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A U D I O  A N D  W E B  C O N F E R E N C I N G  S O L U T I O N S  

WEB VISUALS 
 
Quick Reference Guide 
 
Welcome to Web Visua ls ,  the place where people come to connect  with each other and get  
more done.  I t  prov ides  an easy,  intu i t ive way to host  smal l  co l laborat ive meet ings and conduct  
in format ional  webinars  with thousands of  par t ic ipants .  
 
With Web Visuals ,  your Instant  and 
Scheduled meet ings are easy to organize 
and conduct .  S imply schedule and inv i te 
par t ic ipants  to your  meet ing us ing Microsof t  
Out look ®.   
 
When you are ready to meet ,  e i ther  launch 
Web Visuals  f rom your desk top or  c l ick  the 
Web Visua ls  l ink  in your inv i tat ion and you 
are instant ly  p laced into your meet ing 
space.  I t ’ s  that  easy .  You have the tools  to 
contro l  the meet ing,  engage wi th 
part ic ipants  and ul t imate ly ,  get  work done 
more ef f ic ient ly .   
 
Web Visua ls  a l so of fers  a fu l l - featured web 
conferencing serv ice that  le ts  you eas i ly  
conduct engaging,  onl ine events  f rom star t  to f in i sh for  v i r tua l ly  any s ize audience.  From 
schedul ing the webinar to de l iver ing your content  to  access ing deta i led post -event  reports ,  
Web Visua ls  of fers  comprehens ive and easy - to-use tools ,  so you are f ree to focus on your 
message and your audience.  
 
 
The fo l lowing guide de l ivers  quick s teps to s tar t  or  jo in an Ins tant  meet ing,  as  wel l  as  great  t ips  
for  managing your remote conferences .  For Scheduled meet ings ,  th i s  guide a lso prov ides quick  
s teps  to p lanning,  conduct ing and measur ing your  onl ine events .   
 
 
For  support ,  contact  the 24/7 Web Visuals  he lpdesk :   
 

•  Phone:  866.562.2306 or  +1 .303.928.3344 
•  Emai l :  

o  Technical  support :  techsupport@webvisua ls .net  
o  Customer  serv ice:  customersupport@webvisuals .net   
o  Genera l  inquir ies :  in fo@webvisua ls .net   

UR MEETING 
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THINGS TO DO BEFORE YOUR INSTANT OR SCHEDULED MEETINGS  

Instant or Scheduled Meetings: Management Pages 
 

Web Visua ls  Management Pages le t  you prepare for  and wrap-up your meet ings .  Whether you 
want  to v iew and manage recorded meet ings ,  s tore documents ,  access  reports  or  create and 
edi t  po l l ing quest ions ,  your Management Pages a l low you to do i t  a l l .   
 

       
Q: How do I  access  Management Pages? 
A:  To access  your Management Pages ,  re fer  to  your welcome emai l  conta in ing your account  
informat ion or  c l ick  the URL located on your  home screen in Web Visua ls .  You can a lso direct  
your part ic ipants  to your Management Pages to v iew s tored documents or  l i s ten to recorded 
meet ings .  

Instant meetings: Send Invitat ions  
 

Q: Can I  use Microsof t  Out look to inv i te par t ic ipants  to  a meet ing? 
A:  Yes .  However  you must  f i r s t  enable Out look integrat ion with Web Visua ls .  On the Tools  
menu,  c l ick  Enable Out look Integrat ion.  
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Q: How do I  inv i te  people to an Ins tant  meet ing? 
A:  There are two ways to inv i te  par t ic ipants :  
 
1 .  Before the meet ing – I f  Out look integrat ion i s  enabled,  c l ick  New Meet ing in Out look.  An 

Out look meet ing* inv i tat ion d isp lays .  
2 .  Before or  dur ing the meet ing – On the F i le  menu,  c l ick  Send Emai l  Inv i tat ion.  Your  defaul t  

emai l  program disp lays .  Your  emai l  inv i tat ion is  pre-populated wi th the meet ing login 
in format ion,  and part ic ipants  jo in your meet ing by c l ick ing the l ink .  

 
Q:  Do part ic ipants  automat ica l ly  jo in a meet ing when accept ing a Web Visua ls  inv i tat ion? 
A:  No.  By accept ing an Out look meet ing inv i tat ion,  par t ic ipants  schedule the meet ing in thei r  
ca lendars  and not i fy  the moderator .  To jo in the meet ing,  par t ic ipants  must  c l ick  the l ink in the 
meet ing inv i ta t ion at  the scheduled t ime.  

Scheduled meetings: Create Events, Send Invitat ions and Manage Registrat ions 
 

Create a Scheduled Meet ing 

Q:  How do I  create a  new event?  
A:  To create a new event  us ing the Event  Creat ion Wizard :  
 
1 .  Cl ick  My Events .  
2 .  Cl ick  Create New Event .  
3 .  Enter  the event  in format ion.  To nav igate through the screens ,  c l ick  Back  and Next .  
4 .  Cl ick  F in i sh to rev iew your event  deta i l s .  
5 .  Cl ick  Save to save the event without schedul ing or  c l ick  Schedule & Save to schedule your 

event .  Emai l s  wi l l  be sent  to your inv i tees  i f  you schedule and save your event .  
 

             
 
Q:  How do I  ed i t  an event?  
A:  To edi t  an event :  
 
1 .  Cl ick  My Events .  
2 .  In the l i s t  o f  scheduled events ,  se lect  the event  you want  to edi t .  
3 .  Enter  the updated event  informat ion.  
4 .  Cl ick  Update .  

 
 



 
 
 

   
 

 Revised xx xx xxxx

A U D I O  A N D  W E B  C O N F E R E N C I N G  S O L U T I O N S  

 
Q:   How do I  copy an event?  
A:   To copy an event :   
 
1 .  Cl ick  My Events .  
2 .  In the l i s t  o f  scheduled events ,  se lect  the event  you want  to edi t .  
3 .  Enter  the updated event  informat ion ( i .e .  date and t ime) .  
4 .  Cl ick  Update .  
 

Contact  L i s ts  for  Scheduled Meet ings 

Contact  l i s ts  are l i s t s  of  inv i tees  that  are mainta ined in the Management Pages and can be used 
for  any event .    
 
Q:  How do I  create a new contact  l i s t?  
A :  To create a new contact  l i s t :  
 
1 .  Cl ick  Contact  L is t s .  
2 .  Cl ick  Create New Contact  L is t .  
3 .  Enter  contacts  ind iv idual ly ,  f rom past  events ,  f rom a 

comma separated va lue ( .csv)  f i le  or  f rom other contact  
l i s t s .  

4 .  Cl ick  Save.  
 
Q:  How do I  ed i t  a  contact  l i s t?  
A:  To edi t  a contact  l i s t :  
 
1 .  Cl ick  Contact  L is t s .  
2 .  Cl ick  the penci l  icon  next  to  the contact  you want  to 

edi t .  
3 .  Enter  contact  l i s t  in format ion.  
4 .  Cl ick  Save.  

 

 
Inv i te Par t ic ipants  to a  Scheduled Meet ing 

Q:  How do I  inv i te  people to an event? 
A:  You can inv i te  people to an event  by:  
 

•  Enter ing indiv idual  in format ion for  each inv i tee.  
1 .  From the Inv i tees tab,  c l ick  By Indiv idual .  
2 .  Enter  the inv i tee informat ion into the f ie lds .  
3 .  Cl ick  Add.  

 
•  Choos ing inv i tees who were inv i ted to a past  event .  

1 .  From the Inv i tees tab,  c l ick  From Past  Event .  
2 .  Cl ick  Add next  to  the event  name.  
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•  Import ing inv i tee informat ion f rom a .csv f i le .  

1 .  From the Inv i tees tab,  c l ick  From .CSV F i le .  
2 .  Cl ick  Browse to locate the .csv  f i le  on your  computer .  
3 .  Cl ick  Upload.  

 
•  Choos ing inv i tees f rom an establ i shed contact  l i s t .  

1 .  From the Inv i tees tab,  c l ick  From Contact  L i s ts .  
2 .  Choose the contact  l i s t  f rom the menu.  
3 .  Cl ick  Add.  
 
 

 

Event  Regis t rat ion Approvals  for  Scheduled Meet ings 

Q:  How do I  approve or  deny event  regis t ra t ion requests? 
A:  To approve or  deny event  regis t rat ion requests :  
 

1 .  Cl ick  My Events .  
2 .  Cl ick  the process regis t rat ion request  icon  next  to the event .  
3 .  Cl ick  the green check mark  to approve a part ic ipant ’ s  regis t rat ion or  the red check mark 

to deny i t .   
 
You may a lso se lect  Approve Al l  Pending Requests  or  Deny Al l  Pending Requests .  

 

Upload a Presentat ion for  a Scheduled Meet ing 

You have the abi l i ty  to upload your presentat ions before or  dur ing your event .  
 
Q:  How do I  upload a new presentat ion for  an event? 
A:  To upload a new presentat ion:  
 

1 .  Cl ick  My Events  f rom your Management Pages .  
2 .  Cl ick  the penci l  icon  next  to  the event  to which you want  to add the presentat ion.  
3 .  Se lect  the Event  Mater ia l s  tab wi thin your  event .  
4 .  Cl ick  Upload New to upload and store the presentat ion on the Web Visua ls ’  servers  or  

c l ick  Use Shared Loca l  to  use a document that  res ides on your computer .  
5 .  Enter  the presentat ion name.  This  i s  not  required i f  us ing a shared loca l  presentat ion.  
6 .  Cl ick  Browse to locate the f i le  on your computer .  
7 .  Cl ick  Submit .  
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Instant or Scheduled Meetings: Pol l ing Quest ions  
 

Pol l ing quest ions  are created before or  dur ing a meet ing to gather  in format ion f rom 
part ic ipants  dur ing the meet ing.  
 
Q:  How do I  create a  pol l ing quest ion set?  
A:  To create a pol l ing quest ion set  before a meet ing:  
 

1 .  Log into your Management Pages .  
2 .  Cl ick  Quest ion Sets .  
3 .  Cl ick  Create New Quest ion Set .  
4 .  Name your  quest ion set .  
5 .  Enter  your quest ions .  
6 .  Enter  e i ther  customer  answers or  se lect  f rom pre-set  

answers .  Each custom answer must  be on i t s  own l ine 
wi th in the f ie ld.  

7 .  Cl ick  Add Quest ion.  
8 .  Cl ick  Save.  

 
Q:  How do I  add a new pol l ing quest ion? 
A:  To add a new quest ion to an ex is t ing pol l ing quest ion set :  
 

1 .  Se lect  the Add Quest ion tab.  
2 .  Cl ick  the penci l  icon  next  to  the quest ion set  you 

want  to modi fy .  
3 .  Enter  your quest ion.  
4 .  Enter  e i ther  custom answers or  se lect  f rom pre-set  answers .  Each custom answer must  be on 

i t s  own l ine with in the f ie ld .  
5 .  To a l low more than one answer to be chosen,  se lect  A l low part ic ipants  to se lect  more than 

one answer .  
6 .  Cl ick  Add Quest ion.  
7 .  Cl ick  Save.  

Instant or Scheduled Meetings: Stored Documents  
 

Stored documents  are documents  uploaded to your  Management Pages and made ava i lab le to 
your part ic ipants  for  download.  
 
Q:  How do I  upload a new s tored document? 
A:  To upload a new stored document :  

1 .  Cl ick  S tored Documents f rom your Management Pages .  
2 .  Cl ick  Upload New Stored Document.  
3 .  Complete the document deta i l s .  
4 .  Speci fy  who can access  the document .  
5 .  Cl ick  Upload Document .  

 
 
 



 
 
 

   
 

 Revised xx xx xxxx

A U D I O  A N D  W E B  C O N F E R E N C I N G  S O L U T I O N S  

Instant or Scheduled Meetings:  Bi l l ing Codes  
 
B i l l ing codes are numbers  you ass ign to meet ings that  enable you to t rack expenses in  order  to 
charge a conferencing fee back to a c l ient  or  an internal  group.   
 
Once th is  feature i s  act ive ,  you are prompted when star t ing a meet ing to enter  a b i l l ing code or  
choose a prev ious ly  used bi l l ing code f rom the menu in the bi l l ing code d ia log box.  I f  there i s  
not  a b i l l ing code assoc iated with your meet ing,  c l ick  Cancel  when the b i l l ing code d ia log 
appears .   
 
Q:  How do I  change a b i l l ing code for  a meet ing af ter  i t  has  ended? 
A:  To change a b i l l ing code entered in Web Visua ls :  
 

1 .  Cl ick  Manage Your  Account  on your home screen to access your reports .  
2 .  View the Deta i l s  of  your audio or  web repor t .  
3 .  Cl ick  Edi t  next  to  the ex i s t ing bi l l ing code.  
4 .  Enter  the new bi l l ing code into the New Bi l l ing Code f ie ld .  
5 .  Cl ick  Update .  

Instant or Scheduled Meetings: Addit ional Security 
 
Q:  What  are passcodes?  
A:  Passcodes are four -  to  n ine-d ig i t  codes that  prov ide an addi t ional  layer  of  secur i ty  for  your 
meet ing.  In your prof i le ,  f rom the Secur i ty  tab,  se lect  Prompt me to set  a  new passcode for  every 
meet ing.  Par t ic ipants  jo in ing a meet ing secured by a passcode must  enter  the passcode before 
they can jo in .  
 
Q:  How do I  create a  new passcode for  Ins tant  meet ings? 
A:  To create a new passcode wi thin Web Visuals :  
 

1 .  On the F i le  menu,  c l ick  Edi t  Prof i le .  
2 .  Se lect  the Secur i ty  tab.  
3 .  Choose Prompt me to set  a new passcode for  every meet ing in your prof i le .  
4 .  Star t  a  new meet ing.  The passcode d ia log disp lays .  
5 .  Enter  the passcode in the f ie ld or  choose a prev ious ly  used passcode f rom the drop-down 

menu.  
6 .  Cl ick  OK.  Your part ic ipants  are prompted to enter  that  passcode when jo in ing your 

meet ing.  
 
Q:  How do part ic ipants  know the passcode for  my Instant  meet ing? 
A:  To ensure part ic ipants  know the passcode for  your meet ing,  i t  must  be included in the 
meet ing inv i tat ion.  I f  you are inv i t ing part ic ipants  before or  dur ing a meet ing by sending an 
emai l  inv i tat ion through Web Visua ls ,  your  passcode is  automat ica l ly  inser ted.  
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Q: How do I  g ive par t ic ipants  the passcode for  my Instant  meet ing? 
A:  Before you star t  your meet ing,  create your passcode.  I f  you a l ready se lected to set  a new 
passcode for  every  meet ing in your prof i le ,  c l ick  Web Visua ls  Meet ing Informat ion in your 
Out look inv i tat ion and enter  the passcode in the passcode f ie ld .   
 
 
Q:  How do I  create a new passcode for  Scheduled meet ings? 
A:  You may spec i fy  passcodes for  your events  on the Event  Deta i l s  tab wi thin the Event  Creat ion 
Wizard.  Part ic ipants  jo in ing an event  secured by a passcode must  enter  the passcode before 
they can jo in .  
 
 
Q:  How do part ic ipants  know the passcode for  my Scheduled meet ing? 
A:  To ensure part ic ipants  know the passcode for  your event ,  i t  must  be inc luded in the 
inv i tat ion.  The defaul t  emai l  text  for  jo in ing an event  inc ludes a p laceholder  for  an event  
passcode,  which wi l l  automat ica l ly  populate i f  you speci fy  a passcode for  your event .  
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Q: Can I  encrypt  my meet ing or  event  for  addi t ional  secur i ty?  
A:  To encrypt  speci f ic  features :  
 

1 .  On the F i le  menu,  c l ick  Edi t  Prof i le .  
2 .  Se lect  the Secur i ty  tab.  
3 .  Se lect  the checkbox by the features you want to encrypt .   
4 .  Cl ick  OK.  

 
To end feature encrypt ion,  c lear  the checkbox for  that  feature.  I f  you change your feature 
encrypt ion set t ings dur ing a meet ing,  you must  f i r s t  log out and then log back in for  changes to 
take ef fect .  

START YOUR INSTANT OR SCHEDULED MEETINGS  

Instant meetings: Gett ing started 
 

Q: How do I  s tar t  an Ins tant  meet ing? 
A:  To s tar t  your meet ing,  double-c l ick  the Web Visuals  desk top icon.  From your Web Visuals  
home screen,  c l ick  S tart  a Meet ing.  You are prompted to se lect  or  enter  a phone number .  You 
wi l l  be ca l led at  th is  phone number to s tar t  the phone por t ion of  the meet ing.  

Scheduled meetings: Gett ing started 
 

Q: How do I  s tar t  a Scheduled meet ing? 
A:  To s tar t  a  Scheduled meet ing:  

1 .  Cl ick  V iew Schedule f rom your  Management Pages .  
2 .  Cl ick  S tar t  Now next  to  the event you want to s tar t .  
3 .  Cl ick  S tar t  Event or  S tar t  Event  in Pract ice Mode.  Pract ice mode enables  you to s tar t  your  

event  without  a l lowing part ic ipants  to enter .  

Instant or Scheduled Meetings:  Prof i le Information 
 

Q: How do I  change my prof i le  informat ion? 
A:  To change your prof i le  in format ion:  

1 .  From your Web Visua ls  home screen,  c l ick  Manage Your  Account .  
2 .  Cl ick  Change next  to  Your  Personal  Info.  
3 .  Edi t  the f ie lds  to change your prof i le  in format ion.  
4 .  Cl ick  Change.  

 
Q:  How do I  choose what  prof i le  in format ion i s  shared in a  meet ing? 
A:  To choose your prof i le  in format ion shared in a meet ing or event :  

1 .  On the F i le  menu,  c l ick  Edi t  Prof i le .  
2 .  Se lect  the Share In Meet ing check box of  the prof i le  informat ion you want  to share.  
3 .  Cl ick  OK.  
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THINGS YOU CAN DO DURING YOUR INSTANT OR 
SCHEDULED MEETINGS 

Instant or Scheduled Meetings:  Features  
 

Reservat ionless -P lus® Integrat ion 

 

Q:   What  equipment do I  need to use the integrated Reservat ionless -P lus conferenc ing?  
A:  You only need a phone to take advantage of  the integrat ion between Web Visua ls  and 
Reservat ionless -P lus conferencing.  
 

Q:  How do I  s tar t  a meet ing us ing Reservat ionless -P lus?    
A:  I f  integrat ion with Reservat ionless -P lus  i s  enabled,  when you star t  the web por t ion of  the 
meet ing,  you wi l l  be prompted to do the fo l lowing:  
 

1 .  Enter  your number and se lect  your country  of  or ig in .  
2 .  Se lect  the audio opt ion for  par t ic ipants  (Phone Only ,  Audio Broadcast  Only or  Phone and 

Audio Broadcast) .  
 
I f  you do not receive the prompts ,  se lect  Audio f rom the drop-down menu in your  toolbar ,  then 
fo l low the s teps above.   
 
L ive Desktop Video 

 

Q:  What  equipment do I  need to use v ideo? 
A:  To be seen by other  par t ic ipants ,  ins ta l l  a  web camera before s tar t ing Web Visua ls .  Your web 
camera t ransmits  l ive v ideo of  you to other  par t ic ipants .   
 
Q:  How do I  know i f  my v ideo i s  work ing? 
A:  I f  your  web camera i s  insta l led and on,  you wi l l  see your l ive  v ideo d isp layed in the Meet ing 
Bar .  
 
Q:  Can I  turn my l ive v ideo of f  so part ic ipants  cannot  see me? 
A:  Yes .  C l ick  the double arrows above the v ideo window to co l lapse the Video contro ls .  The 
s tatus  wi l l  change f rom On Air  ( t ransmit t ing v ideo) to Off  A i r  (not  t ransmit t ing v ideo) .  
 
Q:  How do I  ensure my v ideo i s  be ing d isplayed to a l l  par t ic ipants?  
A:  To d isp lay your v ideo to a l l  par t ic ipants  c l ick  V ideo Opt ions and then c l ick  Take Podium. 
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Q: How can I  see l ive v ideo of  the person 
speak ing? 
A:  To see the v ideo of  the person speak ing,  in 
the Par t ic ipant  Task Group,  c l ick  that  person’s  
name.  I f  you are speak ing and want  to disp lay 
your v ideo to a l l  par t ic ipants ,  se lect  Take 
Podium.  
 
Q:  What  i f  I  do not have a web camera? 
A:  I f  you do not have a web camera ,  you can 
part ic ipate in  a meet ing and see other  
part ic ipants ’  v ideo,  but  you are not able  to send 
l ive v ideo.  
 
Present ing or  Shar ing Content  
 
Q:  What  opt ions do I  have for  present ing or  shar ing content?  
A:  You can conver t  a document us ing Document Viewing,  share an appl icat ion us ing 
Appl icat ion Shar ing or  share a browser us ing Browser  Shar ing.  
 
Q:  Why should I  convert  a document in  Document  Viewing rather  than share i t  us ing 
Appl icat ion Shar ing or  Browser  Shar ing? 
A:  Conver t ing a document g ives you the fo l lowing benef i t s :  
 

•  Less bandwidth:  min imal  bandwidth i s  required for  v iewing.  
•  Quick retr ieva l :  conver ted documents are s tored in your  documents  d i rectory for  easy 

retr ieva l  la ter .  
•  Easy access :  converted and presented documents are saved in Meet ing His tory for  

par t ic ipants  to v iew at  any t ime dur ing your meet ing.  
 
Q:  What  are the benef i t s  of  Appl icat ion Shar ing or  Browser  Shar ing? 
A:  The benef i t s  of  shar ing are :  
 

•  Quick presentat ions v iewed on- the- f ly ;  no convers ion is  necessary .  
•  Browser  shar ing i s  l ive ,  enabl ing rea l - t ime presentat ions .  
•  Any desktop appl icat ion can be shared with part ic ipants .  
•  Abi l i ty  to pause dur ing appl icat ion or  desk top shar ing to annotate d irect ly  on the screen.  

 

Shar ing an Appl icat ion or  Browser  

 

Q:  What  i s  shar ing an appl icat ion or  browser? 
A:  You can present an appl icat ion or  web browser f rom your computer  dur ing a meet ing.  You 
can share a spec i f ic  f i le ,  a  se lected region of  your desk top or  your ent i re  desktop for  other  
par t ic ipants  to v iew and annotate .  I f  g iven permiss ion,  a  par t ic ipant  can do the same.  
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Q: How do I  share an appl icat ion? 
A:  To share an appl icat ion:  
 

1 .  In the Meet ing Bar ,  c l ick  Appl icat ion Shar ing.  Icons for  open appl icat ions and desktop 
and reg ion shar ing icons are d isp layed in your Pr ivate Workspace.  

2 .  Cl ick  any appl icat ion icon to begin shar ing that  appl icat ion,  c l ick  Share Desktop to share 
your ent i re  desktop or  c l ick  Share a  Region to se lect  a spec i f ic  region of  your desk top for  
shar ing.  

 
Q: How do I  share a browser? 
A:  To share a web page:  

1 .  In the Meet ing Bar ,  c l ick  Browser  Shar ing.  
2 .  Enter  a web address  in  the URL f ie ld d isp layed in your 

Pr ivate Workspace or choose a prev ious ly v iewed web 
address  f rom the drop-down menu.  You can take users  to 
any web s i te ,  secure (password-protected)  or  non-secure.  

 
 

Document V iewing 

 
Q: Why do I  need to convert  my documents  before present ing? 
A:  Before you can present  a f i le  with Document Viewing,  you must  
conver t  i t .  When a document i s  conver ted,  i t  i s  saved as a  * . rd i  document on your hard dr ive .  
Convers ion does not  change your  or ig ina l  document ;  i t  s imply saves  i t  in  a  format  that  enables  
eas ier  presentat ion dur ing the meet ing.  You can conver t  documents  before or  dur ing a 
meet ing.  A conver ted document can only be v iewed whi le us ing Web Visua ls .  
 
 
Q:  What  types of  documents  can be conver ted? 
A:  The fo l lowing f i le  types can be conver ted and presented in Web Visuals :  * .doc,  * .ppt ,  * .vsd,  
* .x l s ,  * . tx t ,  * .pdf ,  * .prz ,  * . jpg,  * . jpeg and * .bmp.  
 
 
Q:  How do I  convert  a document? 
A:  To conver t  a document :  
 

1 .  In the Meet ing Bar ,  c l ick  Document  V iewing.  
2 .  Cl ick  Conver t  a Document .  
3 .  Se lect  the f i le  you want to convert  and then c l ick  Open.  
4 .  When convers ion i s  complete ,  choose Permanent ly  save to s tored documents and/or 

Open in Meet ing to immediate ly open the conver ted f i le  for  presentat ion in your Pr ivate 
Workspace.  I f  you wi l l  be work ing wi th other  presenters ,  se lect  Make ava i lab le to co-
moderators  and presenters  

5 .  Cl ick  OK.  
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Recording 

 
Recording le ts  you capture a synchronized audio,  web and v ideo playback of  your meet ing.  
Af ter  the meet ing,  make the recording avai lable  to others  for  la ter  p layback .  Note :  To ut i l i ze  the 
bui l t - in  record ing feature ,  you must  use Reservat ionless -P lus  conferencing integrated wi th Web 
Visua ls .  
Q:  How do I  record a meet ing us ing Reservat ionless -P lus?  
A:  To record a meet ing:  
 

1 .  In the Meet ing Bar ,  c l ick  Recording Contro ls .  
2 .  Cl ick  S tar t  Recording.  
3 .  Enter  a t i t le  for  the record ing.  
4 .  Se lect  Inc lude webcam v ideo in recording to inc lude l ive v ideo in the recording.  C lear  

the checkbox to omit  l ive v ideo f rom your  recording.  
5 .  Cl ick  S tar t  Recording.  When recording begins ,  Recording In-Progress  wi l l  d isp lay above 

your Publ ic  Workspace and you wi l l  a lso hear  "Your conference i s  now being recorded"  
on the phone.  

 
Q:  How do I  record a meet ing i f  I  am us ing Operator  Ass i s ted conferenc ing? 
A:  To record a meet ing us ing Operator  Ass is ted conferencing,  p lease contact  technica l  support .   
 
Quest ion & Answer  

 
Quest ion & Answer  enables co-moderators ,  presenters  and part ic ipants  to ask  text  quest ions 
dur ing a meet ing,  i f  g iven permiss ion.  Moderators ,  co-moderators  and presenters  can answer 
quest ions .  
 
 

 
 
 
Q:  How do I  know when a quest ion i s  be ing asked? 
A:  There are two ways to determine when a quest ion i s  be ing asked.  
 

1 .  When the Quest ion & Answer  feature i s  open,  quest ions are d isp layed in your Pr ivate 
Workspace.  

2 .  When the Quest ion & Answer  feature i s  not  open,  the Quest ion & Answer opt ion in the 
Meet ing Bar  wi l l  f lash.  
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Q: How do I  answer  a quest ion us ing Quest ion & Answer?  
A:  To answer a quest ion:  

1 .  In the Meet ing Bar ,  c l ick  Quest ion & Answer .  The Quest ion & Answer inter face appears  in  
your Pr ivate Workspace.  

2 .  Cl ick  a quest ion in the Quest ions Outstanding box.  
3 .  Enter  an answer in  the Answer  box.  
4 .  Cl ick  Answer  to answer the quest ion pr ivate ly  or  c l ick  Answer  to Al l  to  answer publ ic ly .  

 

Po l l ing 

 
Dur ing a meet ing you can gather  rea l - t ime feedback f rom your  part ic ipants  and publ ish the 
pol l ing resul t s .  
 
Q:  How do I  ask  a pol l ing quest ion? 
A:  To ask  a pol l ing quest ion:  
 

1 .  In the Meet ing Bar ,  c l ick  Po l l ing .  The Pol l ing inter face appears  in your Pr ivate Workspace.  
2 .  Se lect  a quest ion set .  
3 .  Cl ick  Open Pol l .  

As  par t ic ipants  answer  the pol l ing quest ion,  the ir  responses  are d isp layed in your Pr ivate 
Workspace.  When you are ready,  c lose the pol l  and publ i sh the resu l ts .  
 
Q:  How do I  create or  update a pol l ing quest ion set  whi le  in a meet ing? 
A:  To create or  update a pol l ing quest ion set  whi le  in a  meet ing:  
 

1 .  In the Meet ing Bar ,  c l ick  Po l l ing .  The Pol l ing inter face appears  in your Pr ivate Workspace.  
2 .  Se lect  e i ther  an ex i s t ing quest ion set  to edi t  or  choose New Quest ion Set  f rom the drop-

down menu to create a new quest ion set .  C l ick  Edi t  Quest ion Set .  
3 .  Create or  update the quest ion set .  
4 .  Cl ick  Save.  

 

Chat  

 
Chat  enables  you to exchange text  messages wi th a l l  par t ic ipants ,  moderators ,  co-moderators  or  
spec i f ic  par t ic ipants .  
 
Q:  How do I  chat  with part ic ipants?  
A:  To chat  wi th indiv idual  par t ic ipants :  
 

1 .  In the Meet ing Bar ,  c l ick  Chat .  The Chat  d ia log box opens.  
2 .  Choose an appropr ia te rec ip ient  for  your message.  
3 .  Enter  your message in the text  entry f ie ld at  the bottom of  the Chat  d ia log box.  
4 .  Cl ick  Send.  

 
 
Your message is  d i splayed in the upper  area of  the Chat  d ia log box.  When you rece ive a 
message,  i t  i s  posted in the same area .  
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Annotat ion 

Q:  Can I  annotate a  presentat ion or  shared appl icat ion? 
A:  Yes .  You can se lect  an annotat ion tool  to draw or  wr i te notes whi le  whiteboarding,  
present ing a document or  when appl icat ion shar ing or  browser  shar ing is  paused.  
 

 
Q:  What  i s  Meet ing His tory? 
A:  Meet ing His tory d isplays presented whiteboards ,  presentat ion s l ides  or  any other  conver ted 
document that  has  been presented in your meet ing.  
 
To v iew Meet ing His tory  in your meet ing:  
 

1 .  On the Meet ing Bar ,  c l ick  Document V iewing.  
2 .  Se lect  Meet ing His tory f rom the drop-down menu in your Pr ivate Workspace.  

Force Ful l  Screen 

For  even more contro l  over  your part ic ipants’  v iew,  you have the opt ion of  forc ing a l l  
par t ic ipants  into fu l l  screen mode.  
 
To force fu l l  screen for  your part ic ipants ,  c l ick  the force fu l l  screen icon .  To return your 
par t ic ipants '  screens to the normal  v iew,  c l ick  the force normal  icon .  

Par t ic ipant  Management 

 
Q: How do I  ass ign a new ro le or  set  custom permiss ions for  a speci f ic  par t ic ipant  dur ing a 
meet ing? 
A:  To ass ign a new ro le or  set  custom permiss ions for  a par t ic ipant :  
 

1 .  In the Meet ing Bar ,  c l ick  Par t ic ipant  Deta i l s .  A l i s t  of  par t ic ipants  appears  in your  Pr ivate 
Workspace.  

2 .  Right -c l ick  the par t ic ipant ’ s  name and c l ick  Permiss ions .  
3 .  Choose a new ro le  (co-moderator ,  presenter  or  par t ic ipant) .  

 
These permiss ions  and ro les  apply only to your current  meet ing.  
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Q: How do I  jo in par t ic ipants  into the phone port ion of  a meet ing us ing Reservat ionless -P lus?  
A:  When you s tar t  the phone port ion of  the meet ing,  par t ic ipants  are prompted to enter  a  
phone number where they wi l l  be ca l led and se lect  the ir  country of  or ig in.  You do not  need to 
manual ly  ca l l  par t ic ipants .  
 
 

           
 
 
 
 
Q: How do I  d ia l  out  to a  par t ic ipant  f rom with in a meet ing us ing Reservat ionless -P lus?  
A:  To d ia l  out  to  a par t ic ipant :  
 

1 .  In the Meet ing Bar ,  c l ick  Par t ic ipant  Deta i l s .  A l i s t  o f  par t ic ipants  appears  in your  Pr ivate 
Workspace.  

2 .  Right -c l ick  the part ic ipant ’ s  name in your Pr ivate Workspace,  then c l ick  Ca l l .  
3 .  Se lect  or  enter  a  phone number .  
4 .  Cl ick  OK.  
 
 

Q:  How do I  mute and unmute part ic ipants ’  phones i f  I  am us ing Reservat ionless -P lus? 
A:  To mute a l l  par t ic ipants '  phones ,  c l ick  the mute a l l  audio icon  in the main toolbar  at  the 
top of  the appl icat ion.  To unmute a l l  par t ic ipant  phones,  c l ick  the unmute audio icon .  To 
mute or  unmute an indiv idual  par t ic ipant 's  phone:  
 

1 .  In the Meet ing Bar ,  c l ick  Par t ic ipant  Deta i l s .  
2 .  Right -c l ick  a par t ic ipant 's  name in your Pr ivate Workspace,  then c l ick  Mute or  Unmute.  

 
 
Q:  What  i s  Request  Phone Assoc iat ion?  
A:   Request  Phone Associat ion enables moderators  or  co-moderators  to associate a web-only 
par t ic ipant  wi th an audio l ine.   
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Q:  How do I  assoc iate web-only  and audio-only  
par t ic ipants?     
A :   To associate a web-only and an audio-only par t ic ipant  
as  l i s ted in the Par t ic ipant  Task Group:  
 

1 .  Right -c l ick  the par t ic ipant ' s  name.  
2 .  Cl ick  Assoc iate .  When the part ic ipant  i s  web-only ,  

a  l i s t  o f  audio-only par t ic ipants  d isplays  and v ice 
versa.  

3 .  Se lect  a part ic ipant  f rom the l i s t .  
4 .  Cl ick  OK.  The part ic ipant  now displays  in 

Par t ic ipant  Deta i l s  as  one name with both web 
and audio .  

 
Q:  How do I  p lay the recorded name of  a  par t ic ipant?  
A :  P lay Name a l lows moderators or  co-moderators  to play the name a part ic ipant  recorded 
when jo in ing the audio ca l l  and hear  i t  through the phone.   
 
To p lay a  par t ic ipant ’ s  recorded name:  
 

1 .  In the Par t ic ipant  Task  Group,  r ight -c l ick  the part ic ipant ’ s  name.  
2 .  Cl ick  P lay  Name.  

 
Q:  How do I  rename a par t ic ipant  l i s ted in the Par t ic ipant  Task Group?  
A:  To rename a par t ic ipant :  
 

1 .  In the Par t ic ipant  Task  Group,  r ight -c l ick  the part ic ipant 's  name.  
2 .  Cl ick  Rename.  
3 .  Enter  the new name.  

 
Q:  How do part ic ipants  connect  to the phone port ion of  a meet ing af ter  they have jo ined 
onl ine?  
A :  To jo in the phone port ion of  a meet ing us ing Reservat ionless -P lus : 
 

•  I f  you have a l ready s tar ted the phone port ion,  part ic ipants  are prompted to se lect  or  enter  a 
phone number where they wi l l  be ca l led.  A l ternat ive ly ,  par t ic ipants  can d ia l  into the 
meet ing.  In the Meet ing Bar ,  c l ick  Meet ing Informat ion then c l ick  Dia l - In Ins truct ions .  Fol low 
the ins truct ions to jo in by phone.  

 
•  I f  you have not  s tar ted the phone port ion when part ic ipants  jo in onl ine,  par t ic ipants  can 

la ter  request  the meet ing to ca l l  them when you arr ive .  In  the Meet ing Bar ,  c l ick  Phone 
Contro ls .  The Phone Contro ls  appear .  C l ick  Jo in Phone Conference.  
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THINGS TO DO AFTER YOUR INSTANT OR SCHEDULED MEETINGS  

Instant or Scheduled Meetings: Run Reports 
 

Reports  are ava i lab le with in your Management Pages and a l low you to access  informat ion about  
your meet ings .  
 
Q:  How do I  generate a  report?  
A:  To generate a report :  

1 .  Cl ick  Reports  in  your  Management Pages .  
2 .  Se lect  a date range.  
3 .  Choose a report  type.  
4 .  Apply  a  f i l ter .  
5 .  Cl ick  Run Report .  

Instant or Scheduled Meetings: Access recordings 
 

Q: How do I  make my recorded meet ing ava i lab le  to others?  
A:  There are two ways to make your recorded meet ing ava i lab le  to others :  
 

1 .  Send an emai l  conta in ing a p layback l ink .  
2 .  Download the recorded meet ing and Meet ing P layer .  

 
 
Q:  How do I  send out  a p layback l ink  f rom my Management Pages? 
A:  To send a p layback l ink :  
 

1 .  Cl ick  Recorded Meet ings in your  Management Pages .  
2 .  Cl ick  the envelope icon  next  to the meet ing for  which you want  a  l ink .  You wi l l  rece ive 

a l ink  v ia emai l  and can then forward i t  to  recip ients .  
 
 
Q:  How do I  download a recorded meet ing f rom my Management  Pages? 
A:  To download a recorded meet ing:  
 

1 .  Cl ick  Recorded Meet ings in your  Management Pages .  
2 .  Cl ick  the orange arrow icon  next  to  the meet ing you want  to download.  
3 .  View conf i rming informat ion on the fo l lowing page and c l ick  Download Recording.  
4 .  Cl ick  Save in the f i le  download d ia log box.  
5 .  Se lect  a locat ion to save the recording and c l ick  Save.  

 
The Meet ing P layer  i s  needed to p layback a downloaded meet ing.  
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Q: How do I  p lay  back a  recorded meet ing f rom my Management  Pages? 

A:  To p lay back a recorded meet ing:  
1 .  Cl ick  Recorded Meet ings in your  Management Pages .   
2 .  Cl ick  the green arrow icon  next  to the recording you want  to p lay back .  
3 .  I f  the record ing i s  password-protected,  enter  the password.  
4 .  Choose your network connect ion speed by c l ick ing Low, Medium or High.  
5. Cl ick  P lay Recorded Meet ing .  The Meet ing P layer  d isp lays and the recording begins to 

p lay .  I 

PARTICIPATE IN INSTANT OR SCHEDULED MEETINGS 

Instant Meetings: Join Part ic ipants 
Q:  How do part ic ipants  jo in my meet ing? 
A:  There are two ways par t ic ipants  can jo in a Web Visua ls  meet ing:  
 

1 .  Once Web Visua ls  i s  ins ta l led,  double-c l ick  the Web Visua l ’ s  desktop icon.  
•  Cl ick  Jo in a Meet ing.  
•  Enter  the conference ID you prov ided or se lect  a prev ious ly  entered conference ID f rom 

the drop-down menu.  
•  Cl ick  Jo in Meet ing.  Par t ic ipants  are e i ther  p laced d irect ly  into the meet ing or  are 

ins t ructed to wait  for  you.  
 

2 .  An emai l  inv i tat ion:  
•  Cl ick  the meet ing l ink in  the emai l  inv i ta t ion.  I f  par t ic ipants  accepted an Out look 

meet ing request ,  they must  open the appointment  in thei r  ca lendars  and c l ick  the l ink .  
•  Enter  the required informat ion and the conference ID you provided.  
•  Se lect  e i ther  the fu l l  vers ion or  l ight  vers ion depending on indiv idual  operat ing sys tem 

and/or  bandwidth.   
•  Cl ick  Jo in Meet ing.  
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In any of  the above cases ,  when you arr ive ,  par t ic ipants  are prompted to se lect  or  enter  a 
phone number to jo in the phone port ion of  the meet ing.  Par t ic ipants  are ca l led at  th is  phone 
number and jo ined into the phone port ion of  meet ing.  

Scheduled meetings: Register Part ic ipants 
 

Q: How do part ic ipants  regis ter  for  a  scheduled event  f rom an emai l  inv i tat ion? 
A:  To regis ter  for  a scheduled meet ing:  
 

1 .  Cl ick  the l ink in the emai l  you provide.  
2 .  Enter  informat ion into the appropr iate f ie lds,  inc luding a unique username and password 

that  can be used for  future logins .  
3 .  Cl ick  Regis ter .  

 
The s tatus  of  reg is t rat ion i s  now pending your approval .  When approved,  the part ic ipant can 
jo in the scheduled meet ing.  

Scheduled meetings: Join Part ic ipants 
 

Q: I f  a  par t ic ipant  pre-regis ters  for  an event ,  how do they jo in the event  f rom an emai l?  
A :  For  par t ic ipants  to jo in a scheduled event :  
 

1 .  Cl ick  the l ink in the emai l  you provide.  
2 .  Login wi th the username and password created dur ing regis t rat ion.  
3 .  Se lect  e i ther  the fu l l  vers ion or  l ight  vers ion depending on indiv idual  operat ing sys tems 

and/or  bandwidth.  
4 .  Cl ick  Jo in Now. 

Instant or Scheduled Meetings:  Ask a Quest ion  
 

Q: How can a par t ic ipant  ask  a quest ion us ing Quest ion & Answer? 
A:  For  par t ic ipants  to ask  a quest ion us ing Quest ion & Answer :  
 

1 .  Cl ick  Quest ion & Answer in the Meet ing Bar .  The Quest ion & Answer inter face appears  in  
the par t ic ipant 's  Pr ivate Workspace.  

2 .  Enter  the quest ion.  
3 .  Cl ick  Submit .  

 
 
 
 
 


