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QUICK REFERENCE GUIDE Web Conferencing: Instant Messages

This Help Document provides you with informationwilizing the Oracle Collaboration
Suite (OCS) Instant Messaging capabilities withisBAConferencing. Please note that
users can also download the Oracle Instant Mesdaege through Discussion Forums;
this type of Instant Messaging can only be utilimethin Web Conferencing

How do | initiate an | nstant M essage?
To begin an Instant Message conversation with amatteeting participant, follow the
steps below.
1. Select the word bubble icon, as seen in Figura that screen will be displayed.
Then, select the participant with whom you wouke [to communicate by using
the drop down menu adjacent to the word bubble.icon
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Figure 1: Participant Selection
2. Type text into the editable box on the far righttué screen, as seen in Figure 2.
Once text appears are you would like it to be sgiuk Send.
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Figure 2: Beginning Instant M essage Chat

3. Once the text has been sent, that content willig@ad/ed to all participants who
are listed on the left side of the screen, as shaviagure 3. To continue a
conversation, repeat steps 1-3.
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Your chat will be seen here.

Double-click. attendee's name to chat privately.

Figure 3: Instant M essage Chat Screen

4. To make your chat private (viewable to only onespaj, double click on the
attendee’s name. Continue to utilize the chattiondhe same way as instructed
in Steps 1-3.

How do | Modify Chat Preferences?
You may modify your chat preferences by followihg steps below.

1. Select thePreferences button on the IM console. A pop-up window will be
displayed. Select the Chat tab in which you malengur selections. See
Figure 4 below.

ORACLE’
Conlerence |D: 123760

John D oe-em

@ o1 | x|

fli! ) 'ﬁreiérence;)l)énﬁré.encebeta'h;)- Help )
T — |': Create Group Chat )
v~ B ru & @

S

Metwork Connection 22

;John Doe-empl_mgr: lype text here

| Public [ Host
|John Doe-empl_mgr: this is the response

John Doe-empl_mgr

Microsoft Sans Serif

#i Oracle Web Conferencing : Console Preferences

To make a chat ORACLE e Preferences | -
Piivifies | Chat | 2 Attendes View Snapshot  Voice ¥ Click to Share m!lll
I
L

type selection,
select preference
here.

{ Undock -)(‘ send )

Select the type of our conferences. |f none iz selected, the chat interface will be

digabled.

——)  Chat Type Chat with Host
Fublic Chat Mot

Google G+

[] Group Chat Cadl®

i éGames x

vl @ Gettingsw

A2 mail -

*r

Default Font for Mes

Nt style in which your messages will be displayed to other uzers.

~

Home |_: + A

&EPA Collaboration Suite Re.

Logout  Preferences  Conkact Us  Help
Schedule | M:

Font Style Font Size

ft Sans Serf ]Hegular

My Conferences | Conferences In™ o LicdasaneUricods

Mamvda 6D s 0
renc ftangal | Bold Italics 1
To make font el Mareacae =)
S el eCtI O n y u S e et by Effects [] Underling = Calar i_!__?_l‘?_’fk _. :l TO en d p refere n C e
[ Strik ethrough o o
the menus here. % selection, click the

appropriate button
here.

{ Cancel )fT;u
Figure 4: Chat Preferences
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2. You may select the privacy level for your chat biesting the appropriate box
for “Chat Type.” Following is a description of dachat type option:
a. Chat with Host — To communicate with only the CHast, this option
will provide the privacy required.
b. Public Chat — The public chat can be seen by attenbers of the Web
Conference, even if they are not involved that gpecific dialogue.
c. Group Chat — To communicate with all parties inealwn the Web
Conference, select this option.
3. Use the menus below the “Default Font for Messagm@bsition” header to
select a font and style. See Figure 4.
4. Click Apply to save your preferences, as seen in Figure 4eabov
5. To restore the default setting or cancel your pegfee selection, click the
appropriate buttons, as shown in Figure 4.
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