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Buffalo Public Schools  
Instructional Technology Department 
Inspiring, Supporting, Empowering 
 

Lifesize Video Conferencing 
Creating and Sharing a Meeting 
 
 
This guide will outline the steps to create a virtual meeting and share the link so that others can 
join the meeting. The creation of the meeting must be done using the Lifesize application. Once 
the meeting is created, the link to that meeting can be shared. Anyone with the meeting link and 
an internet connection can join the meeting, the Lifesize application or account are not required. 
In the Lifesize cloud, once created, meetings are permanent and can be used indefinitely.  Each 
meeting has its own link, phone number, extension, and video address. This allows for multiple 
ways to connect to both the audio and video portions of the meeting.  
 
How to create a meeting using the Lifesize App: 
 
1. Open the Lifesize application on your computer and click on the Meetings tab on the left.  

 
 
2. To create a new Meeting, click on the purple Create a Meeting button on the upper right. 
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3. A popup window will open with the required fields to create the meeting. First give the 
meeting a name. This name will show up in the Meetings directory. The moderator will 
automatically be set as the person creating the meeting, but it can be changed to anyone with a 
Lifesize account. When joining from the Lifesize app, the moderator has the ability to mute and 
remove any user, as well as end the meeting which removes all users. They also have the option 
to set a passcode, meeting description, and a lecturer. When a lecturer is selected, that person 
will be the only caller displayed on everyone else’s screen. If a lecturer is not selected, whoever 
is speaking will be visible to all others on the call. Once all fields are filled in, click the Save 
button to create the meeting. 

 
 
4. When you click on one, details of the meeting will open on the right of the app screen. To 
share the meeting room with individuals who do not have a Lifesize account, copy and share the 
Meeting Link via email, social media, or other appropriate point of distribution.  
 

 


