Use Yahoo Messenger for a Video or Audio Conference

About These Instructions: These instructions are intended primarily for those who are
new to instant messaging. If you already use Yahoo Messenger and want to add voice
and/or video to your instant messages and group conferences (chats), please skip to Part
Five: One-to-One Messaging with Text, Audio, and Video (page 17) or Part Six: Group
Conferencing with Text, Audio, and Video on page 27.

Contents of this tutorial

Part One: Download and install Yahoo Messenger page 1
Part Two: Create a Yahoo Messenger Account page 4
Part Three: Login and Configure Yahoo Messenger page 7
Part Four: Create Your Contact List page 12
Part Five: One-to-One Messaging with Simple Text, Audio, and Video  page 17
Part Six: Group Conferencing with Text, Audio, and Video page 27

Part One: Download and install Yahoo Messenger

1- Go to http://messenger.yahoo.com
2- Click the Download button. The download/install process should begin

automatically.
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Depending on your browser's security setlings, a security window EFL '
like the one on the nght may pop up. Make sure to click Yes or S e
the installation will be cancelled. )

3- When the installation screen appears (as shown below), follow the instructions
provided during each step of the installation.

The installation screen says "Step 1 of 6". There are actually only 5 steps. There
does not appear to be a "Step 4" (see screen shots below).

#2 yahoo! Messenger Installation

Welcome!

The New Yahoo! Messenger makes being expressive,
productive and hanging out a lot more fun.

This wizard will help vou install Yahoo! Messenger and make it
easy to get other great Yahoo! products.

Before you continue, please close any open versions of
Messenger. To dathis, right-click the Messenger ican in yaur
system tray (usually in lower right corner of your screemn), and then
click Exit.

Click Mext to start the installation wizard.

Cancel | < Back




;E-—;! Yahoo! Messenger Installation X

Step 2of 6
Install Options

Chooge the type of install you prefer. Click 'Mext' to continue.

f* Typical (recommended)
Elect thiz option to get:

-Yahoo! Messenger The best way to share what matters with the
peaple vwho matter most.

-Yahoo! Toolbar With Pop up Blocker . &1 vour important stuff
online, just one click away.
~-Yahoo! extras Easzier access to Yahoo! gervices such as
Search, Maps, Bockmarks and Games.
™ Custom (advanced users)

Select this option to specity the features yau wart.

[T Makevahoo! my default search engine

™ Make vahoo.com my home page

[~ ake vahoo! Mail my default mail application

Disk Space Required: 11.66 MB
Cancel | < Back Heut »
#2 yahoo! Messenger Installation |
Step 3 of 6

Y

>

License Agreement

Before we can install your new software, you need to agree ta License
Aoreement below.

1. ACCEPTANCE OF TERMS ﬂ

Welcomwe to Yahoo! Messenger. Yahoo! provides
this service to you, subject to the

following software license terms |"Software
License™), which incorporates by reference
the Yahoo! Terms of Zervice ([("TO3™) each

which may be updated by us from tLime to LCime
without notice to you. You can review the

most current wersion of the Joftware License
and TOS at any time at:
http://docs. vahoo.com/ info,/ terms/messenger.h
twl and http://docs.vahoo.cow/info/ tcerms, . :J

W ez, | accept the terms of this agresment

Cahicel |

< Back I Heut » I




;E-—;! Yahoo! Messenger Installation X

Step5of b
Ready to Install!
You are now ready to install. Click Mext to continue.
Total download size: 521 MB
Estimated Download Time:
LY A6 Kh modem 13 min.
o0
DSLiCahle (512 Kb) 1 min.
THLAN {15672 Kh) 27 sec.

Cahicel |

_'?T' Yahoo! Messenger Installation X
Step 6 of 6

Installation Results

et ready to enjoy your nevy Yahoo! software. Recap of installstion is
provided below,

@ Yahoo! Meszenger Installation complete

& “rahodl Toolbar with Upgrade complete
Pop-Up Blocker

B! vahool extras Installation complete

& Default zearch Mot zelected

@! Home page Mt zelected

E:? Default email Mot zelected

Far further assistance using any of these products, vist Yahoo! help at:
hittp: Shelp yakhoo.com

Press the Finish button to exit this installstion.

¥ Lbunch vahool Messenger

[Farice] | < Back Finizh I

Part Two: Create a Yahoo Messenger Account

If you previously downloaded Yahoo but: 1) did not create an account, 2) cannot
remember your account name, or 3) want to create a second account, follow the
instructions below.

1. When you have completed the installation process, you should see a confirmation
message in your browser window. Click "Sign up now" under "Get a Yahoo ID.



Yahoo! Messenger

Features  IM¥ironments  Audibles  Emoticons Games  Mobile

Congratulations! You have successfully downloaded Yahoo! Messenger.

Start Yahoo! Messenger in 3 Steps Yahoo! Messenger Feature Tour @
Lesrn sbout the Features in Yaheo! Mezsenger by seaing how people
1. Geta Yahoo! ID like you use tharm.
Your Yahoo! ID lets vou ure other
frae Vahos! sarvicas, like My Getting Started Tutorial
Yahoo!, Mail, Finanoce and more. For people naw to Yahoo! Messenger.
=

2. Sign in

Cpen Yahoo! Messenger from your
cornputar. Enter your Yahoo! 1D and

password and click "Sign In."

3. Add Friends
Click the "Add” button to begin Meet the Yahoo! Toolbar

If you closed the browser window that displayed the "Congratulations! You have
successfully installed Yahoo Messenger", then you can go to
http://messenger.yahoo.com and click the "Sign Up" link next to "New User" at the
top of the page.

ahoo! My vahoo! hail

YAHOO! MESSENGER[ e e st

Yahoo! Messenger

Features IM¥ironments Audibles Emoticons Games Mobile

Yahoo! Avatars

yaur Y ahoo! Avatar to share your

personality, style and mood with athers,

Learmn more

2. Complete the Yahoo Account form. A sample form is shown below.



While it's not required include an an alternate email address on the Sign Up form, it
is best to include one because if you lose/forget your Yahoo login name/password,
Yahoo will send you an email with the login name/password to the Yahoo email
address that was created when you set up your messenger account. However, since
the login and password for your Yahoo email account is the same as the login for
your Yahoo Messenger account, you will not be able to retrieve the email. In this
case you will be forced to create a new Yahoo account.

-

YAHOO! MESSENGER Yahos! - Help
Sign up for your Yahoo! ID Already have an 107 [TRTAT]

Geta Yahoo! 1D and passwoed for sccess fo Yahoo! Messenger and all other personalized Yahoo! services.

Prowide your name
First Mame: [|a, Lazt Name: [Johnson Triis intormetion wil ks used to personalze
YOUr YShOo! SErVICES,
yahoo! IO '7 . R ‘Chosging your 1D
[Johnzond39 0P i thig 1D i e —
Password: I— Exms:w«ﬂr:eﬁ'nm'
iowd will use this information bo access
Mlizst be six characlers o mone Winhood gach time. |
Re-ype Passwond; |seeesss Cagd AT Alion MANErs 1or your password
- . Member Benefits
Yahoo! Mail:
ahoo! Mall: (7 Activate iy frée Yahoo! email address. A5 member, you ool fres Yokoo! emad
our address will be the ID you've chosen folowed by that's refiable, sazy 1o use, and avalable
a0 com. aywehere.

Wpou Torget your passwird or need help with your accaunt, youll need 10 confinm e Recalling your password
fallowing Information: TS insormealion is Our ONly Wiy 10 varily
. B T your ieridy, To profect your sccount,
Security Question |Wha1 is your pet's name? :] surs PYear Answart iy b
Tor you knd hard for ofhers o guess!

VOUF ANEWET |.-_|pril

Birthday. [January =01 [1950  owonthoo. e
Allemate Email: | kjghnsoni@myisp.com
Arzount nolices: will ke send bo hes amal address, including new

password reguests ] :l
Prefenred Content [Yahoo! United States =] iertter—rhodscce R
2PPastal Cade: [20740 genger[— =l TmMTJTw
Industny IEdul:.aIionﬂncIudes students) 3 :;\"M products and services you
Title: Iﬁdmmish'u'l.iun 3

Specialization;

™ send me special oMers, promotions, and réseanch $Uneys mom selected Yahoo! panners through Vahoo! Delters
Interests foptional)

™ Entertainment ™ Autormotive ™ Shopping

™ Horme & Famity I~ Computers & Technology [T Sports & Ouldoors
™ Health ™ Personal Finance ™ Trawvel

™ Music ™ Small Business ™ Wirelass & Mobile

Code Verification
Thiis step heips Yahoo! prevent subomabed
régEstrations.

Enter tha cade as it is shown in the box belaw. |G8.d

T yous cannol sew this image ok b,

Ey submisting your regiztration information, you indicate thatyou agres to the Terms of Serce and have read and understand
tne Yahoo! Privacy Policy. Your subnmissian of this farm will constitute your consent 10 the collection and use of tis
infarration and the franstier of this inforrmation to the United States or olher couniries for processing and $lomage by Vahoo!
and itz affiliates. You also agres ta receive required administrative and |egal natices such a5 this alactonically

Submit This Foirn




4- Write down the User ID and any other pertinent information from the
confirmation screen. Keep this in a safe place as you will need the login name and
password each time you use Yahoo messenger/Yahoo email.

Part Three: Login and Configure Yahoo Messenger
1- Locate the Yahoo Messenger icon on your desktop and double-click to start.

2- In the sign-in box, enter your Yahoo ID and password. IMPORTANT: Do not
select "Remember my ID & Password", or "Automatically sign-in" unless you
are using your own personal computer. If you select "Sign-in as invisible", you
will be able to see who's online (those people who are on your contact list who
are currently logged into the service) but they will not be able to see that you are
online. You can easily switch between "invisible™ and "available” once you are
logged into the service.

]

Mew Lser?
Get a Yahoo! 1D

already have a Yahoo! ID?

Yahoo! ID: | Johnson399

Passwﬂrd' sebekeksek i

|:| Eemember mmry ID & password:

[ Automatically sign in
[1sign in as invisible

Sign In ] [ Zancel ] [ Help l

3- The very first time you log into Yahoo Messenger you will need to a few
preferences. Select Messenger-->Preferences.

Messenger | Yiew Contacts  Help

Zhange My Status 4
Privacy Options

My Profiles

Ty Conkack Details

Change My Display Imaage. .. Ckrl+Shift+k
¥ahoao! Account Info

Start My Webcam
¥ahoo! Chat Rooms

Sign in to Mobile Device, ., Chrl+shifk+3
Sign Cuk Chrl+Dr
Close Chrl+0




Unless you are a proficient user of instant messaging programs, we recommend that you
set the preferences according to the images below (you will not have to change
preferences for all categories).

Once you are more familiar with Instant Messaging and your IM program, you may
later wish to add any functionality or features that are "de-selected™ in the screen
images shown below. You can change your personal preferences (settings) at any
time, simply by selecting "Preferences” from the Messenger Menu. For more
information on Yahoo Messenger Features (activated via "Preferences") see:

anoo! Messenger Freferences *

Cateqory:

eneral
Alerts & Sounds

Appearance )
rchive [ ] Automatically start ¥ahoo! Messenger.

When I stark up my compuker;

Dizplay Image when I sign in to ¥ahoo! Messenger:

Chat _ [] Stand by and wait until | connect to the Intemet.
Lannection [] Automatically stark LAUINCHeast.

Content Tabs [ Show Y'ahoo! Insider.

File Transfer
[grore List When I'm using ¥ahoo! Messenger:
ML'&UNEH cast Radio [ 1Eeep ‘ahool Messenger on top of other applications
e33ages
Privacy pen weh links ina new browser window.
Wwebcam [ Automatically sign me in when | click a Yahoo! link in Messenger

Super Webcam Bemove the taskbar button when | minimize the main window,

hu:-w “t'ahool Helper in my Messenger List.

Signing out of Yahoo! Messenger

[] Sign out of Messenger when | close the main window,
[] &lways sign in to my mobile device when | exit Messenger.
| Edit Mabile Device... |

[ )4 ][ Cancel ][ Apply ][ Help




-

Category:

[ Alerts & Sounds |

Appearance
Archive

Dizplay Image
Chat
Connection
Content Tabs
File Transfer
lgrare List
LAUMNCHecast Radio
Meszages
Privacy
Webcam

Super ‘wWebcam

Yahoo! Messenger Preferences

Alert me when:

A Iu| line

A Meszenger contact goes offline

A Meszsenger contact buzzes me

| receive an Instant Message or Test Message
| receive a perzonals alert

| receive a stock. alert

| receive email in vahoo! kail

| rereive avahnnl Calendar reminder

2N

Alert me by

[(]:5howing a message at the bottom right corner of screers

[ Displaving a dialog box

|a_|r|ing a zound | C:AProgram .. Aknock.way | [M

[] Mute Yahoo! Games sounds in Messenger by default,

Alerts & Sounds

nable alert sounds.

[ ok

][ Cancel ][ Apply ][ Help

]

Categan:

General
Alertz & Soundz
Appearance

[ Archive

Dizplay Image
Chat
Connection
Content Tabs
File Transfer
Igrore List
LaJMCHzast Radio
Mezzages
Frivacy
whebcam

Super Webcam

Enable Archiving

Archive Instant Messages
frchive Alerts
frchive Conferences

drchive Texwt Meszages

[]Awtamatically Delete Files Older Thart days.

[ ok

][ Cancel ][ Apply ][ Help

Yahoo! Messenger Preferences m
Archive
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Yahoo! Messenger Preferences

Categony:

Alerts & Sounds
Appearance ) Fireweall with no provies

Af_Chi"’E ) Usze progies () Mo netwark detection
Digzplay Image

Chat "Mo prosies" iz the default option for *rabool Mezzenger. If pou connect
[ Caonnection fram home or if you never had connection problems in the past, we
ontert T abs recomnmend that you try this setting first.

File Transfer

If you are behind a firewall and know your prosy settings,

Ignore List try the "Usze proxies" option.

LaUMNCHecast Radio

Messages If pou think you might be behind a firewall, but don't khow

Privacy wour prowy settings, ty the "'Firewall with no prozies" optiorn.

tiebeam If you don't think you're behind a firewall, but *v'ahool Messenger won't
Super \webcam connect, iy the Mo network, detection option',

Intermet connection: Harme country:
T1/LAN || | United States =]

DiaI-Us

T1/LAN

Select the appropriate connection.
[ ak ] [ Cancel J [ Apply J [ Help ]

Yahoo! Messenger Preferences ﬂ

Categony:
Gieneral File Transfer
Alerts & Sounds
Appearance Wwhen other people send files to me:
Archive [T ———

' . n re-daumloadinatles
E}I-.Sptlay Image Accept files automatically if sender iz in my Meszenger List.

3

Connection
Content Tabs i
File T'aﬂSfB' my Messenger List to get files from me.
Igrore List . Directory for files | receive:
LaJMCHzast Radio M= ; T
Messages |C.\Dncument$ and S ettingzhdschroed\Application Da| Browse
Frivacy Directory where others can get my files:
webcam |E:'\Ducuments and 5 ettingshdschioed A pplication Da| Browze
Superwebcam

Automatically show progrezs window when people get files from me

Hurmber of people who can get my files at the same 3 %

Poart number to use:

Wiruz Checker:

| | Browsze

LCheck: file for wiruzes after download

[ 0k J[ Cancel J[ Apply ][ Help J




Yahoo! Messenger Preferences m

Cateqgary:

General

Alerts & Sounds
Appearance
Archive

Dizplay Image
Chat
Connection
Content Tabs
File Transfer
Ignore List
LalJMCHcast Fadio
Meszages

| Frivacy

‘Webcam
Super Webcam

When I signinto ¥ahoo! Messenger:

[ Always sign in as invisible. [&ppear offline to all users.)
[ allows ¥ ahoo! websites to show when | am online,

Idle Status

Show me az "ldle” if | don't use the computer for 15% minutes.
Do not show anyone how long | have been idle.
Change my status autornatically when I am:

[ ] Listening to LAUMCHcast Fadio in Messenger.
[] Playing a game on a ahoo! Games website.

Showing my webcam, and dizplay thiz message:

|View My Wiebcanm

when I play ¥ahoo! Games in Messenger:

il athers to see my high scores

‘Wiew the Yahoo! Privacy Policy...

[ 0k ][ Cancel ][ Apply ][ Help ]

Yahoo! Messenger Preferences m

Categan:

General

Alerts & Sounds
Appearance
Archive

Dizplay Image
Chat
Connection
Content Tabs
File Transfer
lgrore List
LaJMCHzast Radio
Mezzages
Frivacy
“Webcam

SuperWebcoam

Super Webcam

When Super Webcam mode is available For & viewer

1 Start Super Webcamn mode automatically

| ) sk me [F | want bo start Super \Webcam mode I

1 Keep broadcasting in standard mode

0 When | am broadcasting in Super Webcam mode, ignaore other
view requests

Broadcast my webcam as

1 Large image

webcam preferences. .

[ 0k ][ Cancel ][ Apply ][ Help ]




Part Four: Create Your Contact List

Before you can use Yahoo Messenger to communicate with others, you will need to
create a contact list. In order to do this, you must know their Yahoo username. For
example, the person you want to communicate with has a Yahoo user name
umucdemo.

i

#dd

To add this user to your contact list, you need to select the add icon located

on the Messenger tab.

Messenger Wiew Contacks  Help

[::l umucdemo Awailable »

Addrezs Book,

W) | €@ @ Ed

Add M Text Chat

To add people to your Messenger
List, dick the Add button. Al you
need is the person's Yahoo! ID or
email address.

Or, learn how to add friends to
your Messenger List.

2- Enter the Yahoo ID (username) of the person you wish to add to your contact list.
If you think you will have a hard time remembering who the username belongs to,
enter the person's first and/or last name. This is the name that will be displayed on
your contact list. Click on Next.



dd to Messenger Lis o

To add people to wour Messenger List, enter the Following information:

Yahoo! ID or Email Address:

urmucdenno

Specify hiow you want this person ko appear in your Messenger List {optionaly;

First Mame| | ¥ahoo Lask Mame: Trainer|

3- You can categorize usernames on your contact list. Simply type the name of the group
into which you want to categorize the username (i.e., work, school, family, friends, etc.).
Yahoo messenger will send an instant message to that person, who can then accept or
deny your request to include his/her name on your contact list. If that person is off-line,
the "accept/deny"” message will be presented to him/her the next time he/she logs in to
Yahoo Messenger.

dd to Messenger Lis *

Choose or enter a group for this person: wark E]

A message will be sent asking this person to approve your request to
add him or her to your Messenger List.

Enter a brief introduction ta this person (optional):

Hi fahoo Trainer, This is Professar Smith From vour Yahoo Training
Session, I would like to add vou to my conkact list,

[ <mck | [ nex> )

The person whose username you are attempting to add to your contact list will receive a
Yahoo Message that resembles the one shown below. Likewise, when someone attempts



to add your Yahoo username to his/her contact list, you will receive the same type of
message.

emo [Wiew Profile] would

e to add you as a Yahoo!
nger contact and has zen ]

his message:

Hi*vahoo Trainer. This is Profeszor Smith from pour vakhoo Training
Sezzion. | would like to add you to my contact list.

Do wow want to allow this person to add pou?

Allove & add to my Messenger List | Aillow Derny
(<o ) (Cuez )

5- The "add to messenger list" status window appears. Yahoo Messenger includes
an address book feature, in which you can add contact details for each name on
your list. To add more details about a particular contact, click the "Add More
Details" button.

dd to Messenger Lis *

umucdemo has been added to your Messenger List and Address Book
pending his/her response to your request.

To add maore contack infarmation Far this person in vour Address Book, click Add
More Details:

[ Add More Dekails. . ]

To add more people ko wour Messenger List, click Next,

[ mext> J[ Ersh |

Because of potential privacy concerns associated with the online storage of your Yahoo
Messenger Address Book, we recommend that you RESTRICT the information you
include on the contact details form to only that which is absolutely necessary for instant
messaging this person from contact list. Once you have filled in any info you want to
include, select the Save & Close button to exit the contact details form.



'Contact Details m

Name: |h’ahoo || | Trainer |
T ;I 18 T III_:I_::U Last
Micknarme Job Title
Primary | additional || Home || Work || Dates || Hotes |
Phone Mumber: Home Work Mobile
(iZan be used for text messaging. )
Moate Info
Email Address: | |
Yahoo! ID: | urnucdemno (Yahoao! ID)
[C] add this person ko my Messenger Lisk
Delete Contack [ Save & Close ] [ Cancel ]

6- Repeat this process for any Yahoo usernames you wish to add to your contact list.
If you chose to enter in additional information as outlined in step 4, you will need
to repeat Steps 1-4 to enter additional contacts. Other wise you can select Next to
add additional contacts or select Finish when you are done adding contacts.
Remember, you can only use Yahoo Messenger to communicate with those
people whose usernames appear on your contact list.

Add to Messenger List m

umucdemo has been added to your Messenger List and Address Book
pending his/her response to your request.

To add maore contack infarmation Far this person in vour Address Book, click Add
More Details:

[ Add More Dekails. . ]

To add more people ko wour Messenger List, click Next,

If you prefer not to add addional details you can
select the Next button if you are going to adding
additional contacts to your Messenger list
otherwise select the Finish button.

| < Barck |[ Mext = ][ Finish J| Zance| |




7- Check your contact list in Yahoo Messenger. As shown in the screen image
below, Yahoo Trainer has been added to the contact list. In this case, Yahoo
Trainer's username is actually umucdemo. Note the following:

o A yellow smiley face next to the display name indicates that the person is

online.
e A gray face means that the person is either off-line or "invisible".

=) ¥ahoo! Messenger ! E

Messenger  Wiew Conkacks  Help

FY umucdemo - fivailable =

]Wengﬁr] Address E.:u:k'|

® @ Y e
&dd I Text Zhat
= Work (1/2)
@ Yahoo Trainer
=) UMUC Helper

= Yahoo! Help (171}
() YahooHelper

8- To change your own status (how others see you), use the drop down status
selector at the top of Yahoo Messenger (see image below). You may select from
seven existing status messages or click "New Status Message" to create your
own. In the second screen image shown below, we see that Yahoo Trainer has

changed her status to "Be Right Back".

Messenger  Wiew Contacts  Help Messenger  Yiew Caontacks  Help

9 umucdemo -.ﬁ.vailablei F¥ umucdemo - Be Right Back
: = .
] Messen| & () Available | g dropdown J Meszenger | Address Book
) menu to select T i ey =
R | @By availabiity w) @ & B
#dd = @ Stepped Out Audd Ir Tet hat
R e - @ EBe Right Back = Work (1/2)

@ Yahoo Trainer -- Ee Right Back
(=) UMUC Helper

@ - @ Mok ak My Desk.

= - @ on the Phone

= Ya Mewy Status Message... = Yahoo! HE||:I {1,-“'1}
() YahooHelper

@ l',__-'j Invisible ko Everyvone




Part Five: One-to-One Messaging with Simple Text,
Audio, and Video

At the top of the Yahoo Messenger screen, there are three communication icons
(IM, Text, and Chat).

!
¢

IM  Use the IM button to open a blank Instant Message window. You can select
the contact name from the drop down box at the top of the instant message window.
Shortcut: Double-click the display name of the person on your contact list to whom
you wish to send a message. This will open an IM message window.

Tt Do not use the text icon unless you want to send an instant message to
someone's cell phone (not advised unless the recipient has given you explicit
permission to send text messages to his/her cell phone).

& id
Chat Do not use the chat icon unless you want to enter a public chat room (not
advised).

Text

By selecting the IM icon, a blank Instant Message window will open. You will then
need to select from the "To™ drop-down menu, the person you would like to IM.

Conversation Edit  View Contact  Help

Messenger  Miew Contacks  Hel

E9 umucdemo avall @ @B Y & B &y O

Webcam Games “Yoice Send File Photos  Conference  Search

Mezsenger | Address Book

#dd I Text Chat
= Work (1/2)

i3 Yahoo Trainer @ @ B 3t @ mvionment
~! UMUC Helper

To: [Yahoo Trainer Send As: umucdemo

Yahoo Trainer
UMUC Helper
Yahoo Helper

o L

= Yahoo! Help {1/1)
) YahooHelper




There are two text boxes on the instant message screen. The top box contains the
transcript of all text sent by you and your IM contact.

Use the lower box to enter the text you want to send. If the person with whom you
are communicating is typing a response, it will say so in the lower left corner of the
message window. If the person is typing a message, you should wait until you see

his/her response before sending additional text

i

Conversation  Edit  Wiew Contack  Help

L = [ = ) )
@ @ @ & W @ L
Webcarn Gannes Waice Zend File Phates  Conference Search
To: |¥ahoo Trainer EJ Send As:  umucdemo

Yahoo Trainer: Hi Kathleen. | just wanted to confirm my registralion for tomorrows ;I
training.
umucdemo: Hella.

[ |
';":39 &b i g‘ IrVironment [}

You are on the confirmation list.

@? Yahoo Trainer is typing a message.

\Voice

Before using Voice as part of a one-to-one instant message (chat session with one other
person), consider the following:

e Although you can listen via your computer's speakers, use a headset mic
if you are going to talk.

e |f the other person does not have a headset mic, he/she can still hear you
via his/her speakers and respond with text.

e The speed of each participant's Internet connection and the quality of
his/her headset mic will affect the overall audio quality. Quality ranges
from crackling ham radio to high-end speaker phone. Generally, the fewer
people participating, the greater the overall quality will be (simply because
you are reducing the potential number of quality detractors, such as slow
or spotty Internet connections, bad microphones, etc.).

e The audio portion of your chat does not appear in the text window (you
cannot see it, you can only hear it). Keep this in mind if there are any
ADA compliance concerns (those concerns will be based on who is
participating in the chat and whether the chat it is mandatory or optional).

e Currently, there is no way to save a transcript of the audio portion of your
chat. Only the text portion can be saved.



To speak with the person with whom you are text messaging, click the Voice icon.
The person will receive an "accept/deny™ message in his/her instant message window.
If the person does not have a headset mic connected to the computer, he/she will
probably deny the request and then explain why via the text window. If the person
accepts your request, you will receive this information in the transcript portion of
your instant message window, as shown below.
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When you begin using audio as part of your instant message, a "Talk" indicator will
appear on your instant message window, as shown below.

e If you do not select "Hands Free", then you will have to push the green
Talk button every time you want to say something. "Hands Free" mode
works best, unless there are other people in the room with you or there is
significant background noise, which you do not wish to "play/transmit"
into the message.

e If you have selected "Hands Free" mode and you need to speak privately
to someone standing next to you, select mute. Otherwise, the person with
whom you are instant messaging will hear everything you say.

e If your telephone rings while you are engaged in a Hands-Free voice chat
on Yahoo Messenger, you should also select Mute. Be sure to de-select
Mute when you are ready to begin talking again via Yahoo Messenger.
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Video

If you and the person with whom you are chatting both have high speed Internet
connections, one or both of you you can add video to your chat.
Starting your own Webcam:

Assuming that you have already connected a Webcam to your computer, there are three
ways to start your own Webcam:

Option 1: Before you open an instant message with someone on your contact list,
click the Messenger menu on your contact list and select ""Start My Webcam™.
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A "View My Webcam™ link (see image below) will appear next to your name in the
IM contact list of anyone who has added your username to his/her list of contacts.
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Option 2: If you have an open IM window (with someone on your contact list), select
the Webcam icon located on the IM window toolbar.
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Option 3: In the IM window, select the Contact menu located on the IM window and
select the "Invite to View My Webcam".
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If you select either Option 2 or 3 above, the person with whom you are chatting will
see an invitation to view your Webcam in the transcript window of the IM window.
He/she may accept or decline the invitation.
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If he/she accepts the invitation, a small window containing your Webcam video (see
sample image below) will appear on his/her screen.
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Regardless of the method you use to activate your Webcam, a warning window will
appear containing the terms and conditions of Yahoo Messenger Webcam service.
Click OK to continue.
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Viewing someone else's Webcam: Assuming that someone on your contact list or the
person with whom you are chatting has started his/her Webcam, there are two ways to
view his/her Webcam image:

Option 1: If you are not engaged in an active chat session yet, click the "View My
Webcam™ link located to the right of the contact's ID/name on your Messenger
contact list.
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Option 2: If you are already engaged in an active chat session, click the Contact menu
in the IM window, select Contact Options and View Webcam.
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Depending on the other person's IM preferences (settings), he/she may have to grant
permission for you to view his/her Webcam before the Webcam image appears, as
shown below.
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Super mode iz off - What's thiz?
Lazt image received at [03:37:57 P

If the person does not have a Webcam installed, or the Webcam is not turned on, you
may see the following error message:

Error

% Thiz perzon's webcam iz not available.

You can adjust the display properties of the video image from the Webcam menu located
inside the Webcam window (see screen shot below):

e Select "always on top" to force the Webcam window to remain on top of
your open IM (chat) window. Otherwise, you will not be able to watch the
video while you are instant messaging the person in the video.

o Select Small if the Webcam image is too large, relative to the size of the
IM (chat) window.
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IMPORTANT REMINDER: Only the text portion of your instant message/chat
session can be saved. To save the text transcript, select "Save As..." from the
Conversation menu located in the upper left corner of the IM box. You must click
"Save As...." before you close the chat window. Once the chat window is closed, you
will not be able to save or retrieve the text of your chat.
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Part Six: Group Conferencing with Text, Audio, and Video

or maximum participation, schedule your Group Conference/Chat times well in advance
via email. Prior to the scheduled time, planned participants should exchange their Yahoo
usernames as they will need to the usernames of the other participants to their own
contact lists in Yahoo Messenger.

It is also helpful to determine in advance who will be the one to initiate the
conference at the scheduled time. The person who initiates the conference invites the
other participants to join. This will ensure that everyone is "invited into" the same
group conference (chat) window.

Text
1. On the Yahoo Messenger window, click on the group name (i.e., work) containing the

usernames of those with whom you wish to have a group chat. Click the IM icon to open
a blank message form.
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2. On the blank instant message form, click the conference icon.
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3. On the Invite Contacts to Conference window you will see a "messenger list" to the
left and an "invitation list" to the right. Although you may have many names on your
contact list, the "messenger list" in the chat window only displays those people who are
currently online and available for a conference. If a desired participant has his/her
individual 1M status set to anything other than "available", his/her username may not be
displayed on the "messenger list" (for more information on "availability" status, see Part
Four, Step 7).

Select the usernames from the messenger list that you want to invite to your conference
and then click the add button in the center of the screen. The names you have added will
appear on the invitation list to the right.

If you wish to include audio in your conference, check "Enable Voice Chat for this
conference"” as shown in the screen image below.

Note: All participants must have speakers connected to their computers for a group
conference with audio. Those who plan to speak must use headset mics. Those who do
not have headset mics, can still listen via their computer speakers, but they will have to
type their responses.
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After you click the Invite button button on the Invite Contacts to Conference window, the
recipients of your invitation will receive an instant messenger pop-up notice. If someone
(besides yourself) initiates the conference, you will receive the same type of pop-up
message.

onference ation E
To mbakathlesn
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Join My Conference. .
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o
=

Decline LCloze

4. When the group conference (chat) windows appears:

e The username of the person who initiated the conference appears in the
title bar of the conference window.



Usernames will begin appearing in the right column as the invitations are
accepted.

The upper text window displays the transcript of all text that has been
entered by participants.

Under the transcript box, you will see font tools (bold, italic, color, font
type and font size). Those tools only affect the text that you enter.

Under the font tools, you may click the smiley face icon at anytime to
select a particular "emoticon" to accompany the text you are currently
typing.

The format tool next to the smiley face icon toggles the font tools on or
off.

You may send a private side-bar message to anyone whose name appears
in the right column. Click the username and then click the IM button
beneath the username column to open a private message window to that
user.

Enter your text in the lower text window and click send to communicate
with the group.
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mbakathleen: Hi Dionne. {2} ladedeewalsh
ladedeewalsh: Hi Kathleen. {Z) mbakathleen

mbakathleen: Thanks for organizing this conference.
ladedeewalsh: It is my pleasure
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Before using Voice as part of your group conference/chat, consider the following:

Although you can listen via your computer's speakers, use a headset mic
if you are going to talk.



If the other participants do not have headset mics, they can still hear you
via their speakers.

The speed of the participants' Internet connections and the quality of their
headset mics will affect the audio quality of your conference. Quality can
range from crackling ham radio to high-end speaker phone. Generally, the
fewer people participating, the greater the overall quality will be (simply
because you are reducing the potential number of quality detractors, such
as slow or spotty Internet connections, bad microphones, etc.).

The audio portion of your chat does not appear in the text window (you
cannot see it, you can only hear it). Keep this in mind if there are any
ADA compliance concerns (those concerns will be based on who is
participating in the chat and whether it is mandatory or optional).
Currently, there is no way to save a transcript of the audio portion of your
chat. Only the text portion can be saved.

To activate Voice chat, you must first click the voice icon at the top of the existing
conference window. If you are a participant in a conference that someone else initiated,
the initiator of that conference may have already enabled voice chat. If so, the title bar of
the conference will say "Voice Chat" followed by the username of the person who
initiated the conference. The voice enabled conference/chat window is identical to the
text conference/chat window with the following exceptions:

The icons located to the left of the users who are able to participate in
voice chat will be wearing headsets. In the screen image below,
umucdemo is able to participate in voice chat, but mikeevanchik is not, as
noted by the absence of headphones on the icon next to his username.
Under the transcript box, you will see Talk and Mute controls/indicators.
As a reminder, if you do not select "Hands Free", you will have to push
the green Talk button every time you want to say something. "Hands
Free" mode works best, unless there are other people in the room with you
or there is significant background noise, which you do not wish to
"play/transmit” into the message. Also, if you have selected "Hands
Free" mode and you need to speak privately to someone standing next to
you, select mute. Otherwise, the person with whom you are instant
messaging will hear everything you say. If your telephone rings while you
are engaged in a Hands-Free voice chat on Yahoo Messenger, you should
also select Mute. Be sure to de-select Mute when you are ready to begin
talking again via Yahoo Messenger.
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Participants in a group conference (chat) who have high speed Internet connections and
Webcams installed on their computers can use video as part of the conference .
Starting Your Own Webcam:

Option 1: Before starting a group conference, click the Messenger menu on your contact
list and select Start My Webcam.
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A "View My Webcam" link (see image below) will appear next to your name in the IM
contact list of anyone who has added your username to his/her list of contacts.

Messenger  Wiew Contacks  Help

E umuedemo - Wiew by wiebcam =

Messenger | Address Book

© Q@ Y B

Add I Text Chat
= Work {1/4)
() Yahoo Trainer - @ |Wiew My Webcam
=) Dr. Stewart
@ 1271 jthiesys
| marcoumuc

7 Yahoo! Help {1/1)
() yahooHelper

Option 2: If you are already active in a group chat window, click the Webcam icon
located in the upper left corner of the group conference window. An announcement
should appear in the transcript window indicating that you have activated your Webcam.

Option 3: Select the name of the person on the group conference participant list (right
side of conference window). Select Contact from the tool bar, then select the "Invite to
View My Webcam" from the drop-down box. The person whose name you clicked will
see an invitation to view your Webcam. He or she may accept or decline the invitation.
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Regardless of the method you use to activate your Webcam, a warning window will
appear containing the terms and conditions of Yahoo Messenger Webcam service. Click
OK to continue. You may be prompted to select your connection speed.
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Viewing Other Participants Webcams:

You do not need to have a Webcam to view another participant's Webcam. There are two
ways to view another participant's Webcam.

Option 1: In your Yahoo Messenger contact list, click the "View My Webcam™ link to
the right of the contact's ID/name in your Messenger List. If there is no "View My
Webcam™ link, the person either does not have a Webcam or he/she hasn't activated it.
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Option 2: If you are already active in a group conference window, place your cursor over
a name in group conference participant list, right click, and then select View Webcam.
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Depending on the participant's IM preferences (settings), he/she may have to grant
permission for you to view his/her Webcam before the Webcam image appears, as shown
below.
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If the person does not have a Webcam installed, or the Webcam is not turned on, you
may see the following error message:



w Thiz perzon'z webcam iz not available.
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You may repeat this process as many times as you want, based on how many participants
are active in the group chat session. However, the more Webcam windows you open, the
more difficult it will be to make room for all of them on your computer screen. Also,
with more than one or two Webcam windows open at once, you will notice a
considerable delay in the frame rate of each video.
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Note

To view your own Webcam image, place your cursor over your own name in the group
chat participant list, right click, and select View Webcam.

You can adjust the display properties of the Webcam windows by using the Webcam
menu located inside the Webcam window (see screen shot below):

e Select "always on top" to force a Webcam window to remain on top of
your open instant message window. Note: If you do this to everyone
Webcam window you have opened during a group chat, you will most
likely obscure your view of the group chat window.

e Select Small if a Webcam image is too large, relative to the instant
message window.

e If you have opened your own Webcam image (see tip above) and you
which to immediately cease transmitting your image to the participants of
the group chat, de-select Broadcast from the Webcam menu of your own
Webcam window.
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IMPORTANT REMINDER: Only the text portion of your instant message/chat session
can be saved. To save the transcript, select "Save As..." from the Conversation menu
located in the upper left corner of the message box. You must click "Save As...." before
you close the message window. Once the message window is closed, you will not be able
to save or retrieve the text of your chat.
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