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Open a browser and navigate to the conferencing system URL.

Click  am a Host.

Enter your Conference ID and PIN.

Click Log In to access your My Conferences page.

nce

Start an Ad-Hoc Conference

Step 1.

From the My Conferences page:

Click Conference Now to start a conference
immediately, using the default options.

Click the arrow on the right side of the
Conference Now button and select Options;
modify options as necessary and then click
Finish to begin the conference.

Start a Scheduled Conference

Step 1.

Step 2. Click Start.

From the My Conferences page, select a conference

from the Scheduled Conferences section.

Conferencing

—Cenfeence Now__~

Web Conferencing

Lastvsiid login
Lestinvalid login
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Conference ID: |

[0 Remember me
My Conferences
71572010 4:34:18 P fom 172.26.1.18
_Select Account |

Conference ID: 4222
Dial In Number: 2280

Scheduled Conferences
Date

oday
Today
20-ul-2016
22-3ul-2016
27-Jul-2016

Time
1:00 PM
1:00 PM@®
3:30PM
10:00 AM
1:00 PM

July 2016

Duration

1:00 ~
1:00
1:00 i’
1:00
1:00 2

Recurs Record Audioc Web Subject

H s 8 Waekly Staff Meeting
2 2 Sales Demo
4 4 ‘Weekly Staff Meeting
H 2 20 Eieen's Project Review
H s 8 Weekly Staff Meeting

|

The audio console and conference room appear as appropriate for the conference type.
See the User's Guide for details on the available conferencing and scheduling options.

he Audio Console

If your conference includes an audio portion, the audio console appears.

To dial out from the Audio Console:

Step 1.

Step 2.

Step 3.

Step 4.

If the Dial Out controls are not

Conference Info

Highlights
current speaker

Raised hand

(click to lower)

Private Conferences

ioom  End Conference  Help

Toolbar

main conference.

*00 for assistance

Web participant

visible, click the blue tab. bl n amber | 838.855-4212 JreReNCe o 4478 Trar as [5] paiars
SIP Address: 20.25.199

'] ' All Main Markgtin, Sa\es-‘—l

Enter the participant’'s Name and ] l L] Global controls
. . Show who's talkin, mute all hold all disconnect all ™
Phone or SIP address, or click Dial Out __I =l (2fics : Status
Choose Phone to select from the  Controls e ad Emib Stone. [0 (20 [ e || indicators
address book. (Sﬁf:,/ﬁzg Phone: Wy Farraro I T
Extension: ajl Pat Loftus mute hold disconnect | ¢ =8 S:e:lili’:]agnt

Click Dial Now. - Chaose Fhone - =] Stephen Pearson [private [ imutenljhold  |disconnect |

. S 1 rate mute | isconnect
The system dials out, connects the L o B G (T -
participant, and places both of you Recording Recording -
. . tatfs
in a private conference. Controls (o pause [ = 500 [ I
Click private next to the participant’s .
name (and your own) to join the Participant dialed Audio participant

Muted On hold
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Conference Information

Emily Stone's Conference
t T pate: /3012014
Time: 10:00 AM O Help
Conference ID: 4270
i =1 Dial In Number: 19785559000
75 preference: S _ ¥ 3} End conference )

The upper-left corner of the conference room lets you
view the conference title and details, as well as:

< Access shared conference room resources (tabs)
% Set preferences (features, permissions, name order)

< Add audio to a web-only conference (<) or view the
audio console for an existing audio conference (%)

< End the conference

Conference Recording

Conference Recording (Stopped)

This panel controls
synchronized audio+web
conference recording.

__Record M []stop ]

Application Sharing

Application Sharing (Stopped)

This panel lets you share
your Desktop, a single
application, or a participant’s
Desktop. Also see the
Application Sharing card.

My Deskiop

My Applications

Catherine Haase’s Desktop
‘Wendy Ferraro’s Desktop

Documents

Documents

This panel lets you

upload documents to the
conference room and share
them. Each document has
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its own tab and can be I AddinChanges Hide Delete
DOC

annotated.

Tools

This panel lets you share
conference room resources:

< A Whiteboard tab for basic drawing and annotations
< A Notes tab for keeping plain text meeting notes

< A Q&A tab for conducting interactive, written
question-and-answer sessions with participants
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Who Is Here
Who Is Here (5) (-]
View invitee Invite additional
details —HaNE _] Tl 'j_ participants

2@ @ PatLofus 19

Conference leader
@ Emily Stone (You) &, Y= (Click a dimmed star to

Raised hands i
{numbers indicate ——3 (@ (@ Wendy Ferraro eppomta new eacen
- . L
queue order) L Audio participant
1 @ Catherine Haase
Next Voting

Acknowledge
next hand
(3 raised)

@ @ Quick voting
(Click Clear fo reset)
2 i

Clear

This panel is your principal means of managing and
interacting with participants:

< View the invitee list and invite additional participants

< View current participant status — identify raised hands
(and queue order), quick vote status, audio/web
connections, and conference leadership

e
o

Acknowledge raised hands and advance the queue

X3

%

Take quick votes (you may also vote) and view results

Webcams
Webcams (-]

| (&) py ) —— QE::'H_FlaSh
| | settings

Publish/unpublish
your webcam
Lock/unlock
conference to
additional streams

View full-screen

Toggle
single-cam/
multi-cam view

The Webcams panel can display your video stream and
up to four participant streams.

Polls

This panel lets you add
interactive polls and tally
the results.

Whichdayswork Hide Edit Delete

for everyone?
Which days work best for everyone?

1. Omw

Which days work best for everyone?

1 M-W 1 vote(s) 50 %
2 T-Th 1 vote(s) 50 %
3 W-F Owvote(s) 0%

Total Votes: 2 Average: 1.5

Hide Edit Delete Hide Results HReset
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