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Overview

This guide provides the basic information necessary to start a Weblnterpoint Web
Conference. Please review the system requirements to ensure you have everything you
need to get started. If you need additional assistance getting started or if you do not yet
have an account, contact Infinite Conferencing at:

1.888.203.7900

1.973.671.0040

clientcare@infiniteconfrencing.com

ops@infiniteconferencing.com


mailto:ops@infiniteconferencing.com

System Requirements

Minimum Requirements for Moderator and Participant Systems

Network connection to the IBM Lotus Sametime Unyte Meeting system through
HTTP and HTTPS

Internet connection speed of 128 kbps or higher is recommended

Microsoft Windows XP, Vista, Windows 7, or Server 2003

Internet Explorer 6.0 SP2, 7.0, 8.0 and 9.0, Firefox 3.0x/3.5, 4, and 5, and
Chrome 12 browsers

Apple Mac with Intel CPU, Mac OS X 10.5/10.6, Safari 4.x, 5.x or Firefox 3.x,
Java 1.5+

Linux, Unix, or Solaris with Mozilla 1.0+

Cookies and Scripting enabled in browser

Application Sharing and Desktop Sharing Requirements for a PC

Microsoft Windows, Microsoft Internet Explorer and IBM Lotus Sametime Unyte
Meeting Conference Plug-In for Microsoft Windows

Microsoft Windows, Firefox, and IBM Lotus Sametime Unyte Meeting Conference
Plug-In for Microsoft Windows

Microsoft Windows, Google Chrome, and IBM Lotus Sametime Unyte Meeting
Conference Plug-In for Microsoft Windows

Internet connection speed of 240 Kbps on average (Auto setting and typical user
interface updates)

When sharing is initiated, a browser plug-in component is installed if it is not already
present. If your system security settings prevent you from installing browser plugins you
can install the necessary components via the Options Kit.

Application Sharing and Desktop Sharing Requirements for a Mac

Apple Mac with Intel CPU, Mac OS X 10.5/10.6, Safari 4.x, 5.x or Firefox 3.x,
Java 1.5+

Participant Application Viewing Requirements:

IBM Lotus Sametime Unyte Meeting Conference Plug-In or a Java Virtual
Machine version 1.5 or higher (Please note that the Microsoft VM is not
supported)

Internet connection speed of 240 Kbps on average (Auto setting and typical user
interface updates)

Document Publishing Requirements



No downloads or plug-ins are required for presentations limited to document
publishing

Only the basic system requirements must be met by Moderators and participants
Download rate of slide presentation content is proportional to the available
bandwidth. The basic 128 Kbps requirement will provide reasonable
performance.

Audiocasting Requirements

Computer speakers or headphone are needed on all systems for Audiocasting
Internet connection speed of 136 Kbps or greater
Java Virtual Machine version 1.5+

Moderator Videocasting Requirements

Web camera

Microsoft Windows, Microsoft Internet Explorer and IBM Lotus Sametime Unyte
Meeting Conference Plug-In for Microsoft Windows

Microsoft Windows, Firefox, and IBM Lotus Sametime Unyte Meeting Conference
Plug-In for Microsoft Windows

Microsoft Windows, Google Chrome, and IBM Lotus Sametime Unyte Meeting
Conference Plug-In for Microsoft Windows

Apple Mac OS, Apple Safari, and Java 1.5+

Internet connection speed of 50 to 300 Kbps

Participant Videocasting Requirements

Microsoft Windows, Microsoft Internet Explorer and IBM Lotus Sametime Unyte
Meeting Conference Plug-In for Microsoft Windows

Microsoft Windows, Firefox, and IBM Lotus Sametime Unyte Meeting Conference
Plug-In for Microsoft Windows

Microsoft Windows, Google Chrome, and IBM Lotus Sametime Unyte Meeting
Conference Plug-In for Microsoft Windows

Linux, Firefox, and Java 1.5+

Apple Mac OS, Apple Safari, and Java 1.5+

Internet connection speed of 50 to 300 Kbps

When using the Audiocasting and Recording features, computer speakers or
headphones are needed to hear the audio.

Certain features will require additional network bandwidth. Slower connections will work,
but the experience may not be optimal.



Scheduling a Conference with Outlook

Weblnterpoint allows a Host to schedule web conferences using Microsoft Outlook.
Adding web conferencing to an Outlook meeting is as simple as clicking the WEB
CONFERENCE icon in a Microsoft Outlook Calendar Appointment or Meeting Request.

To schedule a conference using Outlook:

1. Install the Outlook Add-On by downloading and installing the latest plug in and
selecting the "Microsoft Outlook Conference Scheduling Add-on" option during
installation (Figure A).

2. Note: You must temporarily close Outlook while installing this feature.

Feature A
Weblnterpoint InstallShield Wizard 2%

Select Features n
Select the features zetup will inztall l "

Select the feature pou want to install on vour computer

Internet Explorer Conferencing Add-on
Microzoft Outlaok Conference Scheduling Add-on

432K

Drestination Falder

C:%Program Filestweblnterpoint

[ < Back ][ Mext » ][ Cancel ]

3. Access the scheduling feature of Outlook. From the calendar feature in Microsoft
Outlook, open a calendar appointment or Meeting Request. You may do so by
selecting the FILE menu, next select NEW, and then APPOINTMENT or
MEETING REQUEST. You may also create a new appointment by double
clicking on a specific date and time on your calendar. An Outlook Appointment or
Meeting Request dialog window will open (Figure B).



Figure B
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4. Insert e-mail addresses and meeting details just as you would through the
Meeting feature of Outlook.

5. Set a Reminder for your web conference so you will be able to login before the
conference is scheduled to begin.

6. Click the WEB CONFERENCE Icon at the upper left-hand corner of the Outlook
appointment window. (You might find this by clicking on the Add-Ins tab-Figure
C). This will open a Web Conference Details window (Figure D).

Figure C
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Figure D
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To add web conference with permanent Participant Code:
1. Select first option and enter your permanent Paricipant Code.
2. Click [OK] button to add the web conference’s join URL to the body of your meeting request.

To add web conference with one-time Participant Code:

1. Select second option and put in memo fields if needed.

2. Select Send Email Report to receive an e-mail with session details upon its completion.

3. Click [OK] button to add the web conference’s join URL to the body of your meeting request.

@ Use Permanent Participant Code

Permanent Use your permanent Participant Code to schedule and start the conference
Participant Code: |1234-55?1

7) Use One-time Participant Code

one-time This cne-time Participant Code will be required to start or join the conference
Participant Code: |

Meeting title: | |

Description: | |

[ send e-mail 1

report: |T3 | i

Help [ OK ] [ Remove l [ Cancel ]

7. Ensure that your Web conference account information is correct in the fields
provided. This is the information that you will be sending to your participants.

8. Click the OK button (Figure D), which will insert the meeting link and dial-in
information into the body of your meeting request (Figure E).



Figure E: It will automatically populate the following information in your email.
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Please join my Weblnterpoint conference.

Web Conference Details:

Conference Link: http://www.infiniteconferencing.com/join?schedid=1234567
Participant Code: 1234567

If this is your first meeting with Weblnterpoint, we recommend that you perform
a system check to ensure a successful conference.

Click this link to begin the check:
http://www.conferenceservers.com/browser?brand=INF_Weblnterpoint

If you have any questions or need assistance, contact Infinite Conferencing
support at (888) 203-7900 or (973) 671-0040.

9. At meeting time, the Host then clicks the embedded link, which opens the log in
page for the conference. To login, the Host inserts his or her credentials.
Note: In order to allow participants to join, the Host must login before the
meeting is scheduled to begin.



Log In

Begin using your Weblnterpoint account by opening the Join page at
http://www.infiniteconferencing.com/join. There are separate login forms for hosts and
for participants. To host a conference, click on the host radio button, represented in
Figure A, using the Chair Code and Participant Code you received either through email
or the wallet card. Figure B represents the form used for participants to login to

conference. Participants will use the participant code to join.

Figure A: Host a meeting.

Need Assistance ?

Call Infinite Conferencing today at
(888) 203-7900 for a no-obligation
consultation, demo, or competitive
quotation

Important Messages

Mew features include:

*MAC OS Suppport - MacO3

Application Sharing is now supported

“Waiting Room - Waiting room for

participants

+PDF Support - Adobe PDF publishing

Please click here to install the latest

plug-in

+ Support for Firefox 3.6 now available

+ Support for Windows 7, Mac 10.6,
and Safari 4.0 is now available

Sign Up Online >>

Try it Free >

Are you the Host of this meeting, or are you a Participant?

@ Host ©) Participant

Chair Code: * |
Participant Code: *

Name: * |

Company:
E-Mail:

Remember Me  * indicates a required fizld

Login ]

We recommend that you complete our System Check before logging in.

Speed Test - check the throughput of your connection to our server
Troubleshooting tips - try here first if you are having trouble
Installation kit - optional Outlook and applications sharing plug-in

Figure B: Join as a Participant.

Need Assistance 7

Call Infinite Conferencing today at
(B88) 203-7900 for a no-obligation
consultation, dema, or competitive
quotation.

Important Messages

Mew features include

*MAC OS Suppport - MacOs
Application Sharing is now supported
“Waiting Room - Waiting room for
paricipants

*PDF Support - Adobe POF publishing

Please click here to install the latest

plug-in.

* Support for Firefox 3.6 now available

= Support for Windows 7, Mac 10 6,
and Safari 4.0 is now available

Sign Up Online >=

Try it Free >>

Are you the Host of this meeting, or are you a Participant?

) Host @ Participant

Participant Code:

Name:

Company:
E-Mail:

Telephone:

Remember Me * Indicates a required field

T

We recommend that you complete our System Check before logging in.

Speed Test - check the throughput of your connection to our server
Troubleshooting tips - try here first if you are having trouble
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Starting a Session
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1. After you log in you are presented with a conference window (Figure A). At the
top of the conference window there is a toolbar containing buttons used to
conduct and manage Web conferences.

NOTE: Participants cannot log in until the host starts the conference.

Figure A: The conference window that appears as soon as you log in.
/& Weblnterpaint - Windows Internet Explorer W: ——;_ (Sl =

[ https.//cs.conferenceservers.com/webagent/consol aspFserverid=cs- AD4OL1A 5 International Business Machines Corperation ..| 1}

&E&lm;:/sj/ ¢ 3 @

Start Publish w  Sharing Poling | Previous = Next = PainterHighlight Erse | Record Sign Out Help

Participants cannot join yet
Participants will not be able to join

- - until you start the meeting,
)infinite(

CONFERENCING
An Onstream Media Company

il

Nothing is currently published or shared e

& & AnParticipants

Start a session - changes to ! "Stop" once in session.

m

Publish a document. PowerPoint, Word or Excel files only.

#*When "publishing”, the document you select will be copied up to the server and converted
use in the sharsd session. No changes will be made to the eriginal document on your

camputer.

Application Sharing - one program or your whole desktop.

Help on using WeblInterpoint.

[Biconference is not started Mot recording Jain URL: hitp:/www.infiniteconferancing comijoin [©)

|Dona Q Internet | Protected Mode: On 45 v ®100% -

2. Since Weblnterpoint does not require pre-planning or scheduling, once you have
logged into your account, you can immediately start a conference. Click the
START button on the toolbar. A dialog window opens displaying instructions for
you to enter the email address where the attendance report will be sent (Figure
B). Two boxes are provided to enter Billing Memos. These memaos are for client
reference only and can be seen on the post conference usage report that will be
sent if the “Send a report when the meeting ends” box is checked and the correct
email address is entered (Figure C). Notice that once you have started the
session, the tool bar will add colors to the icons (Figure D).
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Figure B: Dialogue window where you enter your address and billing memos.

Start Conference

[[] Send a report when the meeting ends

E-mail address({es):

Memos

Billing Memo 1:

Billing Memo 2:

[ Start Meeting ] [ Cancel

Figure C: Attendance Report

Chairperson Code: 99259115
S

sion 1D: 3426904
rted on: 07/29/2010 14:33:50

Conference Summary Report

Participant Participant Participant Participant Time Duration
Number Name E-mail Company Started Minutes
1 Marial mvacas@infiniteconferencing.com Infinite 14:33:50 74
2 Bill Murray Bmurray@zombieland.com Zombieland 14:40:46 67

Doug i | Am
3 French doug@dougisawesome.org Awle:?é:me 14:40:46 67
Cupcake
4 Laura Croft leroft@cupcake-paradise net Paradise, 14:41:22 59
LLC.
Karen s . Infinite: e
5 (Support) kdrews@infiniteconferencing.com Conferencing 14:41:24 7
6 Michael jim@kerrigan.com Blizzard 14:41.44 66
7 Julie ulie@abc.com ABC 444015 65
Corporation
g jomesT it-cap@enterprise.mil SFLT  14:42:41 85
Participant The Testing 49
9 Tester ptester@fakeyahoo.com Coporation 14:42:568 4

Figure C: The tool bar appears with colors after you start your session.

D Eg @B O P

Stop = Publish = Sharing Poliing - = Pointer

Highlighter = Erase

Record Sign Out
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Participants Joining the Session

1. Instruct participants to visit the Join page
(http://www.infiniteconferencing.com/join) and to complete the “Login” form using
the Participant Code that you provide them with from the start dialog window.

2. As each user logs in to the conference, the user's name appears in the Roster
(Figure A).

3. The attendee list can be sorted by Name or by Entry Time by clicking ‘Sort List’
then choosing the sort option you prefer (Figure B).

Figure A: List of Attendees Figure B: Sorting your attendee list
Participants
-
@6
Participants Participants
= ivte.. | Shre Lt | SortLt
Participants
Invite. Share List | Sort List & Q‘ Ao ¥ by Name
& & AnParticipants & * Ashiee by Entry Time
5‘_‘ + Ashlee ; * Art
@ * At & * Aubrey
: LUbEY @ * Claudia
& * Claudia =
& * Judih &' * Judkh
~
& * Oliver @ * Oliver

4. There is a different toolbar that will appear for participants that will only include
very few options (Figure C).

Figure C: The toolbar that displays for participants

9 G

Raise Hand  Sign Out
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Publishing a Document(s)
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Once you have logged in to your Weblnterpoint session you can prepare for a
conference by publishing Microsoft® PowerPoint®, Word, Excel, or PDF documents.

Publishing Documents:

1. Click the PUBLISH button on the presenter toolbar and click on MANAGE
PUBLISHED FILES (Figure A).

2. Click BROWSE from the “Publish a File” dialog window (Figure B).

3. Select a document file path using the file explorer window.

4. Click the UPLOAD button in the “Publish a File” dialog window (Figure C).

After you complete these steps, your document is automatically copied and converted
into a Weblnterpoint presentation and saved into the presentation library. A status bar
indicates the publishing progress. Once publishing is complete, the first page of your
document appears in the conference window.

Figure B
Publish a File Files published: 0
Using the publish feature to display Microsoft PowerPoint, Microsoft word or Microsoft Excel
documents requires a valid license to the applicable Microsoft application.
If you do not have a vwalid license to the Microsoft Office suite of applications, you can download
IBM Laotus Symphony, which lets you wark with Microsoft Office docurnents, as well as documents
in the Open Document Format (ODF) and documents produced using the IBM Lotus SmartSuite
products, You can also use the publish feature to display PDF documents,
Add a file to the list
Click Browse to find a Microsoft Office, ©DF, PDF, or IBM Lotus SmartSuite file to publish. Large
documents ray take a few rminutes to load.
uplozd)
Your file list
Choose a file to present and click Present,
Freview
Figure A =
Publish = B2z
Present File s
Manage Published Files...
- = |
Stop Current Presentation :]
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Figure C

Publish a File Files published: 0

Using the publish feature to display Microsoft PowerPoint, Microsoft Word or Microsoft Excel
documents requires a valid license to the applicable Microsoft application.

If you do not have a valid license to the Microsoft Office suite of applications, you can download
IBEM Lotus Syrphony, which lets you work with Microsoft Office docurments, as well as documents
in the Open Docurment Format {ODF) and docurments produced using the IBM Lotus SmartSuite
products, You can also use the publish feature to display PDF documents,

Add a file to the list
Click Browse to find a Microsoft Office, ODF, PDF, or IBM Lotus SmartSuite file to publish. Large
documents may take a few minutes to load.

ChllserswmvacasiDesktoptebinterpointAppre [ Brows | §Upload

¥our file list
Choose a file to present and click Present.

Preview

) (G

Presenting Previously Published Documents:

1. Click on the PUBLISH button on the presenter toolbar.

2. The “Publish a File” window will appear, click the radio button next to the file you
wish to present from the titles in “Your file list” (Figure D).

3. Click the PRESENT button (Figure D).

Or

1. Click the PUBLISH sub-menu P”bﬂd located on the lower right of the button. A
Drop Down menu will appear. (Figure E.)

2. Click the Thumbnail of the file you wish to present.

Once the presentation is chosen, the first slide of presentation will appear on the

presenter and participant windows.
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Figure D

Publish a File Files published: 2

Using the publish feature to display Microsoft PowerPaint, Microsoft Waord or Micrasoft Excel
documents reguires a walid license to the applicable Microsoft application.

If vou do not have a valid license to the Microsoft Office suite of applications, you can download
IBM Lotus Symphony, which lets you work with Microsoft Office docurments, as well as documents
in the Open Document Format (ODF) and docurnents produced using the IBM Lotus SmartSuite
products. You can also use the publish feature to display POF documents.

Add a file to the list
Click Browse to find a Microsoft Office, ODF, PDF, or IBM Lotus SmartSuite file to publish. Large

documents may take a few minutes to load.
[ Browse.. || Upload

Your file list
Choose a file to present and click Present.

@ Webinar Comparison Chart. xlsx
) Weblnterpoint Sales Demao 11112010, pptx

Freview

Al

Present Cancel

Figure E
Publish = Sharing Poling | Previous = Mext = inter  Highlighter
Present File x

Manage Publizhed Files...
Stop Current Presentation

@ Webinar Comparizon Chart.xlzx

WEBINTERPOINT  ebinterpoint Sales Demo 11112010, pptx

i e 1
o g

Thumbnails of existing
presentations will
appear
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Deleting a Presentation:

You may choose to delete a presentation anytime in the future using the PUBLISH

feature.

1. Click the PUBLISH button on the toolbar.
2. Select the presentation in the Published Documents list.
3. Click the DELETE button (Figure F).

Select the
file from
the list that
you want
to delete

Publish a File Files published: 2

Using the publish feature to display Microsoft PowerPoint, Microsoft Word or Microsoft Excel
docurnents requires a valid license to the applicable Microsoft applicatian.

If you do not have a valid license to the Microsoft Office suite of applications, you can download
IBM Lotus Symphony, which lets you work with Microsoft Office documents, as well as documents
in the Open Docurnent Format (ODF) and docurments produced using the IBM Lotus SmartSuite
products, vou can also use the publish feature to display POF documents,

Add a file to the list
Click Browse tao find a Microsoft Office, ODF, POF, or IBM Lotus SrartSuite file to publish. Large

docurments may take a few minutes to load.
[ Browse.. || Upload

Your file list
Choose a file to present and click Present,

@ Webinar Comparizon Chart xlsx
O Weblnterpoint Sales Demo 11112010 pptx

Preview

ol

[ Present l [ Cancel l

17



Presentation Tools

There are few presentation tools available in Weblinterpoint that are useful when trying
to create a dynamic presentation for your audience. These features are: Navigation

Tools, Pointer, Highlighter and an Eraser.

Navigation Tools

Stop = Publish = Sharing Poling | Previous = Mext =] Pointer Highlighter = Erase | Record Sign Out

1. Use the PREVIOUS and NEXT buttons on the toolbar to index slide by slide
through a presentation, document sections or worksheets.

2. Use the “Next Slide” and “Previous Slide” submenu(s) to jump directly to a
specific slide (Figure A & B).

Figure A Figure B

=
PrevinusE ®

Previous Slides bl Next[=] o

1. Infinite Presents. .. Hext Slides ®
2. Serving ower S000 clients worldwide... 2. Serving over S000 clients worldwide. ..

3. Features vou need at a price vou can afford. .. 3. Features you need at a price you can afford....
4. Benefits 4. Benefits
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Annotation Tools

DD Hg @ O O% G

Stop = Publish = Sharing Poling | Previous = MNext =] Pointer Highlighter = Erase Record  Sign Out

Use the POINTER button to toggle the Pointer tool on and off when you want to stamp
the content of your presentation in real time or point to items on the screen (like people
are seeing their mouse) (Figure C).

-To turn off the pointer, click the POINTER button again.

-To clear the annotation, advance to the next slide or hit the ERASE button.

Use the HIGHLIGHTER button when you want to annotate the content of your
presentation in real time (Figure C).

-Choose from 15 highlighter colors by clicking on the down arrow on the HIGHLIGHTER

button.
-To turn off the highlighter, click on the HIGHLIGHTER button again.

-To clear the annotation, advance to the next slide or hit the ERASE button.

&

Highlighter =

There are 15
color options for
the highlighter

-ﬁ¥‘¢$m@ Be | Rt &

Stop »_Pubish »_Shanng Poling | Previous w _Nex

We can CUSTOMIZE every aspect of your web conference including: the log in page,
web conference session, help links and more.
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Application Sharing

Stop = Publish =] Sharing | Poling | Previous = MNext = Pointer Highlighter = Erase

Record  Sign Out

The SHARING button allows you to share specific applications or your entire desktop,

thereby enabling your participants to view changes as you make them and to see
applications unique to your desktop. Once you click the SHARING button you will

receive a dialog box that shows a list of your currently running applications (Figure A).

The host may choose to share the entire desktop or specific applications.

Note: The Application Sharing feature requires the host to install a plug in either
beforehand or when prompted to do so. If the host wants to install it beforehand then
they can find it on www.infiniteconferencing.com/join.

Application Sharing

* Share the entire screen

Figure A

" Choose the applications to share:

i
El

=N =]

=N = N

=

=1l

Start Weblnterpoint Approved WebCasting
Windows Intemet Explorer

Microsoft Word

Yahoo! Messenger

Inbox in Personal Folders - Microsoft Outlook
Snipping Tool
Untitled - Paint

Dell Backup and Recovery Manager Reminder

Al BT I pa— TRF_L _ el M L _ _x

B

m

Sharing optimization: |Automatic [Hecommended] j

| Start Sharing |

[ Stop Sharing ]

| Close |
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To Share an Individual Application:

1. Select the “Choose the applications to share” button.

2. Select one or more applications from the list by selecting the box next to the
active application(s).

3. Click START SHARING.

To Share All Applications:

1. Click the “Share the entire screen” button.
2. Click START SHARING.

To Stop Sharing:

1. Open/restore the Weblnterpoint application window (Figure B).
2. Click the STOP SHARING button.
Or
1. Click the SHARING button from the toolbar to turn sharing off.
Or

1. Click the STOP SHARING button from the toolbar that becomes visible
when you start sharing on the top of the screen (Figure C). You have to

scroll your mouse to the top for this toolbar to appear.

21



Figure B
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Participant Control Features

The Host has the ability to control several features for participants. These features
include: Send File, Edit Info, Make Presenter, Remote Control, Disconnect and Manage
Rights to allow participants to see the Attendee Roster and Chat Questions. You can
choose to use these features for ALL participants at once or any individual participant.

Send File to Participants

1. Click on either the ALL PARTICIPANTS or an individual participant’s name, and
choose the SEND FILE button (Figure A).

2. A dialog window will appear allowing you to browse for the file you would like to
send (Figure B). Once you select the correct file click the SEND FILE button.

Figure B
Figure A
_ 1. Type in or Browse to File Path:
Q cha | I |
Send Fils C:A\Users\mvacas\Desktop\Weblnterpoint\Webl | Browse.. |
Edit Info
;'_: Make Presenter 2. Click the [3end File] button below:
Remote Control
= i Ca |
Manage Rightz < Send File nee

3. When the transfer has been complete, you will get a dialog window that states
Sending File is Complete (Figure C & D).
4. Participants will see a link to download the file in their chat window (Figure E).

Figure D

Figure C e ]

Sending File is Complete

Sending File...
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Figure E

Chat
i Q _

Chat

Transfer file from...Attendee O

[WebInterpoint Service Overview.dooxk] --
click here to save
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Edit Participant Information

1. Click on the individual participant’s name, and then choose the EDIT INFO button
(Figure A).

2. A dialog window will appear allowing you to change the Name, Company, E-mail
and Phone of the participant. (Figure B).

Figure A Figure B

Edit Attendee Information

Mame: Filipe

) chat
Company: |[|IC
Send File
Edit Info E-mail: |fharrosi@IC.com

;_, Make Presenter

Remote Control Phone:

Dizconnect

Manage Rights
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Make Presenter (Multiple Presenters)

Weblnterpoint allows you to have multiple presenters by passing the control to
participants while in session.

To transfer control to a participant:

1. Click the Participant’'s name in the Roster.

2. Choose MAKE PRESENTER (Figure A). The participant will now have full
control of the presentation and will see the complete host toolbar.

3.  You will view a participant tool bar because it only permits one person at a

time to be the presenter (Figure B).

Figure A
) chat
Send File
Edit Info
;'__, Make Presenter Flgure B
Remote Control e
T e o
Dizconnect QE‘
Manage Rights Raise Hand Presenter Sign Out

To regain control of the application:

1. Click on the PRESENTER button from the toolbar to regain control (Figure
C). Presentation control is taken back by the original host of the
conference. The participant that had control is now only a participant
again.

Or

1. The current presenter can give you the control again by clicking your
name from the roster list and selecting MAKE PRESENTER.

Figure C

U | av |3

Raise Hand | Presenter | Sign Qut
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Remote Control
This will allow you to have mouse and keyboard function of the participant’s computer.

1. Click on the individual participant’s name, and then choose the REMOTE
CONTROL button (Figure A).

2. Once you click the REMOTE CONTROL button, the participant will receive a
dialog box that shows a list of their currently running applications (Figure B).

Note: The Remote Control feature requires the host to install a plug in either
beforehand or when prompted to do so. If the host wants to install it beforehand
then they can find it on www.infiniteconferencing.com/join.

Figure B
. * Nhare the onbae screen
Flg u re A Choode the spplicalisns 1o shaie?

T B Meproes s Isternet Eaplodes
I""-*-S: ':hﬂt & Sinsghl Caplure Preview

Send File ] Detumentt - Mecrosefl Waed

Edit Info
;‘__. Make Presenter

Remote Control

DLSDIJI'II'IE.‘Dt (hptiomi 2 stion Optiaens: Ao [Becommended] = .

Manage Rights By | | e

To get control of an individual application:

1. Select the “Choose the applications to share” button.

2. The participant will select one or more applications from the list by selecting the
box next to the active application(s).

3. Click START SHARING.

To share all applications:

1. The participant will click the “Share the entire screen” button
2. Click START SHARING.

To regain control of the application:

1. Click the Participant’s name in the Roster and choose STOP REMOTE
CONTROL (Figure C).
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Figure C

Participants
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-
() chat
Send File
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Disconnect a Participant(s)

. Click on either ALL PARTICIPANTS or an individual participant’s name, then

click the DISCONNECT button (Figure A).

A dialogue box will appear confirming that you want to disconnect, click OK
(Figure B).

Figure A

Participants
[a]
a7

Participants
Invite... | Share Ligt | Sort List

& & an Participants |

;_, * Maria Figure B

Z « Fil

() Chat o Message from webpage == 23
Send File
Edttinfo '6' This will disconnect Filipe from Web Conference

&' Make Presenter Y Are you sure?

Rermote Control

Disconnect

Manage Rights [ O ] ’ Cancel
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Manage Participant Rights

You can also allow a participant to see the attendee roster or chat questions by
managing their rights.

1.

2.

Click on either ALL PARTICIPANTS or an individual participant’'s name, and
then click on the MANAGE RIGHTS button (Figure A).

A dialog window will appear giving you the ability to select to give participants
rights to see the participant list or receive all Q&A messages (Figure B).

To allow the rights, check one or both of the check boxes and click the OK
button.

The chosen participants will be able to see the participant roster and chat
guestions sent to the Q&A group.

Figure A

Participants
~
a7

Participants
Invite... | Share List | Sort List
3 Figure B
é:.! * Maria
sa__* Filine
Q Chat Name:
Send File Rights: [ | Participants List enahled
Edit Info
& Make Presenter

[[IMember of G & A Group
Remote Control

Dizconnect

Manage Rights [ oK

[ Cancel
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You can invite Participants by giving them the Join URL and Conference ID, which are

Inviting Participants to a Conference

shown at the bottom of the conference window. However, to invite Participants quickly,
use the "Invite More" link.

1.

2.

Click on INVITE link (Figure A).
Figure A

Participants

W) All Participants
* Ashlee
* Claudia

o At

* Aubrey
* Judith

* Oliver

In the “Invite New Attendee” window, enter the Participant's name and Company
name. Check the Send E-Mail Invitation box and provide the Participant's e-mail

address. Click the “Invite” button (Figure B).

Figure B

Invite New Attendee

Enter the new attendee’s identifying information, then send e-mail containing a link, or
copy the URL in the Link field, and paste it into an instant message or e-mail.

The attendee will join the conference when they click the link.

Name:

Company:

E-mail

Send E-mail Invitation:

URL

IM Link: [https://cs.canferenceservers.com/meetme/meetme.asp?c

More Help [ Invite ] [ Cancel ]
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3. You may also send an Instant Message (IM) or a separate email invitation by
copying the “IM Link” and pasting it into your IM interface or email. The link
contains everything the Participant will need to join with one click (Figure B).
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To Lock a Conference

Stop = Jpublish = Sharing Poling | Previous = Next = Pointer Highlighter = Erase | Fecord Sign Out

The Lock is used to close conference attendance so that no other participants can log

n.

1. From the Stop pull-down menu, select LOCK session (Figure A). While the
conference is locked, no additional Participants can join.

Figure A

Stop =

q Lock Conference

Stop Conference
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Hand Raise

A Participant can click on the Raise Hand icon on the Participant Toolbar to raise a
hand. The participant can click the same icon again to lower the hand.

The Presenter can click the Hand Raise tab to view a list of Participants with their hand
raised. Clicking a Participant in the list lowers the Participant's hand.

Raized Hands

Raized Hands

Total1 Lower All

Jake Lower Hand @
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Polling

B2 Bgl@a » 5 ¢ & @

Stop = Publish = Sharing | Poling | Previous = Mext = Pointer Highlighter = Erase | Record  Sign Out

Adding a Polling Question:

1. Poll questions can be added prior to a conference or on the fly. To add a polling
guestion, click the POLLING button in the toolbar.
2. A “Polling” dialog box will open (Figure A).

Figure A

Polling
| Saved Questions: |

Delete

Question:
P Mew
Answers:
1. [[] |¥es
2. D Mo . Delete

Up

5 .
o]
x
a

[ C-:unu:luu:t] [ Save ] [ Cancel ]

3. Type the question you would like to ask into the Question box (Figure A).
4. Type the choices you would like to offer into the Answers box (Figure A).
a. You can add additional choices by clicking the Add button on the right
side.
b. You can also delete choices by clicking the Delete button on the right side.
c. If you would like the choices to appear in a different order, simply select
the choice you would like to move and choose the Up or Down button.
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5.

6.

7.

8.

Once you have the question exactly as you would like it to appear, click the
SAVE button located at the bottom of the dialog box (Figure A).
The question will now appear in the Saved Questions window (Figure B).

Figure B

Polling

Saved Questions:

Delete

@ How often will you be attending the webinar?

Question:

Me

»
!

How often will vou be attending the webihar?

Answers:

1. [] Ewery Year

2. [[] Every Month Jj |Cslste

3o [ |Mever Again -

DH
o
z

3

[ Cn:-nduct] [ Save ] [ Cancel ]

You can add another question by clicking on the NEW button located on the right
hand side beside the Question box.
You can save as many questions as you would like.

Conducting a Poll

PwONE

o1

To conduct a poll, your session must be started.

Click on the POLLING button.

The Polling Dialog box will appear. (Figure C)

Select the Saved Question you would like to push out to your participants and
click on the CONDUCT button located at the bottom of the screen.

You can also create a question on the fly and conduct it right away. To do so,
follow the steps above regarding adding a polling question. Once you have the
guestion exactly as you would like it, simply click the Conduct button.
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Figure C

Polling

Saved Questions:

Delete

O How often will you be attending the webinar?

@ Did you like the webinar?

Question:
|Did vou like the webinar? # Mew
Answers:
1. [ |Yes

Delete
2. [] Mo |

p

.
(=]
=

3

[ Cl:unl:lu-:t] [ Save ] [ Cancel ]

6. Once you click the conduct button, a new box will open showing your Question
along with the Results (Figure D). As votes come in, you will see the number of
votes for each answer as well as the percentage of votes each particular answer
has received.

Figure D

Polling

Poll Question:

Did you like the webinar?

Results:
1. Yes 0% (0 votes)
2. Mo 0% (0 votes)

Total number of votes:

End Pall & Share Results End pall
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7. Once you give your participants a minute or two to select their response, you can
end the poll. When you end, you have the choice of whether to share the results
of the poll with everyone or keep the results private.

a. To Share the Results with everyone, simply click on the END POLL &
SHARE RESULTS button. This will show all of the participants a screen
with the percentage of votes for each answer.

I. When you want to stop showing the results, simply click on the
END POLL button (Figure E). You will receive a dialogue that will
ask for your confirmation of ending the poll and you can click OK
(Figure F). This will take you back to the original “Polling” dialog
box.

ii. You also have the opportunity to print the results as well (Figure E).

Figure E

Polling Poll Results are Shared

Poll Question:

Did you like the wehinar?

Results:
1. Yes 0% (0 votes)
2 Mo 0% (0 votes)

Total numiber of votes:j

Figure F

Message from webpage ﬂ

:] Are you sure you want to end the poll?

Ok l [ Cancel

b. To End the Poll without sharing the results, simply click the END POLL
button. You will receive a dialogue that will ask for your confirmation of
ending the poll and you can click OK (Figure F). This will take you back to
the original “Polling” dialog box.

8. To stop polling and go back to your presentation, click the CANCEL button from
the original “Polling” dialogue box (Figure G).
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Figure G

Polling

Saved Questions:

Delete

;

@ How often will you be attending the wehbinar?

) Did you like the wehinar?

Question:

huw often will vou be attending the webinar? - Mew

Answers:

1. [7] Every Year | Add

2 0 |Ever3,r Manth |
3 [H |Neverﬂagain |

Delete

L

CH N
1=k

[ Cu:uru:luu:t] [ Save ] [ Cancel ]




Chatting

1. On the right side of the screen where you see the Participant Roster, you will see
3 tabs at the top of the Roster. (Figure A)

2. Click on the Chat Tab (Figure A).
Figure A

Participants

a6
Participants
Invite. Share List | Sort List
& Q. All Participants
* Ashlee
¢ Art
* Aubrey
* Claudia
* Judith

$282828280 2

* Oliver

3. A chat screen will open.
4. At the bottom of the chat screen, you will see a drop down menu. This drop

down will allow you to choose who to send a message to (Figure B).

Figure B

Chat
£ \}
Chat
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5. The choices you have when deciding who to send a chat to are: Q&A Group, All,
or you can send a private chat to any of your individual participants. See below
for an explanation of each of these choices.

a. Q&A Group — This is the group of participants that have been assigned
by the Chairperson allowing them to receive Q&A Questions. (See the
Participant Control Features Section) *** Note: Participants do not have a
choice and can only send chat messages to the Q&A Group unless their
Q&A Rights were managed.

b. All — This sends a chat message to All of your participants.

c. Individual Participant — The drop down menu will also show you a list of
all of your current participants. You can choose any of these participants
to message privately.

6. Once you have selected who to send the chat message to, you can then type
your message into the chat box located beneath the drop down menu (Figure C).

Figure C

Chat
m =y 4

Chat

To: - Select recipient - -

hello everyone h SEnd

lﬂ Save chat...

7. Your chat history will appear in the white box below the tabs.
Figure D

Chat

Chat

Maria to All
We will begin soon.

Maria to All

Fleaze let me know if you can see my
sCreen...
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8. You also have the option to save your chat by clicking the SAVE CHAT button.

Chat

Chat

—

©) s}
Chat Chat

I Chat history-- click here to save I
Te: - Select recipient - hd To: - Select recipient - -
hello everyone h =End | y  Send
I save chat... I save chat...

9. Click on the Chat history—click here to save link that appears on the chat box
to continue with the saving process. A dialogue box will appear confirming what
you would like to do, either Open or Save. If you click on OPEN, then your chat
history will appear in notepad. If you click on SAVE then your chat history will
save as a text document.

File Download P, - %l

Do you want to open or save this file?

Name: chat-history-12152010.tut

J Type: Text Document, 2 bytes
From: cs.conferenceservers.com

Open ][ Save ][ Cancel ]

harm your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
save this file. What s the risk?
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On Demand Recording

B & 8y @5 o 099
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There are two ways to record your Web conference: a Full-Service Recording, by
making an advanced reservation with Infinite Conferencing, or an On-Demand
Recording. With the On-Demand Recording service, you are in complete control. You
can record your Weblnterpoint session along with your audio on the fly with just a few
clicks.

To begin, click the RECORD button on the toolbar. This will bring up the Terms and
Conditions page. Also, the On-Demand Recording service will NOT capture any of the
following: polling, text chat, or displaying of MS Word or Excel files via “Publishing.”
Please also note that the files created using On-Demand Recording cannot be edited by
end user but it can only be edited by Infinite professional services. If you require any of
these features, please use our Full-Service Recording.

Recordings will be archived (stored) on our system for 30 days only; they will be
automatically deleted after that. We highly recommend that you download and store
them locally soon after making the recording.

NOTE: There are additional usage charges for the On-Demand Recording.
To Start Recording:
1. After the conference has been started, click on the RECORD button and the
Terms and Conditions will appear (Figure A).
2. After you accept the terms and conditions, the Recording Dialog box will open

with step by step instructions on how to start recording (Figure B).

Figure A
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Terms and Conditions

* IMPORTANT - PLEASE READ **

m. |

« Extra charges apply for this On-Demand Recording service (see
"FEES" section helow).

« On-Demand Recording will NOT capture any of the following:
palling, text chat, or displaying of M3 Word or Excel files via
"Puhblishing". fyou require any ofthese features to be recorded,
please use our Full-Service Recording.

« [fyou have already ordered a Full-Service Recording (advance
reservation reguired) and you also use the On-demand Recording
for the same session, you will be hilled far hoth.

Figure B

Mew Archive Not RECDI‘dII’]Q

Use the Recording tool to capture presentations and audio, After the recording is made, vou can
find it on the Archive tab.

Make sure you can hear the conference call connection as it is made.
vou will need to hear the conference call connection as it is being made. Use headphones or make
sure your computer speaker volume is turned up,

Enter the conference call number, then click Dial to connect the call.
Enter the number for the conference call and click Dial,

| Dial | jaie

Send the access code required to join the conference call.
When prompted by the conference call, enter the access code and click Send.

Turn off or mute speakers.
Cnce the audio bridge connection is made, turn off or mute your speakers to prevent feedback, If
vou are using headphones, you do not need to mute yvour speakers,

Enter a name for the recording, choose the recording format, then click Start Recording.

Marne: Format:; Windows Media (WMV/. wmv) -

Start Recording

To dial into your audio conference (to obtain the audio for your recording):
Note: If sound is not required, skip to “To start your recording” instructions.

1. Ensure your PC speakers/headphones are turned on and the speaker volume is
adequate.
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2. Enter the toll-free, dial-in telephone number into the text box under Step 2 and Press
the DIAL button (Figure B).

3. The audio bridge auto attendant will be heard from the PC speakers or headphones.
4. When prompted, enter your Participant Entry Code into the text box under Step 3 and
press the SEND button. This will join the recording system to the audio conference
(Figure B).

To start your recording:

Note: Before you start the recording you should have yourself dialed into the audio
conference and also have your PowerPoint slide or application sharing pre-loaded in
Weblnterpoint. Remember, as soon as you start the recording you are “on air”.

1. Enter a Recording Name into the text box under Step 5. This name will appear in the
recording archive once the recording is finished. Also select the format of your recording
(Figure B). You have the option to record it as a .mov or .wmv file.

2. Click on the START RECORDING Button (Figure B). A recording icon will appear on
the browser status bar at the bottom of the screen (Figure C). The recording window will
close automatically to allow for viewing of the conference window.

Figure C

[ﬁ’ Conference is started @ Recording

To stop your recording:
Note: If you end your Web conference session without explicitly stopping the recording,
the recording will be automatically stopped for you (and saved).

1. When you are ready to stop the recording, select either the recording icon in
the status bar on the bottom of the screen or the RECORD button in the
toolbar.

The “Recording” box will appear with the option to stop recording.
Click the STOP RECORDING Button (Figure D).

wn

Figure D
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MNew Archive Recording...

Use the Recording tool to capture presentations and audio, After the recording is made, you can
find it on the Archive tab.

Make sure you can hear the conference call connection as it is made.
vou will need to hear the conference call connection as it is being made, Use headphones ar make

sure yvour computer speaker volurme is turned up.

Enter the conference call number, then click Dial to connect the call.
Enter the number for the conference call and click Dial,

Hang Up Listening to3775948353

Send the access code required to join the conference call.
When prompted by the conference call, enter the access code and click Send.

Turn off or mute speakers.
Cnce the audio bridge connection is made, turn off or mute your speakers to prevent feedbaclk, If

vou are using headphones, you do not need to mute your speakers,
Enter a name for the recording, choose the recording format, then click Start Recording.

Marne: Forrmat: | Windows Media (WY Dwmv)

Stop Recording

To download and play a recording:

1.
2.
3.
4.

5.
6

Note

Log in to your conference. You do not have to start the conference to access the
recording archive.

Click RECORD on the toolbar.

Click on the ARCHIVE tab to see a list of your recorded conferences in a table
(Figure E).

Locate the recording that you want to download, and then select DOWNLOAD to
save it to a folder on your local drive.

Go to the folder on your local drive that contains the file.

Double-click the file to play it.

: You can also delete a recording from the archive. In the archive list, look for the

delete option besides the recording.

Figure E
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Mot Recording

MNew Archive
Tirme mesgion I Mame  Size Expires On
1262010 B:05 P 4137568 Test 970KkE 1/5/2011 | Dowenlosd | Delete

Close
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Ending a Conference
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When you are finished with your presentation:

1. Click the STOP button on the toolbar to conclude the conference and disconnect
all participants. You will receive a “Confirm” dialogue box and you can click OK
(Figure A). At this point, you are still logged in and can start a new conference.

Figure A

] This action will end the web conference for all
participants.

|:| Delete all published presentation content

2. If you are finished, you can log out of your account using the SIGN OUT button
on the toolbar. You will also receive the same Confirm dialogue box as Figure A
and once you click OK, it will shut down completely.
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