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Why USE BREEZE live?

· Instant meetings. Breeze Live works through Macromedia Flash, which is installed on nearly all PCs today. No software download or plug-in installation required. 

· Meetings with rich content. Bring PowerPoint slides, digital video, FlashPaper documents, Flash simulations, and other types of media into your live meetings. 

· Interact and collaborate. Chat with a few or broadcast to many. Share applications, screens, images and documents with participants. Easily transfer files to facilitate collaborations. Use integrated tools to whiteboard or overlay annotations on slides, video and other content. 

· Gather real-time feedback through polls. Quickly create and post real-time polls in your meeting room, and use Breeze reports for further data analysis. 

· Customize and expand. Customize meeting room layouts and add your organization’s logos and color schemes. You can even have experts create custom pod plug-ins and integrate with business systems through advanced integration features. 

· Leverage content through the centralized, searchable content library that lets presenters and trainers re-use and re-purpose content throughout the organization. 

YOUR BREEZE ACCOUNT
There is a separate Breeze server used to create and host Breeze Presentation materials which means you will have a new username and password to remember and use.  The process to request an account on the Breeze server will soon be online.  Until then, accounts are created for all class participants and may be requested by others on an as-needed basis by contacting Robin Brekke, EIT, 515-294-8658.   

Breeze accounts are tied to individuals, not a group of people.

Attending a training provided through EIT, automatically provides you with account privileges, free of charge, for at least one full month after class.  For example, if you attend class on the 15th of March, your free account is valid until the end of April.  If you attend class on April 3rd, your free account is valid until the end of May.  For information on user fees, please refer to the “User Fees” section of this document.
EQUIPMENT AND SOFTWARE NEEDED
Extension IT’s recommendation for headsets and cameras:
www.extension.iastate.edu/Comp/videoconf.html
Breeze applications have the capability to stream well over low bandwidth.  Therefore, performance is acceptable over dial-up modems.  As a presenter, be aware of set up changes you might need to make or changes you might recommend to participants to ensure positive experiences.
As of March, 2005, the following computer hardware and software is required.  Information pulled from Macromedia’s web site:  http://www.macromedia.com/software/breeze/productinfo/systemreqs/
	Breeze Role
	Breeze Supported OS, Browser and Additional Requirements 

	Breeze Live Participants -

EIT does not support Non-Extension employees

Please note minimum computer standards still apply for Extension staff.


	Windows (98se, ME, XP, NT 4.0, 2000)
· Internet Explorer 4.0, 5.0, 5.5, 6.0 

· Netscape Navigator 4, 6.2, 7.1 

· AOL 8 

· Compuserve 7 (2000 & XP only) 

· Mozilla 1.2 

· Opera 7 

Macintosh (9.2, OS X 10.1 or later)*
· Safari 1.1, 1.2 

· Netscape 6.2, 7.1 

· Microsoft Internet Explorer 5.2 

· CompuServe 7 (OS 10.1 or later) 

· Mozilla 1.2

Additional Requirements 

· Macromedia Flash Player 5 or higher for presentations and courses 

· Macromedia Flash Player 6.0.65 or higher for embedded video and Breeze Live 
· Audio out: internal speakers, external speakers or headphones


	Breeze Live Presenters 

Minimum computer standards apply for Extension staff.

Breeze Live Presenters Continued
Minimum computer standards apply for Extension staff.


	Windows (98se, ME, XP, NT 4.0, 2000)
· Internet Explorer 4.0, 5.0, 5.5, 6.0 

· Netscape Navigator 4, 6.2, 7.1 

· AOL 8 

· Compuserve 7 (2000 & XP only) 

· Mozilla 1.2 

· Opera 7 
Macintosh (9.2, OS X 10.1 or later)
· Safari 1.1, 1.2 

· Netscape 6.2, 7.1 

· Microsoft Internet Explorer 5.2 

· CompuServe 7 (OS 10.1 or later) 

· Mozilla 1.2

Additional Requirements
· Macromedia Flash Player 6.0.65 or higher 
· Breeze Plug-in for “Live” Presenters (automatically launches the first time you present on a machine)
· Web Camera (video in), Microphone (audio in), speakers (audio out)


URLs used in class
1. View the “Breeze Live Overview” (3 min. 15 sec) online at www.macromedia.com/software/breeze/overview/live/ 

2. View “Attending a Breeze Live Meeting” (9 min. 8 sec) online at www.macromedia.com/resources/breeze/brz_attend/ 
3. System Requirements (See previous section: “Equipment and Software Needed”
http://www.macromedia.com/software/breeze/productinfo/systemreqs/
4. Flash Download
www.macromedia.com/shockwave/download/download.cgi?P1_Prod_Version=ShockwaveFlash

5. Obtaining an Account on the Breeze Server
(Web page yet to come.  For now, contact Robin Brekke, EIT, 515-294-8658)

6. Breeze Live Plug-in for PowerPoint
This will automatically launch the first time you present on a machine.
7. Extension’s Breeze Server URL
http://breeze.extension.iastate.edu
8. ISU Extension Information Technology Unit Headset and Camera Recommendations
www.extension.iastate.edu/Comp/videoconf.html
9. Texas’s “Desktop Video Productions and Things to Remember” Presentation
http://agfacts.tamu.edu/D11/Bee/video/mstrain_files/Default.htm


10. Find out how to choose the best audio hardware to meet your needs (Macromedia: Audio only)
www.sambreeze.macromedia.com/p11214414
11. Recording Audio Using a Computer Microphone (Macromedia: text information only)
http://livedocs.macromedia.com/breeze/4/main/wwhelp/wwhimpl/js/html/wwhelp.htm?href=00000480.html
For Your Participants

12. Computer test
www.macromedia.com/software/breeze/live/productinfo/meeting_intro.html
13. Attending a Breeze Live Meeting (9 min. 8 sec)

www.macromedia.com/resources/breeze/brz_attend/
14. Entering a Meeting Room  (Macromedia: text information only)

http://livedocs.macromedia.com/breeze/4/main/wwhelp/wwhimpl/js/html/wwhelp.htm?href=00000163.html
Preparing for Breeze live meetings
· Log into the Breeze server and create the room (or re-use a previous room)
· Send an invitation to attendees, including the URL and suggest they conduct pre-meeting preparations (see previous section, “URLs Used In Class: For Your Participants”) if they are not already familiar with Breeze Live.  These preparations will take less than 12 minutes.

· Script the meeting.

· Upload content ahead of time

· Convert video to Flash format.  (See section entitled:  “Converting Video to Flash Video”

· Create (and rename) desired layouts.

· Enter the room a minimum of 10 minutes ahead of time.

· Display a “Welcome” slide.

· If working with more than one presenter, practice ahead of time.

· If recording the meeting, indicate such on the welcome slide.

· Start recording, if desired.

· Welcome participants.

· Select “Stop Meeting” when done, this will prevent others from joining the meeting room in your absence.

· Distribute recorded “meeting” URL as desired.

· A meeting room can be re-used over and over.

converting video to flash video
There are a couple of steps that must be completed before a video can be used in the Breeze Live environment:  1) It must be converted to Flash format.  2)  The Flash video (FLV file) must be uploaded to the Breeze server prior to your meeting.
To convert video to Flash video, Loren Porter, Educational Materials and Marketing Services, recommends exporting video from QuickTime Pro (software cost is around $30) and importing it into Flash MX Professional (software cost is around $150).

This process can also be completed by staff in Extension’s Educational Materials and Marketing Services.  For more information, contact Loren Porter, 515-294-5672.

user fees
Like all of Extension, EIT reviews and creates cost models in accordance with sustainability goals. 
· An account on the Breeze server is valid for Breeze Presentation AND Breeze Live applications.  One account – two different, but related applications.  
· The process to request an account on the Breeze server will soon be online.  Until then, accounts are created for all class participants and may be requested by others on an as-needed basis by contacting Robin Brekke, EIT, 515-294-8658. 
· Only staff with Breeze accounts will be able to receive support for creating and converting Breeze Presentation materials.

· A helpful reminder email notification will be sent to account owners when accounts are due to “end”.

· No refunds for early termination of accounts.

· Server space is not limited at this time.

· Prices subject to change.
Training:  $35/day
Attending training provided through EIT, automatically provides you with account privileges, free of charge, for at least one full month after class.  For example, if you attend class on the 15th of March, your free account is valid until the end of April.  If you attend class on April 3rd, your free account is valid until the end of May.  

One Month Account:  $     /month   TBD
This type of account is provided as part of training (see above).  It can also be purchased as a way to “test the waters” when you are new to Breeze applications.

Year long subscription:  $     /year TBD
Good for one calendar year, Breeze accounts are tied to individuals, not a group of people. There is a separate Breeze server used to create and host Breeze Presentation materials which means you will have a new username and password to remember and use.  

Converting Video to Flash Video:  $42/hour 
This type of conversion can be done by staff in Extension’s Educational Materials and Marketing Services.  Please contact Loren Porter at 515-294-5672 for more information.  
recording/recorded meetings

If you will be recording a meeting, please alert participants to the fact ahead of time; perhaps in the invitation, the welcome slide and/or your opening remarks.  Start the recording and provide a “Name” and “Summary” when prompted to do so.

Don’t forget to stop the recording at the end of the session.  The recording is saved on the Breeze server.  The recording can be accessed by entering the correct URL in a web browser.  To find the URL, log in to the Breeze server, locate the correct meeting and select “recording”.  Use the corresponding URL.  A recording remains on the Breeze server until you, the account owner, delete it or your account expires.
when personnel with a breeze account leave extension
When an individual with a Breeze account leaves Extension, their account closes and materials associated with that account will be suspended for one month.  Owners should transfer materials to someone else in Extension if they want it to continue to be used.  No refunds for early account termination.  The new account will incur fees as explained in the “User Fees” section.
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