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1 Login

1 LOGIN

In your browser, enter the address of your organization’s Conference Moderator.
Enter the User Name and password to log in.

If your user configuration does not include an e-mail address, a request to enter it
appears. Enter your e-mail address and click OK.

If you click Skip and do not enter an e-mail address, you will not receive
O any e-mail invitations or notifications from Conference Moderator.

2 VCON Moderator, - Microsoft Internet Explorer
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2 Setting Time Zone and Language

2 SETTING TIME ZONE AND
LANGUAGE

The Time-Zone and Language preferences are important! Setting the Time-Zone
to match your location ensures that when you schedule a meeting for 2 PM, the
Conference Moderator updates your calendar and everyone elses according to the
correct time zones.

EMBLAZE Y& =

L.‘ ([ cetendar {[ 3 n proaress | wy proterencgs [ Log out |

GMT +02:00,

My Preferences

Configuration | Time &Region  Customize Groups

Language & Location [Neutral culture (English}. -

First day of week [Selected location based{Sunday)- |

Time zane: [{GMT +02:00) Israel; Helsinki: Istanbul; Pretoria.

Time format: O 24 hours @ 12 hours .
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3 Scheduling a Conference

3 SCHEDULING A CONFERENCE

1-2 Start a new conference.

EMBLAZE WY{«e]] @L "]/ gtensar [[13 n progress || 3 wypreferences [[13 Logout [ 3 Heln | I/

Calendar: Daily Scope: My conferences

Manage conferences  View public conferences
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3-7 Display your address book’s users and select conference participants.

New conference >> Creator: davicf

Members Time Resource Confirm

Data Source: | Address Books.
Eook:
iy

inder:

Invite members Data source:

Search by ‘
Name Nurnber
[] 8F Charles Cratty 1000
[] 8 Harold Chase 1
[] #F Do Schor Ay
4 Attendant 300
O

Data Source: | Address Books-
—TT

Address Books

Invite other i?l ‘

@ Participant.,

Defaul role: Mew role:

[ Notify by E-mail...

) G

Emblaze-VCON Conference Moderator Quick Reference Guide 5



3 Scheduling a Conference

8 After selecting participants, go to the next page.

New conference >> Creator: davicd

hiembers Time Resource  Canfimm
Invite members Data source: Selected participants Send reminder:
=] Eor e
[] @ aiice Green &% Moderstor
Iuatme Murmber ’
O & [] # Charles Crtty @ Participant
Paricipant
Oe [ @ Harelkd Chase @ Farticipar
&7 David Schor @ Farticipart
os O
O &3 attendant 300

Invite other 87| |
Default rale: | @ Participant.| (Glnvite | New rake: | &% Moderator. | (& Assion
= Mofify by E-mail
=

9-11 Define when the conference starts and its duration.

EVIBLAZENIIERI(E)|, it corree [ mromess [ worsomnces [ 3 cona | e /l

HNew conference >> Creator: cavid

Members Time Resource Confirm
(& startnow
© Start on:
_ =]

Duration: [0-Jnourcsy  [30<] minutecsy <

[] Recurring meeting:

[
]
|

oC
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3 Scheduling a Conference

12-13 If more than two users participate, define multipoint resources.

Members Time Canfirm

MultiPoint conference

Selstresource EEEE
Banehwicth WBps.

Displary modle: © contiruous presence O Voice-Activated switching
[ eroadeast

[ Encrypt the conference

[ Mute audio from all users when another user joins 1 3
[] Mute video from all users when another user joins

Override endpoint bandwicdth policy

14-16 Enter a conference name and description and confirm its details.

Members Time Resource

[End of G2 |l =

Comparison with Q1 and last year's Q2 results

|Attendance is mandatory.

Conference details:

Start:
Mo
Duration:
0:30
Participants:
Alice Green 1000 g Moderstor
Charles Crotty 1002 @ Participant

Harole Chase 1014 @ Paricipant
Send reminder:
14 minutes:
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4 Managing a Conference - In Progress

4 MANAGING A CONFERENCE = IN
PROGRESS

During a conference, you may disconnect and reconnect users.

EMBLAZE W{«{e])] @ U 1] Calenuy ] Manage users || (1 Systern || [] My preferences || (] Log out aven ]/

The view of:
MCUResources
start: 506 113 (GMT +0Z00) Number 1003
Duration: 0030 Bandwicth 705 KBps
Display made: Custom layout
Time Left: 0:20:43 = Bxiend Time.._| (= End conferance Broadeast o
Info Participants Role ConnectRemove  Mute (- *| (5 Statpage (&2 ChairCantrol ] (= Invite Members
Connected
@ R #lce Green @ Fartcipart- @ @ Available features:
@ ) Chares Crotty @ Participant. @ =@
@ /) Sam Laipson @ Participart- @ @
@ & David Johnson &5 Moderator - @ X(@)
@ ® Rechel Hele @ Participart- Q)] [EIE))
b b
e a
E D
B
Reconnect a User Disconnect a User
Chair Control Invite members
£
« | ]

4.1 Extending the Time of a Conference

If the original alloted duration nears its end, you may extend it.

EMBLAZE {«e]] @ MD calendar || 1 In progress [| [J Manage users [[ 3 System [ 3 my preferences [[ 1 Log out 1 Help /

The view of: Meeting 1685 = Selec conference... |
MCU Resources

Start: 10/22/2006 1R 13 (GMT +0Z00) Mumber: 1003
Duration: 00:30 Bandwicth 705 KBps.

Display mode: Custom layout
Time Left: 0:20:43 (&2 Extend Time... ) (& End conference | Broadcast: e

23 Extend the Conference Time -- Web Page Dialog rz|

Please, select interval to extend current conference
@_\ duration:
-> hour(s) minute(s)

@ — ) o)

http:,l’,l’l?2.20.ID.ZDS,I’Moderator,l’Appla Internet
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4 Managing a Conference - In Progress

4.2 Ending the Conference

When the conference is over, click End Conference.

[] Calendar || ] Inprogress || [] Manage users || [] System || [] My preferences

The view of: Westing 4685
MCU Resources
Start; 1072212006 1513 (GMT +0Z00) Numer, 1003
Duration: 00:30 Bandwicth: 105 KBps
Display mode; Custom layout
) e
Time Left 0:20:43 Broszast: e

2 Messge Box -- Web Page Dialog k

Confirmation

This action ends the conference immediately. Do you want to
continue?

() G0 Goma)

http:ff172.20,10,205/Moderatar/App |° Internet
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4 Managing a Conference - In Progress

4.3 Muting Video and Audio

Muting and restoring outgoing audio and video may be done for selected

participants or for all participants in a conference.

1 Mute and restore video and audio for individual participants.

————

The view of:  Meeting 4685
MCU F
Start: 10/23/2006 13:00 (GMT +02:00) Mumber
Duration: 00:30 Bandwic
Display
Time Left: (=2 Extend Time.. ] (&3 End conference | Broadca
Info Participants Role Connect/Remove Mute(> [I:l Start page ][I: Ch

Connected participants
@ & Charles Crotty @ Participant @ @
@ & David Schor @ Participant @ @
NI

@ | Alice Green @ Participant @

Available features:

Disconnected participants

|MutejUnmute the audia channel From this user|

= Click to mute audio.
Click to mute video.
& Click to restore audio.
@) Click to restore video.

2 Mute and restore video and audio for all participants.

@ Broadcast:
ove  Mute G—=—= ==

[X] Mute the audio channel from all user =

3] Unmute the audio channel from all users

@l?: Mute the video channel from all users
@f@ Unmute the video channel from all users

&E

)

N,
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4 Managing a Conference - In Progress

4.4 Setting Chair Control for a Conference

If you have Conference Chair Control permission, you may define what conference
participants see. Several methods and schemes are available.

1 In the In Progress page, click Chair Control.

[I:l Start Page ][D Chair Control ][D\nthememhers]

Auvailable Features:

O—»

Chuir Control Imvite Members

2 Set Chair Control parameters for the session:

Used By Choose the participants who will view the conference
according to the parameters you set now. In this version,
the only available option is All participants.

Used by

Control Choose the level of chair control. In this version, Simple
control is the only available option.

Control:

Layout Select a layout scheme. You may change this during a
session.

Layom:{:}| | {:}'H_| {:}|A| @

oo

Voice- Continuous Automatic  poqefined
Activated L t

oh Presence ayou Layouts
Switching Transitions
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4 Managing a Conference - In Progress

The available viewing methods are:

(1 Voice-Activated Switching - The participants see
the video of the participant whose audio signal is
strongest. For example, the non-speaking
participants see the person speaking.

(1 Continuous Presence - Several participants in a
multipoint conference are viewed and heard
simultaneously.

(J Automatic Layout Transitions - Dynamic layout
schemes, according to the selected scheme and the
number of connected participants. As the number of
connected participants changes, the display layout
changes accordingly.

Available schemes are:
—  1->2->3->2%2->3%3->4%4
— 2->2+8
—  1->145->1+7
(1 Predefined Layouts - A choice of layouts. Clicking

the arrow buttons browses through all the display
options.
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4 Managing a Conference - In Progress

3 Choose one of the Display Switching modes, depending on the chosen display
method:

Continuous Presence, Voice-Activated Switching

If the viewing method is Voice-Activated Switching or Continuous Presence, choose
the view switching mode:

Dominant Showing the most recent Hose: [ Dominent Speater]
Speaker speaker in the conference. In Participant(s): Eve @ Deriinart Speaker
a Continuous Presence Fied
“« . @® Timer
layout, the “dominant
speaker” appears in one of the
frames.
Fixed Showing specific views , o
throughout the conference’s Partiipanits) [ Linda W]
duration, selected by the 8 Ed Baioy

8 David Schor
& Linda Wy

conference’s initiator.

Mobody

From the Participant list
box, choose the name of the
user whose video will be seen.

Timer Showing a cycle of views at o

. . . Participart(s) Everybody
rotating, timed intervals. o

3 secands

5 secands

From the Interval list box,
choose the rate for changing
the display.

10 seconds
15 seconds
20 seconds
30 seconds
45 seconds

1 minute(s)
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4 Managing a Conference - In Progress

Automatic Layout Transitions, Predefined Layouts

If the viewing method is Automatic Layout Transitions or Predefined Layouts, click
the arrow buttons to browse through the layout options:

wo: O | OFH @ o In Automatic Layout

mode, click the
arrow buttons to
select a layaut and
then click Apply.

Display

Select layout transttion: \i) 22245 \_)) <—

wo: O | OFH © ® In Predefined

o Layout Transition
: A mode, click the
Select custom layout: \i’) \_)) < arrow bUttonS to
select a layaut and
then click Apply.

4 Click Apply.
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4 Managing a Conference - In Progress

4.5 Sharing Data

Users can share the contents of their screen, such as documents or presentations, so
that other participants can view them.

Starting Data Sharing
1 Click Start Data Sharing.

EMBLANAZE W] @LU 1) catendar || 01 inprogress |1 Manage users {[ 3 Systern {| 3 wypreferences [ Logout aren |/

The view of: Weeting 4685 3 Select conference... |
MCU Resources
Start: 102212006 1513 (GMT +0Z 00} N 1003
Duration: 00:20 Bandwidih 705 KBps
Display mode Custom layout
Time Left: 0:20:43 & Extend Time... ] (&2 End conference Broadcast: e
Info Participants Role ConnectRemove  Mute - | (5 Siaripage ) (=3_Chair Control ) (S Imite Members |
Connected
@ Blice G Participarts @
@ 8 e Green O R @ @ Available features:
@ & Charles Crotty @ Participant- 6] @
@ & Sam Laipsan @ Particivar- ® B3]
[©) & David Johnson &% Moderstor « ® K@
@ & Rachel Hale: @ Particiart.. [OC) @
f/
ot ]
)
N =
Chair Control Invite members
[
‘ | ]
= Refresh All | [ Start data sharing

2-3 Drag the target icon into the document you want to share.

Moderator Web Sharing Window Search E|

Select captured image size and drag the bullseye icon
on & target wind ow.

.. &
Select Presentation layout size S IX
(@ Actual View
(" B00x600

" 640x 480

Cancel
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4 Managing a Conference - In Progress
Viewing Data Sharing

For participants to view the shared document, they must log in to the Conference

Moderator (provide address, user name and password in notification e-mail). Then,
they click View Shared Data.

EMBLAZE WISOLY (S| [ cancar [ v wosess [ wansgoeors 03 iy peferences

The view of: Meeting 4685 3 Select conterence... |
MCU Resources
Start: 1012212006 1813 (GMT +0200) Nurmer: 1003
Duration: 0620 Bandwith 105 KEps
Display mode Custom layout
Time Left: 0:20:43 (& Estend Time.. | (& End conference Broadcast i
Info Participants Role ConnectRemove  Mute -, = (5 GSlaripage  )(=3_Chair Control ) (= Invite Mernbers |
Connected
[©) ) Aice Green @ Pariicioar- ® E@® Available feat
vailable features:

@ ) Charles Croty @ Participart ® E@®

@ & sam Laipson @ Participant. [C) @

@ & David Johnison &5 Moderator - [C) EI)

@ @ Rachel Hale @ Participant.- @ =@

i d
. "l >
@ k
Chair Control Invite members
« 1 D]
(& Refresh Al | (& Start Data Sharing ] [ view Shared Data |
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