ConferencelNManager™

Audio & Web Conferencing Basics

The ConferenceManager’s audio & web conferencing interface is easy to navigate and user friendly, offering a wide set of robust features
that seamlessly enable a variety of unique business workflows, day-to-day communications, and the dynamic needs of a conference
in progress. The information below will instruct users how to access the interface and start a conference, as well as provide a general
overview of its features.

Logging in to ConferenceManager

Step 1: Open a browser and navigate to the conferencing system URL.

Step 2: Click | am a Host. ConferenceD: [ |

Step 3: Enter your Conference ID and PIN. o %
Step 4: Click Log In to access your My Conferences page. R
Start an Ad-Hoc Conference —

Step 1: From the My Conferences page: — et T Seloct ACzuic

e (Click Conference Now to start a conference immediately, using

the default options. Bial 1 Numbor. 2280
e Click the arrows on the right side of the Conference Now button T T
H . I i i oda H H [r? ‘el leeting
and select Options; modify options as necessary and then click e i
Finish to begin the Conference. 20-7ul-2016  3:30 PM 1:00 e 4 4 Weekly Staff Meeting
22-ul-2016  10:00 AM 1:00 [ | 20 20 Eileen's Project Review
27-2ul-2016  1:00 PM 1:00 e | s 8 Weekly Staff Meeting
Start a Scheduled Conference
Step 1: From the My Conferences page, select a conference from wiy 2016 (4] e Lsate X for N oo |
the Scheduled conferences section. ity Aidress Bookc Ly Accourt | Crang i Pty Pretorences. [ oio BN OeratorConsole [ ParicinantLog in/J Loo Out

Step 2: Click Start.

Dialing Out from the Audio Console

If your conference includes an audio portion, the audio

console appears.
Highlights ~ Raised hand
current speaker  (click to lower)

Conference Info

To dial out from the Audio Console: Private Conferences

. L . Toolb:
Step 1: If the Dial Out controls are not visible, click the blue S Y — oomar
tab on the left side of the console. - [ wan [uandma]_saee—
L. Show whos talking mute al hold all [rg—— Global controls
Step 2: Enter the participants Name and Phone or SIP Dial Out — Status
address, or click Choose Phone to select from the gg;'{;ﬂfo v Emiysone () () [ || indicators
address book show/hide) : Wendy Ferrara pmaﬁ- 3 mute hold disconnect Panlcl ant
. Extension:[ | aj PatLofus w 4 speaki’;g
. i Choose Phone - = tephen Fearson private
Step 3: Click Dial Now. I A, =
callstatus: » # € # »

The system dials out, connects the participant, and

. . R di
places both of you in a private conference. Controls —1 —
Step 4: Click the Private button next to the participants S —
name (and your own) to join the main conference. e oo o perteimart ™ ted O hold
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Using the Conference Room

Conference Information Who Is Here
. View invitee Invite additional
Emily Stone's Conference details ey (| Invitee Li 4 [fLa .ﬂ— participants
T ( Tnftmfﬂﬁﬁm 2@ @ patlons L Conference leader
= Conference ID: 4270 O Help @ Emily Stone (YOU) &, Y= (Click a dimmed star to
Raised hands appoint a new leader)
o 4 Dial In Number: 19785559000 {numbers indicate —— 3 @ e Wendy Ferraro
ueue order) . P
[ {5% Preference: D B o % = a -Ll-t-‘f.--‘ vSOn (® Audio participant
1 @ Catherine Haase
The upper-left corner of the conference room lets you view the Acknowled Noxt Voting _ _
conference title and details, as well as: ¢ ::ﬂ haﬁg —@ @ @ ((éll_llkdélvoigg ,
IC edr 10 rese
e Access shared conference room resources (tabs). (3 raiser) e

e  Set preferences (features, permissions, name order). . . o . . . .
P ( P ) This panel is your principal means of managing and interacting with

e Add audio to a web-only conference (%) or view the audio participants:
console for an existing audio conference . ) o ) o . -
End th r . xisting audi r (%) e View the invitee list and invite additional participants.

° t . ) - ) ) )

nd the conterence e View current participant status _ identify raised hands (and

queue order), quick vote status, audio/web connections, and

Conference Recording conference leadership.

This panel controls *  Acknowledge raised hands and advance the queue.
synchronized audio + web T mETy . '
conference recording e Take quick votes (you may also vote) and view status.
Application Sharing Webcams
This panel lets you share your
Desktop, a single application, > start__v ][0 Pause | lstop | ') Publish Webcam a =57 o— Fletlts_h
or a participant's Desktop. Also LI~ — | | setlings
see the Application Sharing Miappﬁc;;ons Publish/unpublish View full-screen
card. Catherine Haase’s Desktop your WebcamL K/unlock T I
‘Wendy Ferraro’s Desktop ocKiunoc ogg'e
conference to single-cam/
additional streams multi-cam view
Documents The Webcams panel can display your video stream and up to four

. participant streams.
This panel lets you upload

documents to the conference

Polls

room and share them. Each 1 ] B Thi et dd
document has its own tab and I senvices.pna Show Delete 5 Add Po . tIS Dathe e ﬁ yOUdat |
can be annotated. interactive polls and tally
I AddinChanges Hide Delete (] Wnich days work the results.
poc for everyone?

Which days work best for everyone?

Tools 1 Omw
This panel lets you share 2 T
conference room resources: (] whiteboara J} [ hotes | > Q8.4 | & WJuRr
. . . ) Which days work best for everyone?
e A Whiteboard tab for basic drawing and annotations. Y Y
1 M-W 1 vote(s) 50 %
e A Notes tab for keeping plain text meeting notes. 2 T-Th 1 vote(s) 50%
3 W-F Ovote(s) 0%

e A Q&A tab for conducting interactive, written question-and-

. K . Total Votes: 2 Average: 1.5
answer sessions with participants.

Hide Edit Delete Hide Results Reset
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