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Preface

TurboMeeting is a multi-function web collaboration system. The client-server architecture
requires Internet connectivity for its operation. TurboMeeting has four distinct functions based
on these meeting types:

1. Interactive Meetings 1 This refers to conventional web conferencing including sales
presentations, product demos, and interactive collaboration that require VolP.

2. HD Video Conference 1 This refers to a meeting consisting only of participant
webcams and audio, however the host can switch to Interactive screen -sharing mode.

3. Remote Support i This function simplifies the connection to another computer to
control and support it and provides a remote reboot capability for unattended support.

4. Webinars 1 This function ensures webinars that are easy, fast and reliable to join. You
can join without any downloads. VolP cannot be used in Webinars Phones must be
used.

5. Remote Access to Computers 1 This function provides accessanywhere, anytime to
remote computers such as your office or home computers even if your computer has
power cycled, and even if Internet has disconnected (and has reconnected later).

Depending on the product model you buy, some of the meeting types may not be available to

you.

Organization

This manual provides the steps to use the TurboMeeting web collaboration system. The User
Manual is organized as follows:

Section 1 Setting up TurboMeeting
Section 2 Hosting an Interactive Meeting
Section 3 Joining a Meeting

Section 4 Common Features

Section 5 Remote Support

Section 6 Webinars

Section 7 Remote Access to ThisComputer
Section 8 Unattended Support

Section 9 Scheduling Meetings

Section 10 Managing Profile

Section 11 Support Contact

Terminology

The following terms are used throughout this manual. In a meeting, a participant can be either
the Host or an Attendee:
1 The Host is the person who initiates the meeting. The Host must have a user account in
TurboMeeting system.
1 The Attendee is the person invited by the Host to join a meeting . Attendee does not
need an account in TurboMeeting system.



The Host or an attendee can either be:
1 The presenter showing their computer to all participants

1 A controller

Constraints

Here are a couple of constraints:

controlling the Presenter's keyboard and mouse

1 There is only one host and one presenter at any moment in a meeting.
1 The host or the current presenter can assign any interactive participant to be the

presenter.

TurboMeeting Control Panel and Key Functions for Presenter

Tools || Help

0,0 @ o

Showmg my Give Change Record
[ 6%'"*;“: Control __ Presenter
= ]
| MuteMe | Mute Al |@
% Q John Doe (I-lost Me)
L Mary ®
Q Dave O}
@ Alen
S @ Brian
&' Use Telephone Edit 4

Audio
" Use Mic & Speakers

Conference Call: +1 408-385-2536 {(USA)
Access Code: 6443-993 PIN: 9374

Speaking: John Doe, 14086874149, Dave

6 Annotation

@ Start Webcam
—
=

Yiew chat history

__ll__._.-rr'__-_il-nl_- 11

[tvpe message here]

| [&leEJ Meeting ID:

all

;Lll 1

Start, stop, or pause showing desktop/monitor/apps

Grant keyboard & mouse to an attendee
Grant presentation rights to an attendee
Record presenter screen & webcams
Select desktop/monitor/application to show
Mute me (phone or mic of mine)

Mute all {(phones & mics of all attendees)
Open complete participant list

List of phone callers, individually mutable
List of participants viewing screen and webcams

\9{ Participant using microphone

%, Participant using phone

(#) Participant using Flash

@ Participant using browser-only

@ Participant has started their webcam
Customize audio conferencing information
Option to use mic or phone

Audio conferencing information

List of mic or phone speakers

Highlight anywhere on screen
Start/stop webcam

Enlarge the chat window

View chat history all time

Display the current chat history

Chat input area

Send chat to one or all attendees

Send Q&A or Push URL to attendees
Meeting 1D

Invite attendees via email/phone /copy-paste

TurboMeeting Control Panel for Presenter



1.

Setting up TurboMeeting

To host any type of meeting, you need to download and run the TurboMeeting client.

f

1. In aweb browser, g o to your meeting server web address:

@ Join Meeting
6 Host Meeting

¥ Quick User Guide

¥ Web Conferencing Server Management

Home Page

Clik the Host Meeting link or icon.

Ifthedownload does not begin, click the firestart the do
In Firefox,cl i ¢ k A Sand go toBownleads.

If Downloads appears,doublec | i ¢ k @ TngStdtexdMe e t i

dick oirRuin@peno. dbwnlodds, Mstadistamd mugs on your computer.

o gk wN

Host Meeting

1. & download should automatically begin in a few seconds If not, restart the download.

2. Run the download.

If wvou have any difficulty in running the download, use the compressed download, unzip it to
vour desired directory (not the default one defined by unzip tools) and then run ™
TurboMeetingStarter.exe”.

Automatic download

TurboMeeting does not install and run, click the
1. Extract (or unzip) the files from the resulting zip file.

2. Execute theextractedd Tur boMeet i ngSt ar t eigdownibadddenstallF ur bo Meet i r
and runs on your computer.



After TurboMeeting is installed, you can launch it by clicking the TurboMeeting shortcut on your
desktoporvi a y our Startnmpeau Ae Pragams A TurboMeeting A Start Meeting.

?:1‘
iy
L
TurboMeeting

TurboMeeting shortcut

You will have to sign in to host a meeting. Provide the following information:
1 Email Address(or Username)
1 Password
1 Meeting Server Address

Tools | Help E]

O ©O

Host Jain
L 3

Email Address

| john@doe. com |

Password

Meeting Server Address

| meeting. YourCompany.com |

Remember Me

Sign in

Signing in to host a meeting



1.1. TurboMeeting Automatically Upgrades After the Server Is Upgraded

After the RHUB server isupgradedtoanewversi on, a userds TurboMeeting cli
automatically upgrade the next time that user tries to start the TurboMeeting application. This is
the dialog that the user will see while automatically upgrading, which should take less than one

minute:

Diovwnloading Turbaheeting ..

| 58%

Speed: 9952 kbps, Time Remaining: 0 seconds

Automatic upgrade dialogs



2. Hosting an Interactive Meeting

Using the TurboMeeting product, you can host five types of meetings. This section discusses
the steps to host an interactive meeting. This meeting type is the conventional method of web
conferencing. Each attendee (using either a PC or Mac) can interact in the meeting and can
become the Presenter or a Controller. iOSand Android attends can become Controller if they
joined by downloading their apps. This meeting type requires that each participant dow nloads
and executes the TurboMeeting client software; however, if the TurboMeeting client does not

exi st on

1. Launch TurboMeeting by clicking the TurboMeeting

t he

participantos

A
'!"."I“
Ay
TurbolMeeting
TurboMeeting shortcut

2. Enter the login credentials and Sign In .

0sS,

then t he

shortcut from the desktop.

participant

3. Inthe meeting control pane |, click the Host icon to host an unscheduled impromptu

meeting.

Tools | Help | Sign Out

c©® O

Host Join
[

Meeting Type:
'ZEZ' Interactive Meeting
() HD Video Conference
() Webinar
() Remote Support
() Remote Access to This Computer

Schedule

=%

Subject: |

Password: |

Conference Call
Security:
[Jonly attendees from my netwark

Attendee Emails:
[ |required

Continue

Available meeting rooms: 100

Available participants: 1500

Meeting control panel



Select the Interactive Meeting type

Optionally, enter a Password for the meeting. If you enter a password, the invitees
also need to enter the same password.

For security reasons, you canlimit your meeting attendees to be Only attendees from
my network , with the exception of authorized public IP addresses See the
Administrator Manual about how to set these authorized public IP addresses. This
option is only available if your Administrator has enabled it on your server.

Selecting Attendee Emails Required forces every attendee in this meeting to specify
an email id when joining t he meeting in addition to their name.

Click Continue .

This screen displays the Attendees, the Meeting Server Address, and the Meeting ID.

Tools | Help @ @
(!

0.0 @

Showing my Give Change Record
Desktop  + Control  Presenter

| SR Mute Me Mute Al 5,
'Q' Q John Doe (Host, Me)

) Edit
Audio — IJze Telephone Edit
(®) Use Mic & Speakers
|4 - 4 Setup

& Annotation @ Start Webcam

View chat history

&

[type message here]

Al - | &) serd (=)

&: Invite | Meeting ID: 1668-4512 R-HUB

Meeting screen
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You can now invite attendees to join the meeting. To invite attendees:
9. Clickthe Invite button

10. Click the Email button to email the steps to the invitees or click Copy and paste the
details to the atten dees via online messaging tools or web-based email clients.

Invite
Call attendee and say:

1. Go to the Meeting Server:
http:/ / meeting.yourcompany.com

2. Click the Join Meeting button.
3. Enter the Meeting ID: 1668-4512
4, Meeting Password: No password needed
5. Conference Call:
+1 408-385-2536 (USA)
+1 408-351-1612 [USA, alternative)
+1 408-351-1615 [USA, alternative)

Access Code: 5751-674

OR invite by:

’ Emiail ] ’ Copy ] [ trwite Panelists

Invite attendees



3. Joining a Meeting

When you receive an invite from the host, open your browser and
1. I n the browserds haddees s ngasereretrds @ddress
2. Clik the Join Meeting icon.
3. Fillin the Meeting ID , Meeting Password  (if any) and Your Name .
4. Click the Join Meeting button.

Join Meeting

Meeting ID: I

Meeting Passwaord: I

Your Name: I (the name shown in the meeting)

Join Meeting

Joining a meeting

5. If the meeting is a web inar, which does not require any download, you join the meeting.

6. If the meeting is not a webinar, the TurboMeeting application automatically launches if it
is installed or the TurboMeetingStarter.exe or MACStarterdownloads.

7. If the download does not begin, click t he Arestart the downloadd | i nk.
8 I n Firefox, click ASave Filed and go to Downl oad:
9. If Downloads appears, doubl e clickr AATMA ®®DtMerettéa ma@.St art e
10.Click ARuno or AOpeno. TurboMeeting downl oads,

and you will automatically join the meeting.

If you have already installed the TurboMeeting client, you can join a meeting with these steps:

1. Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop.

 §
o o
®
Ay

TurbolMeeting

O

Jain
Option to join a meeting

2. Clik the Join button.

12



3. Enter the Meeting ID , Meeting Password  (if required), Your Name , and the
Meeting Server Address

Took | Help BE

O ©O

Host Join

Meeting ID
6667-9610 :-c

Meeting Password

Your Name
| Stacey |

Meeting Server Address
| meeting. YourCompany . com |

Jaoin Meeting

R-HUB

Details required while joining a meeting

4. Clickthe Join Meeting button.

13



4. Common Features

There are many features that are common to all four types of m eetings. This section discusses
the common features.

4.1. Audio Conferencing Using Telephone and Computer Audio

Starting with the 5.0 release and on, the conference call telephone and computer audio are
integrated together. Thus, each attendee can choose whether they listen and talk on the phone
or by using a headset on their computer.

The host of the meeting must start the meeting in TurboMeeting before the conference call
can begin, unless the paid audio conferencing service is used.

An attendee canchoosefi Us e Tel ephoneo then call in with the
Access Code. Or an attendee can choosé&hahUse Mic
using computer audio, a headset is strongly recommended since built-in speaker sound used by

any one participant can generate echo for the other participants :

Audio Use Telephone Edit
@ Use Mic & Speakers
(& == 0 | setup

Speaking: Jane Doe

Audio Modes, Volume meters,and Speaking indicator

fAUse Mic & Sp e aakparticipadt can slickSétup steechange the volume of their
speakers or microphone or to change which device should be used as their speakers or
microphone. Itis best to setup and test new headsets before joining a meeting.

Audio Settings H
! Speaker
Speakers (Conexant SmartAudio HD) W
Test
& Microphone
Microphaone (HD Webcam Ca15) W

Automatically adjust microphone settings

Test Microphone level by speaking in to the microphone with your
normal speaking voice.

N

Close

VolP Computer Audio Setup dialog

14



The Push & Hold to Talk function is activated when more than five possible talkers appear in a
meeting (five is the default setting that can be changed by the administrator ). When the Push
& Hold to Talk button is present, the attendee must click and hold the Push & Hold to Talk

icon to be heard.
0 Push & hald to talk

Push & Hold to Talk button

An attendee can also have the Push & Hold to Talk icon if the host pushes the right mouse
butonon t he attendeebds sihishandchdosesGhdnge tofptsh eto-dakk efor
that attendee. Then, the host can undo this setting by pushing the right mouse butto n on the
attendeed s namdroboosing Change to free -to-talk .

| - Mute Me Mute All |
@ Q John Doe (Host, Me) |

é Due ; Mute

oe, A Deer
Change to push-to-talk

Change to Use Phone

(JUseTe  Give Control
(®) Use Mi Make Presenter

| 4 Make Panelist

Audio

Send chat message to

Request to open camera

& Annotation Remowve this attendee

Host 6s ri ght mo uts-talkddnirol everattendeeB u s h

The host can al so mut egushing the right thauselbuttent ot ne nadne eabtst ebnyd e e 6 s
name in the Attendees list and choosing Mute . The host can mute all attendees, both on the
telephone and on the computer, by clicking the Mute All button.

ke &l

Host 6s OMute Al|l &6 attendees button

The host can minimize background noise and echo by selectively choosing any or all attendees
and muting them or by ind ividually forcing a t t e n idte Ruséhgo-Talk mode.

Each attendee (and host) can mute themselves by clicking the Mute Me button or by pushing
the right mouse butto n on their name in the Attendee list and choosing Mute Me .

Mute Me

Attendeeds O6Mute Med button

The host can right mouse heitterdaes listaadicharge theerendds name i n t
of communication by choosing Change to Use Phone or Change to Use Mic

There is a telephone tab which shows everybody who has dialed into the Conference Call

number. A PIN numberisprovidedtoal | attendeebds who .jlifanatiendedhe onl i ne
enters this optional PIN number, then their name will appear in the telephone tab instead of a

telephone number; and their name will also appear in the Speaking list, thus making it easier to

15



determine who is talking during a meeting. In the telephone tab, the host can right mouse on a
call erds name or Myehar brenute uhetb.er and

Tools | Help 1

0.0 @ o

Shiowing ey Give Change Record
Conkral Presenter

acreen -

| SR Mute Me Mute Al

%% John Doe

@ Use Telephone Edit
(71 Use Mic & Speakers

Conference Call; +1 408-385-2536 (USA)
Access Code: 5738-600 PIN: 9328

Speaking: Jane Doe

e Annakatian @ Start \Webcam

Wigww chat hiskor

Audio

E1]

Al & s

&; Invite | Meeting ID: 1493-1447 R-HUE

Telephone tab and Speaking list

People who use the Conference Call numler have two commands they can enter on their
t el ep kkeypad: 6 s

*2 - Raise Hand
*6 - Mute yourself (toggle on and off)



4.2. Paid Audio Conferencing Option

When starting or scheduling a meeting, the host can choose to use paid or free audio
conferencing sences. Paid audio conferencingquires a subscription and must be
established in advance of any meetings requiring it. Paid audio confereapiges

offer toll-free numbers and di&h numbers irmorecountries Participants can join a paid
audio corferencing session hyialing any of the phone numbers which are currently
provided in27 countriegcheck the current list of countries with phone numbers at
http://www.rhubcom.com/v4/web_conferencing/paid_audio_conferencing.htimlike

free services, paid services allow the host to start an audio conferencing session anytime
without startingthe associatednline meeting.

The meeting host chooses to use the paitdefree audio conferencing service via

Tur boMeet i ngetescesTialagThe host IPircekis t he fAConference
thensel ects or unselectssieUsecpaidndudioc&kenfié
setting will affect all future new meetjs, scheduled or unscheduled. This settiogs

not affect the existing scheduled meetingsUs e pai d audieo viacmeenasnci
enabled by default.

Preferences "

General Audio Settings

Desktop Sharing Default attendee audio mode

Audio
Use system default W
Video
Edit Conference Call Information
Recording

IUse the audio conferencing number in system

Show international call numbers in invitation

%Ise paid audio conferendng service

Save Cancel

AfUse paid audio conferencing serviceo option

17


http://www.rhubcom.com/v4/web_conferencing/paid_audio_conferencing.html

With paid audioconferencingthe system generatesiaique access codaehich allows
the host to start a standalone audio conferencing session. Click "Invite" and then "Show

t"t o see the host's access code. This AShow

access code is exposed. Ematitimtionsand all other parts afurboMeetingonly show
the attendeeds access code.

Invite Attendees "

Invite

Call attendee and say:

1. Go to the Meeting Server:
http:/ /meeting.yourcompany.com

2. Click the Join Meeting button.
3. Enter the Meeting ID: 1168-2194
4, Meeting Password: No password needed
5. Conference Call:
+1 B855-815-3281 (USA/Canada, toll-free)
+1 408-351-1615 (USA, alternative)
Attendee Access Code: 6400-186
Host Access Code: Show it
| E?;-‘-
OR invite by:

Emiail Copy [J1nwite Panelists

The hidden hostdés access code for a paid audio

Note that anyone with the hdsiccess code can start a standalone audio seasibthe
host'semployeris obligatedto pay for the costsTherefore,tiis important to keethe

host's access code secrtthe accesode is compromised, delete the scheduled
meeting that thaccessode is associated with. One host access code is associated with
only one meeting ID

If you as the host want another trusted conference participant to continue hosting the
session while you leave the session, you can share your host access code with that
participant. One audio conferencing session can have multiple hosts. The session
continues as long as there is one phone host or an online meeting host.

Unlike for paid audio conferencindree audio conferencing onhasone access code:
hods and attendees must enter ¢xactsame accessode

4.3. Pausing, Stopping and Starting Screen Sharing

18
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When you start a meeting, by default, your desktop will be shown to meeting attendees. The
green icon indicates that your screen is being shown.

0.

Showing my
Screen -

Icon indicating active application sharing

To pause showing your screen, click the Pause button. The Pause button becomes a Play
button and the word Paused indicates that the meeting has been paused. Existing attendees
will continue to see a snapshot of your screen at the time you clicked the Pause button.

W

Paused
Icon indicating that application sharing i s paused

To start showing your screen, click the Play button.

To stop showing your screen and display meeting information for your attendees, click the Stop
button. The Stop button becomes a Play button and the word Stopped indicates that the
meeting has been temporarily stopped. To start showing your screen, click the Play button.

0.

Stopped
Icon indicating that application sharing is temporarily stopped

The attendees will see the following screen while the meeting is Stopped :

i0 John Doe - LEG-LH7 %= —|o]

Welcoma to TurboMaeting

Host:  Joan Doe
Subject  Discuss the new progect
Conference Call:  +7408- 3352636 [LUS4) +1405-351-1612 (US4, abemaive)

+1 408-351-1616 (US4, akemate)

Access Code:  B753-600

Attendees see this screen after the presenter has clicked the Stop button

19



4.4. Changing Application Sharing (Windows only)

By default, the primary monitor is shown to the meeting attendees. The Show ing My drop-
down list displays all the applications open on your system. To show another application, click the
Show ing My drop-down and choose a running application. Both Windows and Macs allow you
to choose to share an individual monitor from this list .

el Clrimmims fo— |
Pri
rmary L}/ Primary Maonitor
' t. Monitor 2
AU Desktop

Mj Untitled - Motepad
@ Google - Mozilla Firefox

Option to change application sharing

4.5. Changing Presenter

The attendees who have joined the interactive meeting can also be the presenter to show his or

her computer screen to meeting participants. By default, the host will be the presenter. However,

during a meeting the host and the current presenter can assign any participant to be the

presenter. To change the presenter, click Change Presenter and choose the presenter from the

listor right mouse on the participantMakePresemer. i h t he At

' L Mute Me Mute All &)
2 Q John Doe (Host, Me)
A Change to Use Mic
Give Control
Make Prezenter
Audio -:_::- Make Panelist
) Send chat message to
@ 4 . Request to open camera
Change Remove this attendee
Presenter

Change Presenter options: Change Presenter button or rightmouse fiMa ke Pr esenter o opti on

4.6. Changing Controller

During the meeting, you as the presenter can assign a participant as the controller. A controller is
the person who can control your mouse and keyboard.

To change the controller, click Give Control and choose the participant you want to control from
thelist, or right mouse on the participarcivédGntralame i n the

20



O

Give
Control

Give Control option

Click Change Controller then Reclaim Controller  to reclaim control from the specified
controller.

4.7. Chatting

While convening a meeting you can also chat with attendees. To chat with individuals, click the
drop-down arrow and choose their name, or you can chat with All attendees. Enter your chat
message where it says [type message here]  then hit th e Enter key or the Send button.

& Annotation @ Start Webcam
[l

View chat history

[type message here]

Al vﬂ)@g send (=)
All UE
Staff (Host/Presenter/Panelist)

Jane Doe

Chat section of TurboMeeting control panel

Your entire chat dialogue for this meeting is shown in the TurboMeeting control panel:

View chat history

John Doe To Jane Doe :
Julie sings Doe a deer

Chat dialogue for this meeting

You can expand the Chat dialogue into a separate, resizable window by clicking the & button
just above the Chat dialogue:
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Wigw chat hiskory

John Doe To All :
Julie sings Doe a deer

@ =)

Chat dialogue for this meeting
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The View chat history  feature shows your entire chat dialogues for all of your meetings:

Chat History (3w

05/ 12/2014 4:06: 25 PM Jobn Doe To All:
our phone's of f the hook, but vou're not

05/ 12/2014 4:06:39 PM Exene To all;
What's wrong with me?

0g/12/2014 4;06:55 PM Jobn Doe To All:
I must not think bad thoughts

031212014 4:07:04 PM Exene To All:
I'm carming over

03122014 4:07:11 PM John Doe To All:
SUFprise, sUFprise

03122014 4:07:21 PM Exene To All:
Riding wikh Marty

0g/12/2014 4:08:44 PM Jobn Daoe Ta Jane Doe;
Julie sings Doe a deer

Save

Chat dialogue for this meeting

4.8. Sending Files

During a meeting, there may be a need to send files between meeting participants. Ins tead of
opening an e-mail client and sending files, a participant can send files using TurboMeeting. To
send files:

1 Clickthe menu item Tools | Send Files to open the File Transfer dialog box.
1 Click Add Files/Folders



9 Select a particular file or folder from the drop -down list. The file or all the folders and

File Transfer

Add FilesFolders

3

Remove |

|| Files/folders to send
'@ C:'\Presentation. pdf
| C:'\WManuals
, Ci\Tools

Total File Size:

To: ALL

Send Files

14,011 KB

Total number of Files: 1

Cancel

File Transfer dialog

files in that directory are displayed.

.

Folder selection dialog

Select: | - | | Up |

| FFQutput .. Program Files . Users

. HP .. Program Files (x586) | WeatherV

L. inetpub .. ProgramData - Windows

L Intel .. ProgramDataTechSmith | wark

. Manuals L SWSetup '@]P‘resemﬁt

| me L SYSTEM.SAV

. M50Cache . Temp

. PerfLogs .. Tools

1| m | »
Dk | Cancel

Folder Selection dialog

1 Select the files, folders, or both and click OK. They are added to the list of files/folders to

be sent.
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1 Inthe File Transfer dialog, click the drop down -arrow next to the To label, and then
select the participants to whom the files should be sent. By default, the files are sent to
all other participants.

 ClickSend Files .

4.9. Recording

During a meeting, you canrecordtheacti ons on t he p raadsyeucaneptidnally scr een

record the webcams being shown. If the Audio Conference settings in your RHUB appliance and

your meeting ar e nuseignrgattende firReREUBaudi o conferencing se
heard in the meeting including phone participants will be recorded.

This paragraph explains how audio gets recorded if you are using your own audio

conferencingservice ( not the ARHUBei muegomatceanffelf iPci ng servi c
audio is used, the voices of all TurboMeeting attendees are recorded automatically. If VoIP is not

used, the recording captures sounds owdcadthehe comput er
meeting conversation, you need to turn on your speaker phone and move it close to the

microphone on the computer doing the recording in order to capture conversations.

&

Record

Click the record button to start recording and click it again to stop recording. When stopping the
recording, the system automatically saves the recording file on your desktop. The file is an
executable. Just run the file and it will replay the entire recording session. Thereis a 2 GBsize
limit for recordings, which should give you several hours of recording time depending on what is
happening on the presenterdéds screen.

A recording converter tool is available that allows you to convert TurboMeeting recordings from
their proprietary format into the MP4 format. You will need to host the converted recordings
yourself.

http://www.rhubcom.com/v5/download -converter-mp4.html

If you have a Mac recording, you will need to transfer the recording to a Windows system in
order to convertit. Once the recording is on Windows, find the *.REC file (likely in
Contents\Resourced1000.rec ) and convert the *.REC file on Windows.

You can disable the recording of webcams by going to the menu item Tools | Preferences, then
Recording, then ohoesorifdinga Disaelirmaidetd eecordingehibuld
greatly reduce the size of your recordings

You canslightly increase the length of time available for recordings or impro ve the quality of

recordings by going to the menu item Tools | Preferences, then Recording, then change the

ARecord frame rate (frames per s e ctoherlohgesipossiblet i ng. A
recordingtime. A s et t i & g gsigduehd iRghest number of frames per second in your

recording.
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4.10. Using Webcam

During an HD Video Conferencemeeting, up to 30 participants can start their web cameras, or
webcams. Eac h p ar t ébcam pidemwillds visisle to all attendees. Starting with the 6.1
release and on, when a participant makes a recording, webcams are recorded in addition to the
presenterds screen and any voices in the meeting.

@ Skark wWebcam

WebCam option

If the webcam has been started but is not visible to attendees, the presenter can try to turn off
or slow down hardware acceleration for the graphics card. On Windows, this setting is available
via Display Settings, then by clicking the Advanced settings button, then by clicking the
Troubleshoot tab.

. Are pou having problems with vour graphics hardware? These
zettings can help you roubleshoot dizplay-related problems.

— Hardware acceleration

bl anually control the level of acceleration and performance supplied by
your graphics hardware. Lse the Dizplay Troubleshooter to azsizt you in
making the change.

Hardware acceleration: Mone | — J— i Ful
) :

Dizable all but basic accelerations. Use thiz zetting o correct more
zevere problems.

¥ Enable wite combining

Windows graphics card Hardware acceleration setting

4.11. Using Whiteboard

While making the presentation you might have to illustrate some points. The Whiteboard option
in TurboMeeting is used for this purpose. Click the menu item Tools | Whiteboard  and the
Paint application opens, where you can illustrate certain points or draw diagrams.

4.12. Using Annotation

Using the Annotation feature you can highlight topics in your presentation. Click the Annotation
button and choose the type of annotation from Pen, Highlighter, Spot and Arrow. Then,
emphasize the interesting area using the mouse pointer.

& Annokation

When the annotation option is active and the Cursor is not selected, normal keyboard and mouse
input ceases and essentially your computer screen freezes. To unfreeze your computer screen,
hit the AEscdo key or click the Cursor button.

26



@ Join Meeting

N *»/_.'I Host Meeting

Annotation Pen and Marker used to add emphasis

When the Presenter clicks the annotation button, the annotation toolbar appears.

iNws 0O H

The features include:

[} Cursori when selected, the cursor feature allows the presenter to use. The presenter can
use it to change which application is being shown.

™ Peni clicking Pen brings up this chooser: ['W—_'_} which allows you draw free hand,
draw a line with an arrow, and draw a straight line.

Aﬁ' Marker or Highlighter 7 allows you to highlight items or text on your

.-;: b L. é,‘u 1 53‘

screen p—
Pointer i allows you to drop a red pointer or dot on the screen. EER | N
EEETER

6} Eraseri allows you to erase parts of the annotation.

Size
Color picker - allows you to change the color and size of your Pen and

Marker.

ve B3

Shows additional annotation features includingi At t e nd ‘_L\\» Attendecs can draw

can drawodo, which gi vtg®anadtate at t t _ il

the same time including Windows, Mac, iOS and Android app Panelists can draw

users. Each user is assigneda different color for annotating. save Annotation

fiPanel i st detsgaarchosen pamelsts be able to Erase All

annotate. iSave Annotationo afattiom mua oy “Ssaves the ann
on your desktop. AErase Al |l 0 erases ahasdrawh. t he anno

4.13. Floating toolbar

The floatingtoolbar has t he advantage of wusing very Ilittle of t
a presentation while still providing buttons for the most common features including

pausing/showing your screen, starting/stopping your webcam, annotation, microphone

muting/unmuting, and chat that changes color when a chat message is received.
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BH-QEPONHY

Floating toolbar

4.14. Hide the Attendee List

As the meeting host, you can hide the attendee list from y our attendees. Click the menu item
ATool so t hen Uhderm&eheeal,ancbhe ok ®sAbBhewmdew attendee | isto
click Save.

4.15. Disable Recording Function

As the meeting host, you can disable recording functions so that none of the attendees can
record the meeting session. Click the menuitem A T o @ | ts HPecfererfte. Under fiRecordingd
uncheck AAttendees can Recordo and click Save.

4.16. Reportf or Each Userds Meetings

Each meeting host can get a list of their past meetings by starting a new TurboMeeting session
and clicking the menuitem AiT o o | s R d h@mt o

4.17. Image Quality

There are three image quality options available in TurboMeeting that let you choose between
speed and image precision

1 Low Quality (fastest)
1 High Quality
9 Truecolor (24-bit slowest)

To change the col or, c¢hoo$Rrefeteliced mebudeérn efimfDdidlotod  OSH &t
choosethei | ma ge Q@ptianl The KMigh Quality color setting is recommended for its
combination of speed and image quality.

4.18. Stop Additional Attendees from Joining

As the meeting presenter, you can stop any further attendees from joining the meeting. Click the
menu item i T o othes sielect fiStop new attendees from joining o .
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4.19. Remove Attendees

As the meeting host, you can remove attendees from the meeting. In the Attendees list, r ight
click the attendee® name and choose fARemove this attendeeo

@ Q John Doe (Host, Me) ||

t“
q Change to Use Mic

Give Control
Make Presenter
) Make Panelist
) Send chat meszage to

& Request to open camera

Remowve this attendee

4.20. Request a Participant to Start their Webcam

As the meeting presenter, you can right click a participanté s name and choose ARequest
camer ao. The participant will/ be provided with a di
webcam(s).

4.21. Make an Attendee a Panelist
A Apanelisto in a meeting can aid the presenter by r
Thehostcan make an attendee a participant by right mous

Attendees | ist and c Oothehdstrean infit@akeksts Before thé mesting .
starts by selecting the @l nviAtteedecPdiatng.l i st sd0 check box
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menu item A T o ot | hsedn

Invite
Call attendee and say:

1. Go to the Meeting Server:
http:/ / meeting.yourcompany.com

2. Click the Join Meeting button.

3. Enter the Meeting ID: 1168-2194

4, Meeting Password: No password needed

5. Conference Call:
+1 855-815-3281 (USA/Canada, toll-free)
+1 408-351-1615 [USA, alternative)

Attendee Access Code: 6400-186
Host Access Code: Show it

OR invite by:
Emal |

4.22. Change Language for TurboMeeting Ul

General Settings
] Shew all TurbaMezting windoves

[ Remove TurbaMe=tng from attendes computers 2t the end of s=ssons

[+ Shew my desklop when & meeting starts,
|| Inbegrate with Outiook
[ tnstall Remote Printer

[ Attendees can view attendee kst

Email Client :
| nefaudt Emand

Language setting

Each TurboMeeting user can change the languageof their TurboMeeting user interface. Click the
APra&lf @r @ @eselect addnguage from the drop-down list.
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4.23. Use Google Mail or Yahoo Mail for invitations

Each user can use either Google Mail or Yahoo Mail as the default email system to use when

TurboMeeting generates ane-ma i | invitation.

Cl

i ck the

fi G e n eselect your preferred Email Client from the drop-down list. The user needs to be
logged into Google Mail or Yahoo Mail for the email invitation to be successfully generated.

4.24. Emails and Calendar Events Generated for Invites

Calendar events for Outlook, Mac Malil, etc. are automatically generated when a TurboMeeting

user schedules a meeting. And an email can be generated when a user chooses to invite

attendees to an active meeting.

flﬂq\;‘.ﬂ ] 2 ,J"J = Join my TurboMeeting session: Santa Claus is coming .. = O “
ol =
-'j Meeling Imsedt Fosmial Texl o
'ﬂ _ﬂ |..j Appnlrﬂm:n‘l' 'ﬂ |k = B Guny . Dﬂ.rmrrznr.e L g’-
¥ || seneauing - @ time zones ¥
Carcel onling Meeting 2 |15 minules - mo _ Spelling
Invilation [ ™ Meeling || Workspace le om Catepodize = =
Actisng Shioai Teamviewef Abtendess Ogptions Fraofing
| Inwitaticns have not been sent for this meeting,
= Toy.
Send Subject: bon my Turb-obdeeting session: Santa Claus ks coming to tawn.
Account LD[ati_qn: Turbiabeeting o
Skart time: | Sun 127252016 - | 200 AM w | | Al day evert
End time: Sunm 123252016 w 201 AM [¥]
i
1. Please join my TurbohMeeting session, Sunday, December 25, 2016, 2:00 PM, Pacific Standard Time. -
http:/fmieeting. yourcompany.comy/|oin?id=1777 367 7 Epassword= W1
Meeting ID: 1777-3677
Meeting Password: No password needed |
2. Use your microphone and speakers (VolP - a headset is recommended). Or, call in using your telephone.
Dhalk: ||
+1 408-385-2336 |LU5A)
+140B-351-1612 (USA, altemnative)
+1 408-351-1615 {USA, alternative)
Access Code: 2783-T11
Optional Numbers:
+43 7201-15330 [ Austria)
+61 2-8015-5628 (Australia)
+32 25-08-64-70 [ Belgium)
+55 11-3958-4952 (Brazil)
+1 B47-557-8578 {Canada) |

Outlook message with calendar information is automatically generated for a scheduled meeting

4.25. Multiple Monitors for Presenter

If a meeting presenter has multiple monitors , the presenter can choose to display a specific

monitor or the entire desktop, which is composed of more than one monitor.

me nu
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real n 5 |

it
Primar . .
Y I:V Primary Maonitor

! t. Monitor 2
AU Desktop

E Untitled - Motepad
e Google - Mozilla Firefox

Multiple Monitor selection in TurboMeeting

Below is the view that attendees would see for a presenter that has multiple monitors when the
entire Desktop is displayed:

4 TurboMesting « Xohn Dos ax ) B

Multiple Monitor view if entire Desktop shown

4.26. Multiple Monitors for Supporter

A person that is providing Remote Suppat to a computer with multiple monitors is given the
option in TurboMeeting to show the entire Desktop or to show individual monitors as shown
below:

Monitor E Lock & Close

[
Deskiop .

Monibor 1
Monibor 2

Remote supporter can view entire Desktop or individual monitors

4.27. Share Computer Audio with Attendees (Windows Vista or newer)

In Windows Vista and newer Windows operating systems (including Windows 7, Windows 8 and

Window 10), t he presenter in a meeting can start sharing
attendees by clicking theimlgodiSsdarmenw istheam,e tntye rc oarp
with attendeesodo option. When this feathaigete i s enabl e

shared with their attendees and stream the v i d eawd®d o their attendees. For this feature to
work, at least one of t he participants in the meeting needs to choosethe i Us e Mi ¢ & Speakerso
option.
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4.28. Polling (Windows hosts only)

The host of a meeting on Windows can create a poll with questions and multiple choice answers
for the attendees. Poll questions can be created ahead of time by clicking the Pall link in the
userds | ist of ©rchk leost oah erahte apolequastiomgdaring the meeting by
cl i cki ng rmehwetenitien @ Me b e 0theftFhoelnl 6 opti on.

Each poll question can have up to five pre-determined answers. The poll can limit the attendees
to voting for just one response or allow the attendees to vote for multiple responses.

- &)

Mew Poll X

Question (123 characker Max)

| What is the meaning of life? |

Responses (up ko 64 charackers per response)

. | Try and be nice to people

—_

2, | Avyvioid eating Fak

L)

4, | Get some walking in

|
|
. | Read a good book every now and then |
|
|

on

. | Live together in peace + harmony w) people of all creeds+nations|

Response Type
Cne response only

@ Multiple responses

| submit |

Interface for creating a new Poll

After the poll question is created, the host can begin polling the TurboMeeting attendees for
responses. Windows, Mac and Flash (browser) attendees can take part in polls. The attendees
will see a window similar to this:

P -

Yote X

what is the meaning of life?
Please select one or more choices:
| Try and be nice to people
Awvoid eating Fat
' Read a good book every now and then
i i iné

Live together in peace + harmony w) people of all creeds+nation

Ok

Attendees voting window
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The poll stays open until the host decides to close polling. Once the poll is closed, the results are
tabulated for each answer. The poll is blind: there is no way to determine how each attendee
voted.

The host 6s fwviMdow prayides ®0dsd Rollinglink. (A Start Polling link initially
appears where Close Pollingappears below).

Manage Foll o
Manage Polling Questions Mew Question | Save Result
Meeting ID: 1529-5447 Subject: Interacting meeting

Question and Response ‘Vates Ackion
‘iehat is the meaning of life? 0 Yoke Edit | Delete

Try and be nice to people

Avoid eating Fak

Read a good book every now and then Close Polling
et some walking in

Live together in peace + harmony w) people of all creeds+nation

The hostds fiManage Poll 0 I nterface

After the host closes the polling, the host sees a Share link where the Close Pollinglink used to
be. When the host clicks the Share link, the attendees see a window with the polling results.

Finally, the host can click the Sharel i nk t o c¢cl ose each awntdowndeeds
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Polling result K

Wehat is the meaning of life?

Try and be nice to people

I — —— ] 5%

Ayoid eating Fat

— ———— 0%

Read a good book every now and then

E—_— ‘_—’ =

et some walking in

E—_— ‘_—’ 7%

Live together in peace + harmony w people of all creeds+nation

_— S0%:
The attendeebds fiPolling resulto window
4.29. Push URL to Attendees
¥
[twpe message here] - BRI
- LIRL
[P.ll - I (,_%2 Send G" htbp: v, goagle. cony|
- _ Send Q& to All
&: Invite | Meeting ID: 1493-1447 R-HLUI Push LIRL send

iSend Q&A to All 0 and APush URLO options

The presenter can push an URL or web page that opens up in a browseroneacha t endee 6 s
computer or device providing that the attendees have joined interactively. The circular button on
the bottom right of the contfaatare. panel contains the

4.30. Send Q&A to All Attendees

The presenter can send a question and answer to their attendees. The attendees see the
guestion and answer in their chat window. The circular button on the bottom right of the control
panel c o n%endiQ&Ato Alth ef diat ur e
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.

Send Q24 to All
Queskion
what is the meaning of life?
Answer
42|
Wiew chat history i
John Doe To all :
Question : YWhat is the meaning of life?
Send Answer : 42 g

ASend Q&A tao t A&Inldeyedwestion and Answer in their chat window

4.31. Show all TurboMeeting Windows
As the meeting presenter, you can display all transparent windows on your screen. By default,
attendees cannot see the hostds TurboMeeting and its

are treated as transparent. To expose the TurboMeeting control panel and associated windows,
click the menu item ATool so then APreferenceso and u

TurboMeeting windowso and click Save.
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General General Settings

Desktop Sharing %Show all TurboMeeting windows

Audio [] Remove TurboMeeting from attendee computers at the end of sessions

Videa Show my desktop when a meeting starts.

Recordi
e [] Integrate with Outiook

[] Install Remote Printer

Attendees can view attendee list

Email Client :

Defauilt Emai

Language :

| Default Language

General settings

4.32. Auto-Uninstall TurboMeeting from Attendee Computers

As the meeting host, you can tell the system to automatically uninstall the TurboMeeting client on

the attendee computers at the end of athaneeti ng sessi
APreferencesod and check @A Remowmputeicatthbenlafet i ng from at
sessionso and click Save.

433. Show Presenterdés Desktop When Meeting St a

As the meeting host, you can start every meeting in a Paused state by clicking the menu item
ATootlhseon A Pr ef eun-eheekofi8hdw my desgtopamwtheiong andneel i ak
Save.

4.34. Enable TurboMeeting Outlook toolbar

Users can add a TurboMeeting toolbar totdhcrosoft Ou

APreferencesd, check Al ntegrate with Outlookod and cl
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Host heeting
lain Meeting
Scheduled Meetings
Schedule Meeting

Remowe this menu

About

TurboMeeting Outlook toolbar

4.35. Remote Printing (Windows only)

Remote printing is the ability to print directly from the host 6 s Wi rampuies to a printer of
the attendeeds choice on the attendeeds anet wor k. Th
application that is not installed on the attendeeds
printer, c¢click the menu item fiToolso then fAPreferenc
Save. Then, open the file to print and select Print. Choose the TurboMeeting Printer and click

OK. The print job automatically gets transferred to

y 0
normal print job, your attendee uses their Print interface to decide where to print it.

Printer

Mame: % TurboMeeting Printer u Properties
Status: Ide

Find Printer...
Type: Turbomeeting Printer Driver

Where: TMPrinter [ Print to file
Comment: [ ] Manual duplex
Page range Copies

(@ Al Mumber of copies: |1 =

() Current page () Selection 1
1 Collate

O | | op

Type page numbers andfor page
ranges separated by commas counting

from the start of the document or the

section. For example, type 1, 3, 5-12

or plsl, pls2, pls3—p8s3

Print what: |Dm:|..|mv.=_-r1t IEl Zoom
Print: |AJI pages in range Pages per sheet: |1page

Scale to paper size: |Nn Scaling
|

Choose TurboMeeting Printer to end printjob t 0 at t ©mmtreedakes

38



4.36. Setting Attendees Default Audio Mode

As the meeting host, you can set the initial audio mode of your attendees by going to the menu

i t em fitThheond sMPr eaf nedr eunrbudesy0 dih a m@e val ue tiehdediabDdiof aul t a
modeo to fiUse system defaulto, fAUse computer mic & s
attendee changes this setting, the attendee will use their newly saved setting in the future .

4.37. Attendees Optimization for Fastest Speed or Least Bandwidth

An attendee can optimize their viewing experience for receiving screen updates by using the

fastest speed by using the least amount of bandwidth (which can improve the stability of screen

updates). The attendee can change his setting by going to the menuit em @ Ttlew | s 0
APrefernemmcanader fADeskt otpheShvaarliueg 6f ocrh afin@pet i mi zati ono |
Speedod or fAlLeast bandwidth & best stabilityo.

4.38. AttendeesCanZoomTheir Vi ew of the Presenterodos

A TurboMeeting attendee can zoomin or out theirviewo f t he pr es doséter 6s screen
percentages anywhere between 50% and 4 0 0 %. By default, the zoom is set
to 100%o0. AFit to Screend makes the viewer window a
the viewer windowtobe. If t he attendee chooses either of the AFI
viewer window is full -resizable by dragging one of the windows corners.

92% ek [=]

v Fit to Screen Up to 10096

Fit to Screen

100%s
90%
30%
0%
60%
0%
150%
200%0
400%0

Attendee can zoom in our out of their view

4.39. Attendees Can Ask to Become Controller or Presenter

A TurboMeetingat t endee can ask the current presenter i f the
or if they can become the new presenter. Both A Request to control the present
ARequest to present my ddédJlotodepud are in the attendeebd
- Tools | Help m]
Preferences

Request to control the presenter screen

kﬂequest to present my desktop

Exit

B

Attendee can ask to become controller or presenter
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5. HD Video Conference

This function allows the participants to take part in a video conference with up to 30 webcams.
A participant with multiple monitor can enable telepresence which allows that participant to
distribute the webcams, and possibly screen sharing, across their monitors.

5.1. Starting an HD Video Conference

Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop
Enter the login credentials and Sign In .

Click the Host icon to host an impromptu support meeting.

In the next step, choose the HD Video Conference meeting type.

o 0w DN PRe

Enter the Password , which is optional. If you enter a password, the invitees also need
to enter the same password.

6. Click Continue . This screen displays the Attendees, the Meeting Server Address, and
the Meeting ID.

5.3. Host Layout Options and Features

The host can enter HD Video Conferencing mode by st
or by c¢clicking the HD button in the webcrmmMDwi ndow d
Video Conference mode, up to 30 TurboMeeting attendees can display the video from their

webcams by clicking the AStart Webcamod button.

©

Skart wWebcam

1454-5137 &, L (8 [ B Bl 24

e N
~ )

;"’_'

a
u

L
A
-
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Multi-Party video conference with up to 30 attendeesd we|

From the HD Video Conference interface, the hog controls the layout of the webcams that the
attendees see, can invite attendees, can stop individual webcams and can make someone the
spotlight webcam. The controls in the upper right hand corner mean the following:

E Switch to sharing your desktop mode instead of HD Video Conferencing mode
IEI Spotlight webcam is full-screen while other webcams are on the right
IEI Spotlight webcam is full-screen while other webcams are on the bottom

|EI Spotlight webcam on top with other webcams on the bottom

All webcams are equally sized as shown in the above screen capture

Toggles between Maximizing the webcam window and Restoring Down from maximized.
Each participant has this control allowing them to control the size of their webcam views.

. The host can click the button in the upper left corner of each
Make spotlight
webcam. I't allows the host to stop s o0me
Stop that participant become the spotlight webcam.

~ The host can invite attendees by clicking the icon in this button that is
14545137 g IR top, middle par t of the webcam window.

Below is an HD Video Conference view when one webcam is the spotlight while the other
webcams are on the right. Note that the hostds cont
shown below) if the host &Gxondsouse does not move for 5

Cindy

HD Video Conference with one webcam as the spotlight and other webcams on the right
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If the presenter is in screen sharing mode, the presenter can click the HD button in the upper
right corner of the webcam window to stop screen sharing and swi tch to HD Video Conferencing
mode.

© 14545137 B

Presenterds Webcam window during screen sharing mode with HEL

5.3. Telepresence (Windows only)

Telepresence is the ability to use up to 8 monitors connected to one computer to see screen
sharing on one monitor and webcams on the remaining monitors. If there is no screen sharing
occurring, all of the monitors will be used to show the webcams, which will be equally distributed
across the monitors based on the webcam layout chosen.

Telepresence showing webcams when no screen sharing is occurring

Each participant can enable Telepresence by clicki
and under AVideod check fAEnable Telepresenceo and
before joining or starting a meeting.

ng
cl
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Video Settings

Optimization

| Take the system default setting

Others

[ ] Display my webcam in mirror image

Enable Telepresence
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6. Remote Support

This function simplifies the access to another computer so that you can control and support it. As

the host, you can view and control the attendeeds co
meeting. In addition, th is feature provides a unique remote reboot capability.

6.1. Starting a Remote Support Meeting

Launch TurboMeeting by clicking the TurboMeeting  shortcut from the desktop

Enter the login credentials and Sign In .

Click the Host icon to host an impromptu support meeting.

In the next step, choose the Remote Support meeting type.

o 0w DN PRe

Enter the Password , which is optional. If you enter a password, the invitees also need
to enter the same password.

6. Click Continue . This screen displays the Attendees, the Meeting Server Adlress, and
the Meeting ID.
6.2. Inviting the Attendees

Consider a situation where you are facing a problem with your system and want the technician to
access your system and solve the problem. In such situations the technician hosts a Remote
Support Meeting and invites you to join the meeting.

Another situation could be where more than one person is required to investigate and solve the
problem. Consider for instance a case where you and yourteam leader have to support a
computer facing some issue. In such a case, your team leader can initiate a Remote Support
Meeting and invite you to support the system facing problems.

By clicking the Invite button, the meeting details can be emailed.
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6.3. Providing Multi-Tier Support

To join a meeting as a joint -supporter, you need a user account in the TurboMeeting system and
you need to follow the steps below.

1. Follow the path Start menu (or screen) A Programs (or Apps view) A
TurboMeeting A TurboMeeting Start Meeting or double-click the TurboMeeting
shortcut from the desktop.

2. Enter the login credentials and Sign In .

3. In the meeting control pane I click the Join meeting icon to join a Remote Support
meeting started by someone else.

4. There are two different ways in which you can join the meeting.

Options to join Remote Support Meeting

Here you choose the option | want to work with the m eeting Host to support
other .

6.4. Switching to Training Mode

During a support session, you as the host may want to show your screen to the attendee to
conduct a training session. You can Change Pre senter so that you are the presenter. After the
training session, you can change the presenter back to the attendee again.

6.5. Rebooting Remote Computer and Auto-Rejoining

There are situations where the attendee is not available at the remote computer throughout the
support session. However, the host may have to reboo
support session.

To reboot the attendee computer, the host simply clicks the Reboot button and chooses the
reboot modeori Rededfe Miteo
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