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Moderating a Scheduled Web Collaboration
The following will give you step-by-step instructions for moderating a Web Collaboration
Session through Fusion. These require you to have the Fusion toolbar available in Outlook.

Step 1: Open Outlook Appointment
1. Open the outlook appointment in your calendar that corresponds with the Web Collaboration

that you have scheduled.

Step 2: Join the Conference and Web Collab Session
1. Click Join Conference in the upper right hand corner.
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3. When you are ready to launch the web collaboration portion, click the world icon in the top
right corner.
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5. Click Run when prompted to run fastclient.

Do you want to run or save this file?

m Name: fastclient_i_ri52126_m13E.exe
Type: Application
From: openscapewebconfl.pa.gov

Bun l Save I E Cancel ;
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@ While files from the Internet can be useful, this file type can potentially
software. What's the risk?

Iick OK when asked if the conference should be started.
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6. Click Run when prompted to run software.

Do you want to run this software?

Iﬂ MName: fastclient_i_r152126_ m13E.exe
Publisher: FastViewer GmbH

[ - While files from the Internet can be useful, this file type can potentially harm
| your computer. Only run software from publishers you trust. What's the risk?

7. The OpenScape Web Collaboration toolbar will open. You will see participants join under the
Active Clients tab.
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Step 3: Share Screen
1. To share your screen, select your name from the drop down box under Share Screen.
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2. When prompted, click Share all apps on the Permission approvals box.
@ Permissiorl approvals . (=0

The following services will be shared with other participants. Please check all permitted
entries and confirm your selection:

Share applications

<< Select applications I Share all apps I‘ Cancel
— —

3. You will see a preview of what participants are seeing under the Screen tab.
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