting Page 2 of 2

Information Technology Services

2/19/2007



