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The Need for Virtual Meeting Tools

» NA Standards has seen a decline In
physical attendance in over 50% of its
committees

— Some committees prefer and feel confident
to have over five people attend for
consensus

* Positive correlation between increased
oroductive meetings and shortened
ength of development time
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The Need For Virtual Meeting Tools

* NA Standards evolving meeting structure
to reflect current industry practices:
— Reduced industry travel

— Industry’s slow shift towards specific project
vs. lifetime career

— NA Industry has growing use of electronic
communication

— NA Autumn '08 meetings not in standard
one week format
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Success Stories of Virtual Meetings

“[Virtual meetings] save people significant
money, travel expenses and increases the
number of available participants in
meetings and the document creation
orocess. The use of virtual meetings also
orovides a large geographical reach to
neople around the world.”

-- Mark Crockett, Applied Materials
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 NA MEMS Microfluidics TF

« NA MEMS Packaging WG

« NA MEMS Wafer Bond Strength Test WG
* NA EH&S ESAC SC

* NAI&C SITF TF

* NAI&C EDA TF

* NA PI&C Committee — RFID work

* NA Metrics E10 Revision TF

* NA Metrics Equipment Documentation TF
 International Traceability A-C TF
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System Requirements

e PC user e Solaris Users

— |E 6 or higher — Solaris 9
— Netscape 7.2 — Mozilla 1.4
« Mac user — Sun JVM 1.4.2
— Mac OSX 10.3
— Safari 1.2

 Internet Connection / Bandwidth
— 56Kbps or faster connection
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Recommendations for Display

* Presenter:

— 1024 x 768 pixels or higher resolution
monitor

o Attendee:

— 800 x 600 pixels or higher resolution monitor
(1024 x 768 or higher recommended)
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3. Before Organizing a Virtual Meeting...

/psemr

April 8, 2008 SEMI Standards NA Spring Meetings



Basics of Standards Virtual Meetings

Similarities & Differences with Virtual and
Face-to-Face Meetings

« Before Organizing a Virtual Meeting...
* Meeting Preparation
* Meeting Reminders & Guidelines
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Similarities & Differences of Virtual
and Face-to-Face Meetings

o Similarities
— Teleconference collaboration
— See document revised In real-time
— Open forum for discussion and consensus

* Differences
— Cannot see each other
— It Is a more controlled atmosphere
— Changing authorship is easier and faster

— Requires participants to be more computer /
software literate
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Before Organizing a Virtual Meeting...

« Planning considerations are similar to
teleconferences:
— Time Differences Between Participants
— Meeting Length
— A Defined Purpose for a Meeting

— Contents / Desired Outcomes Can Be
Handled Obtained Through the Media
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Meeting Preparation

* Organization Is key!!
— Distribute agenda prior to meeting
— Provide source files prior to meeting

— Create a contingency plan:

* Prepare to run the meeting through
teleconference and previously distributed files if it
IS not a committee meeting
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Meeting Reminders

* Meeting Reminders

— As with all SEMI Standards meetings,
Antitrust and Intellectual Property are in
effect

* Must be presented at the start of the meeting
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Meeting Guidelines

* Meeting Guidelines

— Same etiguette rules as followed in face-to-
face meetings

« Emphasis on speaking clearly, slowly, and not
over one another

— Additional guidelines being developed to

* Encourage reduction / elimination of unnecessary
conversation or noise

» Address how to vote or assess agreement
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4. Using MS LM as an Attendee
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Using MS LM as an Attendee

Logging In
* Installing Meeting Console

« Navigating

« Asking questions

e Voting on polls

* Providing feedback to presenter
 Tips
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Click on URL to join meeting.

L @) g g | N g I N You obtain this URL through an

email by the organizer.

/

https://www.livemeeting.com/cc/semi/join?id=C8N77B&role=attend

Subject: Fluidics TF @ 8:30 a.m. PDT

Meeting URL: https://www.livemeeting.com/cc/semi/join
Meeting ID: C8BN77B

Role: Attendee

Click to add to your Outlook calendar:
https://www.livemeeting.com/cc/semi/meetinglCS?id=C8N77B&role=attend&i=i.ics

FIRST TIME USERS: To save time before the meeting, check your system to make sure it is
compatible with Microsoft Office Live Meeting:
http://go.microsoft.com/fwlink/?Linkld=90703

This Live Meeting invitation is a personal invitation; it should not be forwarded.

For assistance, visit Live Meeting Help and Support:
http://r.office.microsoft.com/r/rlidLiveMeeting?pl=7&p2=en_US&p3=LMInfo&p4=support
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Installing the Meeting Console [1/2]

f,.: Microsoft Office Live Meeting - Join & Meeting - Windows Internet Explorer provided by Yahoo!

@;}' - I@, https w106, livemeesting. comfocfsemif joinFid=MHK F3B&role=attend

First Time Only!
| < |MORPHEUS ~ | Searchlvl A/ Highliaht S+ (= Zoom ‘27 Podeast ¢ Mews (2 9iGames @ Help

Y_’ - évl ;H Search Web|v| 50 v g8 - @ | Ak Upgrade your Toolbar Mow! ~ =g Maill - @My wahoo! - @]HotJobs - aGan
ﬁ afle == [ | @ Microsoft OFfice Live Mee... | "% The top news headlines onc... | |

e wmicosorromes ) -

£ aLive Meeting ro»Semi

pport Help

My Home Install Microsoft® Office Live Meeting client or use Microsoft®

Office Live Meeting Web Access Se I eCt R u n

Microsoft® Office Live Meeting client is not installed on your computer. To join the
meeting, you can either install Office Live Meeting client or use MicrosoftE Office Live
Meeting Web Access. Find out more about how to choose between Office Live Meeting dient and
Live Meeting Web Access.

Install Office Live Meeting client (Recommended [FIINELTET BT =TT SRS T T
By dicking Accept, Install, and Join, you agree that y
Statement and Terms of Service and to the following terr Dh® prm ot (e o 6 sere e (e
# The software is licensed, not sold, solely for you
andfor the web conferendng functionality of Of Mame: LMSetup.exe
& The software is licensed "AS IS™ without any war ﬁ Tupe: Anplicati 15, gl
direct damages up to the greater of the amount Ype: Application, 1. L
(Us £1.00). Fram: Frad106. livergEting. comm
= You agree not to reverse engineer, decompile, c
of the software, and you may not redistribute th
& The software may allow you to record meetings Fun Save I Cancel I
about meeting partidpants. You agree to comply
obtain all necessary consents and make all neces
regarding the recording of communications) relal
features.

patentially harm pour computer. |f pau do not trust the zource. do nat

To accept the terms, install the dient, and join the meeti T or save this software, What's the risk?

|@ “while files from the Intemet can be useful, this file type can

Use Live Meeting Web Access (Fastest)
If you are unable to download and install the Office Live Meeting dient, use Live Meeting Web Access.
Check the requirements for using Live Mesting Web Access.

By using Live Meeting Web Access and joining the meeting, you agree that your actions are governed
by our Privacy Statement and Terms of Service.

To accept the terms and use Live Meeting Web Access, dick Accept and Use.
Accept and Use

Ll
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Installing the Meeting Console [2/2]

¢ Mecresolt Office Live Merting - Jon A Mecting - Windis Teternet Deploses provided by Yahoo!

April 8, 2008

O P T T e s Wy e——

ny  MORPHEUS = |

IMFIQ AN e (3h Zizoom F Pedeat (T Mews (maiGames G Melp

¥t - 2l 2} sewchwab| & i+ @~ @ | Lhtoorade vour Toobar et + (el + My Yoot - Tttty - (Games - 5 sk
e twwrm-wunm...x|wﬂummr..num:...[ |
T3 {ive Meeting /»semir
ool Hep
My Home

Install Micresoft® Office Live Meeting client or use Microsoft®
Office Live Meeting Web Access

Hicrosolt® Office Live Meeting chent it not installed on your computer. To join the

meeting, you can ether insta’
Heeting Web Acoess. [l

=

Install (dfice Live Heeting clid
By dhong Accept, Install, and |
Siatesery e Teem of Service &

# The software i koenged, 1
andd for S webs conferenc

@ The software is loensed
drect damages upr to the ¢
(LS 51.00].

# Tou sgree not 1o reverse:
of the software, and you

# The software may alow y
shout meetng par bopant
b all necessary conse
regandng the recordng ol
features.

Tar peteot the terms, rsial the de
g T e g

Use Live Heeting Web Access
I you e unable i dowriosd ane

By usng Live Meetng Web Attess
by our Ertepcy Statement and Ten

TT% of LMSetup.exe from fwd1 06 livemeeti

=101 x|

LM3etup. exe from fwd106, ivemeeting. com
AEEEEEEEEEENENNENENENENENEEENEEEER
Estimated kime left 25 sec (12.0MB of 15.8ME copied)

Download bo:
Transfer rake:

Temporary Folder
150KB S

[ Close this dialog box when download completes

[Hpen | DpenFnIderl Cancel I

Tas st the terma sl use Live Mestng Web Attei, dat Accepl and Use.

Accept and Use

Copyngt 2908 birmoweht Cowpcewtion All rghts seserveed. Tarrny of Sarviog

Al informatice statin il b S-S 1D T O Live Mesting - Moo Pripig: SEissn

Histart]| | @ o (3 * | 8 iaroscht Offica ive e, | 2] Dooimentt - Merosslt . |[8 0% of LHSetupone Ir

O3 [ Moeting

SEMI Standards NA Spring Meetings

\

seml



Log In Screen

icrosoft Office Live Meeting - Join A Meeting - Windows Internet Explorer provided by Yahoo!

@1_;.‘ - |g, https: | fua 106, livemesting, com/ccsemifjoin?id=NHKF 36&r ole=attend _F'

'ZI_Q';'MORPHEW 'I Search |'| yHighIight @ﬁZUUm ({SDPodcast T Mews (29)Games & Help
Y_’ - évl j| Search Web v| ,0 v {::: 108 @| AUpgrade wour Toolbar Now! ~ = Maill ~ @My Yahoa! - @Hot]obs - aGames - E@ Music =

w e 88' v| (& Microsoft Office Live Mes... X | %7 The top news headlines on ... | |

4 [ Wetng /»semr

Hy Home Microsoft Office Live Meeting 2007 Entry Page
=] Microsoft Office Live Meeting

Mow starting Microsoft Office

Title : Virtual Meeting
ID : NHKF 3B
Start Time : Mar 31, 2008 10:00 P

Name: I Susan|

You can safely dose this browser Motice: Upon entering this meeting, information about your presence will be

accessible ko other participants during the meeting, Microsoft Office Live Meeting
service can be used to record meetings. A recording is in progress when the red
recording indicator is lit on the console, By participating in this meeting, you agres

| that your communications may be monitored or recorded at any time during the

if meeting, If you initiate audio or video recording, it is your responsibility to inform
all meeting participants that they are being recorded and obtain their consent, as
applicable, You also agree to comply with all applicable laws when using the
recording Function, To agree to these terms and enter the meeting, click Continue,
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Handouts

Navigating

Microsoft Office Live Meeting - livemeeting.com - yirtual

o % | |{jﬁl|§] | Feedback: W~ |
— mzm

Handouts : E| E|

Select a file ko download bo wour compuker

Mame Uploaded By = Status Dowenload

Available Free Space: 102266.00 KB

Scanning Information
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Asking Questions

Microsoft Office Live Meeting - ivemeeting.com -

gtkendees (11 Woice 8 Wideo | Q@8 Meeting

here can | find an agenda far this meeting?

RF.aise vwour hand

Mo questionz have been answered pet.
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Presenter’'s QA Log

Microsoft Office Live Meeting - livemee

Content  Attendees (2} Woice &Wideo | Q&A1) Meeting  Recording

I

i I Manage |
chat GvetheFloor w1 T

[k

Questions

=] Person ... Question Time Paosted
v S5/ 7]

Where can I find an agenda for this meeting?

[k

Kevin's Question

W'here can | find an agenda faor this meeting?

The agenda iz on the SEMI web Reply to Al

Reply Privately
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Providing Feedback to the Presenter

= Microsoft Office Live Meeting - livemeeting.com - ¥irtual meeting

Attendees (2)  Woice & Video  Mesting

[€l Microsoft PowerPoint - [ISC PV Committee Proposal v1.0 . ppt]
[ W Reply with Changes. ..

Bile Edit Wew Insert Format  Tools  Shide Show  ‘Window  Help  Adobe PDF

DeEdfd &V B i O A g B 0w -l@ .
Arial - 18 - 5 A & é - @Degign =1 New Slide .

BE. i,

Outine  Slides X R B B B B B B S B | L SRS S - B RO R L

.— . Il RequestISC Approval

+ Creation of “European Regional PV
Standards Committee”

— Charter, Scope, Co-chairs

* PV: New Technical Area
— Not addressed in SEMI Standards Program
— Major activity & standards interest in Europe

1

— European PV Comm. co-chairs identified

April 8, 2008 SEMI Standards NA Spring Meetings

P By |3 L] | Fesdback .-“
s

e W Slow Down
'-é?} M Spesdup
Meed Help
| | Question .
W Froceed

New Presentation

4 Dpen a presentation
b 1 Total Reminders 071207 . ppt
Live Meeting Presentation_Training 100
450mm HWTF nokes 032608, ppt
Live Meeting Presentation_Draft 6_5T.p
Dq' Maore presentations, .,
New
[ Blank Presentation
|— From Design Template
From AutoConkent wizard
New from enisting presentation
Choose presentation. ..
New from template
STDtempl0s_ext. pot
General Templates, ..
:':‘ Templates on my Web Sites. ..
ﬂ_—] Templates on Microsaft.cam
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Presenter’s Screen

[ Microsoft PowerPoint - [ISC PV Committee Proposal v1.0 .ppt] @ 1 82| content(7) | Attendees (2):‘ Woice & Widen  Mesting  Recording | & -
& R [0 [iwie | Vew + Find Vokce = »
File Edit Wiew Insert Format Tools  Slide Show  Window Help  Adobe PDF Presenter @.
DeEen &V ® il = HA A s - [ Susan u
Arial -8 - B T U & %E A a év EDegign"!E
W, &.
Outline  Slides x [ B B B BB NCN BCRUICTS S BN | B
-

Request ISC Approval

)

» Creation of “European Regional PV
Standards Committee”

— Charter, Scope, Co-chairs

« PV: New Technical Area

April 8, 2008
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— Not addressed in SEMI Standards Program
— Major activity & standards interest in Europe
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Voting & Participant Authentication

* Vote
— Tally is shown on screen

— Polling one at a time is recommended for
voting by interest

« Participant Authentication
— Meetings will be secured with password

— Link will be provided on SEMI web for non-
members

/psemr
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Voting on a Poll

Attendees (2) |'

O&A Meeting

Microsoft Office Live Meeting - livemeeting.com - virtual
Poll Question:

- &3 X

Poll Choices:

o [l yes
ol no

All in favor of motion?

o | abstain

o ] No Vote

Elj] Polls are open

April 8, 2008
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Tips for Attendees

* Log in 15-30 minutes prior to the meeting

« Ask gquestions If lost
— Refer to the slide or page number

* Engage in the Discussion
— Interaction is key for a successful meeting
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5. Using MS LM as a Presenter
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April 8, 2008 SEMI Standards NA Spring Meetings



Using MS LM as a Presenter

* Preparing for a meeting
— Importing Documents
— Sharing Applications

¢ Conducting a meeting
— Allowing an attendee to edit a document
— Conducting Poll

« Wrapping up a meeting
— Tips
— Supports

/psemr
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Importing Content [1/5]

* Importing a Document to Present

* On the Share menu
— Share Document to View

— Acceptable files

» Common MS Office Documents (i.e., Word,
Excel, PowerPoint)

» Adobe Acrobat

/psemr
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Upload File (View Only)

Conkent (3

1| Atfendess (20 Voice & Yideo

Thurlhnails Lock -

Meeting  Recording

o

Share - >
i Upload File {view Only)
jl £an
I Choose a document to share
J Share a Program ym Mz

Share Your Desktop Lack jn: | (@ Deskiop v| O

h,

@Cupy of RewHisk Retire - 0307, xls
Critical Dates 2006 Cycles 3 - 7.doc

3 |Doc 4286 Adaptor Plate_K-T.xls
Flight reseryation, doc

[E)1 Tatal Reminders 071207 ppt

ISC PY Cormmittee Proposal 1.0 .ppt
Liaison Repart Silicon Wafer Ma 1007, ppt

El [¢]

Screen Snapshok 50 standards

by Documents

8

[0 west WaFer

L .M\,.-' Documents @LiquidchemicalsS wrs.xls
| } ﬂhitehnard | 5& Iy Computer Li\fe Meeting Presentation_Draft 5_ST
My Recert HM';.-' Metwork Places Live Meeting Presentation_Draft 6_ST
= Poll Page Documents |75 TIMSS PRODUCTICON B Live Mesting. dac
i — ICT)ABR Repart @Ivm.duc
= TextPage [ |5 Current Published Standards @MTF Facilities issues teleconference. do
Wweb Page Desktop F‘ul:nlished Standards Archive Regs changes.ppt
o Fag [ e, doc 2 |revHist Retire - 0707.x1s

SMG 5i standards Update July on EL E

@tapical breakouts, xls
\.-'irtual Meetings,

doc

My Computer
A | g
File name: || b | [ Open ]
by Wbk Files of type: | Common Microsoft Office Docurnents [*.doc;".d | [ Cancel ]
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Loading file to MS Server [3/5]

SEMI® Standards
Required Meeting Elements

Importing | Total Reminders 071207.. Eo&E
/J\ { ﬁ

inder
International Meeting Guidelines
Sta ards

;Z_, Full text versions are available at the Standards

desk

C TAaH, 1dplhl

/4 start
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Importing Content [4/5]

 Share and Edit a Document in real time

— On the Share Menu

« Share a Program
— Any file type can be loaded and opened

— Allow presenter to edit a document while attendee
can see it in real time

/psemr
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Select Share a Program

I
Content (8)  Attendess

[5/5]

Microsaft Office Live Meeting - li

Voice & Video  Meeting

..................

i Upload File (Viewgonk) leeting Open
i =
il Share a Program W Kevin Mouyen - Inbox - 1B
| Share Your Desktop P @ Real Estate Search Results @
| by Recent
il L'; Whiteboard Live Meeting Presentation | Documents
Whiteboar , —~
] &= Pl Live Meefing Presentation @
== | . ge 5 . . . Desktop
5 Textp 4| Microsoft PowerPaink - [Liv
o Text Page . ,
D ;'u' b : W] Py Comm Agenda vi.l .do ’)
eb Page - |
d - . W] Doct.dac - Microsaft Word| My Documents
creen Snapsho -
L'-E. Dioc?, doc - Microsoft Waord Q’
@ Microsoft Office Live Meetill My Computer
Dpen a Mew Program Q
by Mehwark,
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Lok in: | (2 Muwiark

P

v| Q ¥ E-

(2006 EL reports for West
@Equipment Automation Europe 2006
[C)Faciliies Committes

@Gases Cammittes

DHe

[CyLiquid Chemical

[Cymembers contact

@Metrics

[CIPIPS

[C)Required elements

[C)5iWaFer Committes
@agenda.doc
Award_NominationKN2DElﬁ.dou:
G Ballots

BasicCER.doc

<)m

Create New Folderh

Select
the file
you
want,
and

> select

File name: |

v| [ Open ]« OPen

Files of type: |AII Filez [*7)

v | [ Cancel ]
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Sharing [1/3]

« Sharing Desktop

— All programs and files display on presenter’s
desktop are shared

 Allows you to switch from one application to
another (recommended, however close personal
data first)

e Sharing a Program

— Any attendee can be allowed to share a
program for editing and presenter can take
control back at anytime

/psemr
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Editing document with other [2/3]

« Editing Document together

— Click on Share Controls icon

A list of attendees pops up

— Select an attendee you want to share control, then
select Ok

» Selected attendee will be able to edit a file from
presenter’s computer
— Sharing to other attendees can be paused
or stopped

/psemr
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Editing Document Collectively [3/3]

Comment. doc - Microsoft Word @| - |l |£§|1§§]| Content (4)  Attendees (2)  Woice & Wideo  Meeting  Recording | & .
Help adobe PDF  Acrobat Comment ikelcantiol

! Insert Format Tools  Table

&LV

F = Tms R

m -1z - B

Windon

IU

el o« EEER 2 3 2 AR 2.

1l
I
-
|

4

“

|

%D@Eémﬂ % - [3)
= : =& -

f*i*xz xE

-

ntrigs = -
1 I -2 I - I - I - I a I CF o
mmittes
o4
rn Rate ™% v
. Atkendees who vou can give control to; 1 of 2 GWE cuntWI Fia
Voting o = rn Rate
8234 b2 95% .
4565 BZ.96% \:!/ fre: you sUre you want to share control with Susan?
4566 [ E62.96%
Toatal Tatal
‘ Yes | | Mo ‘

Accepts Hejects
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Conducting Poll [1/3]

Content (3)  Attendees (1)

Voice & Video  Meeting

Upload File (Yiew Qnly)

»

Share a Program

Share Your Deskhop

b
b

Whitebnard
Poll Page
Text Page
Web Page

A
i:]
9
Ll

Screen Snapshot
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Microsoft Office Live Meeting - livemeeting.com - Meet Now: Li

¥a Create Poll Slide

Queskion:

allin Favor of the motion?

Choices:

! |\,.-'es

!|nu

J | abstain|

H |
N |
M |
y

\
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Poll Results [2/3]

Microsaft Office Live Meeting - livemeeting.com - ¥irtual meeting

Content (6)  Attendees (2)  Voice & Video Meeting  Recording

Thumbnails

1

batctila

Poll Question:

all in favor of the motion?

‘s start

April 8, 2008

all in favor of the motion?

Poll Choices:

Results:

o [l yes
ol no
o | abstain

o [l No Vote

-
- |
[ o% s

] Polls are open

i kevi... 3 Micr... 2 |asT...

SEMI Standards NA Spring Meetings
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Show or Hide Polls Results [3/3]

> I No Vote

@@@@(5)(?)
-

2| Palls are open

v oy ¥

| &

e &l [l gl eeiz3)

April 8, 2008

1 | Show Poll results
2 |Hide Poll Results
3 | Open Polls

4 |Close Polls

5 |Edit Polls

6 |[Clear Polls
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Ending the Meeting

Any attendee or
presenter can Exit Con
the meeting and
leave the meeting
still running. If
desired, they can
rejoin later.

opkions

Exit
Exit and End Meeting

imive Us Feedback Cnline
about Microsoft Office Live Meeting

Only the presenter
can Exit and End
Session for all

April 8, 2008 SEMI Standards NA Spring Meetings
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Recording
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Tips for Presenting [1/2]

Upload Slides and Other Presentation
Material in Advance

— Presenter may log on at anytime before the
meeting

* Use the Agenda as a Checklist

« Start with Int’| Meeting Guidelines

« Conduct the Meeting in a Quiet Place
e Set Screen Resolution to (1024x768)
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Tips for Presenting [2/2]

Use a Headset or Speakerphone to Remain
Hands Free

 If Appropriate, Use Polls to Engage Your
Audience

« Keep the Meeting Length to About One
Hour

* When Sharing Your Desktop, Close All
Unnecessary Applications

« Limit Yourself to Having 1 Presenter During
the Meeting

/psemr
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Microsoft Resources and Support

www.microsoft.com/office/livemeeting
— User guides and best practices
— Live and on-demand training
— FAQ and downloads
— Online support

Customer and technical support, 24/7
— Imhelp@microsoft.com
— 866-493-2825 (toll-free in US)
— 00.800.9522.3000 (toll-free in Europe)
— 650-526-6950 (direct international number)

SEMI Staff
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Thank You
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