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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 five distinct functions based on
these meeting types:

1.

Interactive Meetings — Give sales presentations, product demos, and collaborate
interactively.

HD Video Conference — Up to 30 webcams based video conferencing with 1080p and
telepresence.

Remote Support — Support PC and Mac users remotely. Mobile clients supported as
well.

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

Remote Access to Computers — Access your office or home PCs from anywhere,
anytime.

Live Streaming — Stream desktop, HD video and audio to browser-based viewers
across all platforms

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 Live streaming

Section 8 Remote Access to This Computer
Section 9 Unattended Support

Section 10 Scheduling Meetings

Section 11 Managing Profile

Section 12 Support Contact

Terminology

The following terms are used throughout this manual. In a meeting, a participant can be either
the Host or an Attendee:



e The Host is the person who initiates the meeting. The Host must have a user account in
TurboMeeting system.

e 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:
e The presenter showing their computer to all participants
e A controller controlling the Presenter's keyboard and mouse

Constraints

Here are a couple of constraints:

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



TurboMeeting Control Panel and Key Functions for Presenter
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Mute all {phones & mics of all attendees)

Open complete participant list

List of phone callers, individuatly mutable

List of participants viewing screen and webcams
'&r Participant using microphone

. Participant using phone

@ Participant using browser-only
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TurboMeeting Control Panel for Presenter



1. Setting up TurboMeeting

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

1. In a web browser, go to your meeting server web address:

@ Join Meeting
6 Host Meeting

¥ Quick User Guide

* Web Conferencing Server Management

Home Page

Click the Host Meeting link or icon.

If the download does not begin, click the “restart the download” link.

In Firefox, click “Save File” and go to Downloads.

If Downloads appears, double click “TurboMeetingStarter”

Click “Run” or “Open”. TurboMeeting downloads, installs and runs on your computer.

ok wN

Host Meeting

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

2. Run the download.

If wou 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

If TurboMeeting does not install and run, click the “use the compressed download” link.
1. Extract (or unzip) the files from the resulting zip file.

2. Execute the extracted “TurboMeetingStarter” file. TurboMeeting is downloaded, installs
and runs on your computer.



After TurboMeeting is installed, you can launch it by clicking the TurboMeeting shortcut on your
desktop or via your computer’s Start menu - Programs - TurboMeeting -> Start Meeting.

A

*r.'l'

™
TurboMeeting

TurboMeeting shortcut

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

Schedule

Email Address

Password

Meeting Server Address

[+] Rermember Me

Signing in to host a meeting



1.1. TurboMeeting Automatically Upgrades After the Server Is Upgraded

After the RHUB server is upgraded to a new version, a user’s TurboMeeting client will
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:

Setup TurboMeeting ...

Summary - average speed: 52450 kbps, total time: 1 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. iOS and Android attends can become Controller if they
joined by downloading their apps. This meeting type requires that each participant downloads
and executes the TurboMeeting client software; however, if the TurboMeeting client does not
exist on the participant’s OS, then the participant will join in a web browser.

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

*rzf
@y
TurboMeeting
TurboMeeting shortcut
2. Enter the login credentials and Sign In.

3. In the meeting control panel, click the Host icon to host an unscheduled impromptu
meeting.

@ 2 L B

Home Host Join Schedule

Interactive Meeting HD Video Conference

EF =

Live Streaming Webinar

B E

Remote Support Remote Access to
This Computer

Available meeting rooms: 10
Available participants: 387
R-HUBE

Meeting control panel
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4. Select the Interactive Meeting type

Please note that as of V7, hosting a meeting no longer gives you the option to
input a meeting subject and password! To do so you will need to schedule a
recurring meeting. See Section 10.

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

= e

Q. 8 2w

Showing my Give Change Start
e g Control  Presenter  Webcam
B < | vuteme || muear |

L!r Q RHUEB Support (Host, Me)

'\_!3' o | | &
| | *

Setup

#  Annotation @ Record

View chat history

Al v |E) Send |Z|

3, invite  1D: 1328-9762 R-HUB

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

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

11



Invite Attendees

Invite

Call attendee and say:

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

2. Click the Join Meeting button.
3. Enter the Meeting ID: 1281-4107
4, Meeting Password: No password needed
5. Conference Call:
+1 408-385-2536 [USA)
+1 408-351-1612 (USA, alternative)

Arcess Code: 2178-768

OR invite by:

’Ernail ] [t:npy ] [ JInvite Panelists

Invite attendees

12



3. Joining a Meeting

When you receive an invite from the host, open your browser and
1. In the browser’s address bar, enter the meeting server’s address
2. Click 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:
Your Mame: (the name shown in the meeting)

Join Meeting

Joining a meeting

If the meeting is a webinar, 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 MACStarter downloads.

7. If the download does not begin, click the “restart the download” link.

In Firefox, click “Save File” and go to Downloads.

9. If Downloads appears, double click “TurboMeetingStarter” or "MACStarter”.

10. Click “Run” or “Open”. TurboMeeting downloads, installs and runs on your computer
and you will automatically join the meeting.

0

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.

2. Click the Join button.

Option to join a meeting

13



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

Meeting ID
x
Meeting Password
Your Mame
Meeting Server Address
R-HUE

Details required while joining a meeting

4. C(lick the Join Meeting button.



4. Common Features

There are many features that are common to all four types of meetings. 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 can choose “Use Telephone” then call in with the provided phone number and
Access Code. Or an attendee can choose “Use Mic & Speakers” VoIP computer audio. When
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:

I | &
Use Telephone

¥ Use Mic & Speakers
Y Push to talk

L7
m
:

]

Audio Modes, Volume meters, and Speaking indicator

If "Use Mic & Speakers” is chosen, a participant can click Setup to change the volume of their
speakers or microphone or to change which device should be used as their speakers or
microphone. It is best to setup and test new headsets before joining a meeting.

Audio Settings

43 Speaker
Speaker HP (Realtek High Definition Audio) e
3
'-!J Microphone
Microphone Array (Realtek High Definition Audio) e

Automatically adjust microphone settings

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

¥ |

VoIP Computer Audio Setup dialog

15



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.

Push & Hold to Talk button

An attendee can also have the Push & Hold to Talk icon if the host pushes the right mouse
button on the attendee’s name in the Attendees list and chooses Change to push-to-talk for
that attendee. Then, the host can undo this setting by pushing the right mouse button on the
attendee’s name and choosing Change to free-to-talk.

o/ T

L g RHUEB Support {Host, Me)

@""‘ Mute

Change to push-to-talk

Change to Use Phone

Give Control
Make Presenter -
Make Panelist

Send chat message to
Send file to

Request to cpen camera

e

m
bl

', ||

Remove this attendee
-'rliE'r".' Criere T
Host right clicks attendee. Mute and Push-to-talk available

The host can also mute individual attendee’s by pushing the right mouse button on an attendee’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.

Host’s *Mute All’ attendees button

The host can minimize background noise and echo by selectively choosing any or all attendees
and muting them or by individually forcing attendee’s into Push-to-Talk mode.

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

Attendee’s ‘Mute Me’ button

The host can right mouse on each attendee’s name in the Attendees list and change their mode
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 number is provided to all attendee’s who join the online meeting. If an attendee
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

16



determine who is talking during a meeting. In the telephone tab, the host can right mouse on a
caller's name or phone number and Mute or Unmute them.

= el

Qo 8 O me

Showing my Give Change Start

g Control  Presenter  Webcam

t,, Call: +1 408-385-2536 (USA)
Access Code: 4644-503 PIN: 932#
Edit
# Annotation @ Record

View chat history

[type message here]

o T [|[E send | - |
, invite  1D: 1565-1231 R-HUE
Telephone tab and Speaking list

People who use the Conference Call humber have two commands they can enter on their
telephone’s keypad:

*2 - Raise Hand (can't toggle off)
*6 - Mute yourself (toggle on and off)

17



4.2. Paid Audio Conferencing Option

When starting or scheduling a meeting, the host can choose to use paid or free audio
conferencing services. Paid audio conferencing requires a subscription and must be
established in advance of any meetings requiring it. Paid audio conferencing services
offer toll-free numbers and dial-in numbers in more countries. Participants can join a paid
audio conferencing session by dialing any of the phone numbers which are currently
provided in 27 countries (check the current list of countries with phone numbers at
http://www.rhubcom.com/v4/web_conferencing/paid_audio_conferencing.html). Unlike
free services, paid services allow the host to start an audio conferencing session anytime
without starting the associated online meeting.

The meeting host chooses to use the paid or the free audio conferencing service by
getting in contact with the Rhub Support staff. Email is support@rhubcom.com and
phone line is +1 408 899 2830 x2. Office hours are Monday — Friday 9:30AM — 6PM
PDT

With paid audio conferencing, the system generates a unique access code which allows
the host to start a standalone audio conferencing session. Click "Invite" and then "Show
it" to see the host's access code. This “Show it” link is the only place where the host’s
access code is exposed. Email invitations and all other parts of TurboMeeting only show
the attendee’s access code.

Invite Attendees

Invite

Call attendee and say:

1. Go to the Meeting Server:
http:/ /demo2.rhubcom.com

2. Clidk the Join Meeting button.
3. Enter the Meeting ID; 1565-1231
4, Meeting Password: No password needed
5. Conference Call:
+1 408-385-2536 [USA)
+1 408-351-1612 (USA, alternative)
Access Code: 4644-503

Host Access Code: Show E’t

OR invite by:

’Email ] [ Copy ] [ invite Panelists

The hidden host’s access code for a paid audio conference

18



Note that anyone with the host’s access code can start a standalone audio session, and the
host's employer is obligated to pay for the costs. Therefore, it is important to keep the
host's access code secret. If the access code is compromised, delete the scheduled
meeting that the access code 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 conferencing, free audio conferencing only has one access code:
hosts and attendees must enter the exact same access code.

4.3. Pausing, Stopping and Starting Screen Sharing

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

Q.

Showing my

Deskiop -

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.

C.

Paused

Icon indicating that application sharing is 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.

G

Stopped

Icon indicating that application sharing is temporarily stopped

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

19



i bnlue - LEGLAT w1 EE

Welcome to TurboMaeting

Host  John [ioe
Subject  [hscums the new progec

Conforence Call:  +1408-336-2636 LG4 +1405-351-1612 (L34, abemaive
+1 403 351-1616 (U5A, akemate)

Access Code: 6733600

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

4.4. Changing Application Sharing (Windows only)

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

EP v Prirnary Monitor

C Monitor 2

Desktop
Regicn

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
list, or right mouse on the participant’s name in the Attendees list and choose Make Presenter.

20



o/ EEYE

L u RHUB Support (Host, Me)

.&""" Mute

Change to push-to-talk

Change to Use Phone

Give Control
A Make Presenter -
k Make Panelist
Send chat message to
Edl  Sendfileto

Request to cpen camera

Remowve this attendee 1]

Change

N
r 4
Presenter VIEW Crierermsees

Change Presenter options: Change Presenter button or right mouse “Make Presenter” option

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
the list, or right mouse on the participant’s name in the Attendees list and choose Give Control.

T
lve

Contral

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 the Enter key or the Send button.

21



Wiew chat history

Al T (=) Send | - |
All tHUEB
Staff (Host/Presenter/Panelist)

Minnie

Chat section of TurboMeeting control panel

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

fiew chat history

RHUB Support To Minnie :
Hella!

Chat dialogue for this meeting

You can expand the Chat dialogue into a separate, resizable window by clicking the  putton
just above the Chat dialogue:

22



TurboMeeting Chat

iew chat history

Hello!

RHUB Support To Minnie :

Minnie

@ s ][+]

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

01/31/2015 2:11:29 PM RHUB Support To Minnie:
Hello!

01/31/2015 2:21:01 PM Minnie To RHUE Support:
The phone's off the hook, but you're not!

01/31/2015 2:21:19 PM RHUB Support To Minnie:
What's wrong with me?

01/31/2015 2:21:34 PM Minnie To RHUE Support;
I must not think bad thoughts. I must not think bad thoughts.

01312018 2:21:49 PM RHUB Support To Minnie:
Im coming over ASAPIII

01312018 2:22:31 PM RHUB Support To Minnie:
Hello?

01/31/2018 2:22:43 PM RHUB Support To Minnie:
Are you still there?

01/31/2015 2:23:06 PM RHUB Support To Minnie:
minnie? Minnie? MINMIE???

Save

Chat dialogue for this meeting

4.8. Sending Files

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

e Click the menu item Tools | Send Files to open the File Transfer dialog box.
e C(lick Add Files/Folders.



File Transfer

’ Add Files/Folders

Remove

D Files/folders to send

Total File Size:
Total number of Files:

To: ’.ﬁ.]l

Send Files

File Transfer dialog

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

files in that directory are displayed.

Folder selection dialog

Select: (O L
Apache24 OpenS3L-Win32 RHUE-PHP-COMF
cygwin Perflogs RHUBZ
cygwing4 php TMRescuelisk
dev Program Files Lsers
Intel Program Files (x86) Windows
MeetingRegistration ProgramData Windows. old
MinGYW Releases
my-old-pc (#1RHUB-PHP

< >

’ Dk ] ’ Cancel

Folder Selection dialog
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e Select the files, folders, or both and click OK. They are added to the list of files/folders to
be sent.

e In the 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.

e (lick Send Files.

4.9. Recording

During a meeting, you can record the actions on the presenter’s screen and you can optionally
record the webcams being shown. If the Audio Conference settings in your RHUB appliance and
your meeting are using the "RHUB integrated free audio conferencing service”, then all audio
heard in the meeting including phone participants will be recorded.

This paragraph explains how audio gets recorded if you are using your own audio
conferencing service (not the "RHUB integrated free audio conferencing service”). If VoIP
audio is used, the voices of all TurboMeeting attendees are recorded automatically. If VOIP is not
used, the recording captures sounds via the computer’s microphone; therefore, to record the
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. There is a 2 GB size
limit for recordings, which should give you several hours of recording time depending on what is
happening on the presenter’s 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 convert it. Once the recording is on Windows, find the *.REC file (likely in
Contents\Resources\1000.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 choose “disable video recording to save size”. Disabling video recording should
greatly reduce the size of your recordings

You can slightly increase the length of time available for recordings or improve the quality of
recordings by going to the menu item Tools | Preferences, then Recording, then change the
“Record frame rate (frames per second)” setting. A setting of “1” gives you the longest possible
recording time. A setting of “24" gives you the highest number of frames per second in your
recording.
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4.10. Using Webcam

During an HD Video Conference meeting, up to 30 participants can start their web cameras, or

webcams. Each participant’s webcam video will be visible to all attendees. Starting with the 6.1
release and on, when a participant makes a recording, webcams are recorded in addition to the
presenter’s screen and any voices in the meeting.

Start
Webcam

WebCam option

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 three lines icon in the top left corner and
select 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.

# Annotation

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 “Esc” key or click the Cursor button.

e Join Meeting

Annotation Pen and Marker used to add emphasis

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

BNS 0O M X

The features include:

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

LA
"™ pen — clicking Pen brings up this chooser: 1 which allows you draw free hand,
draw a line with an arrow, and draw a straight line.

Marker or Highlighter — allows you to highlight items or text on your screen.
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. Pointer — allows you to drop a red pointer or dot on the screen.
@ Eraser — allows you to erase parts of the annotation.

D Color picker — allows you to change the color and size of your Pen and Marker.

Shows additional annotation features including “Attendees can draw”, which gives all
attendees the ability to annotate at the same time including Windows, Mac, iOS and Android app
users. Each user is assigned a different color for annotating. “Panelists can draw” lets your
chosen panelists be able to annotate. “Save Annotation” automatically saves the annotation on
your desktop. “Erase All” erases all of the annotation that you and everybody else has drawn.

4.13. Floating toolbar

The floating toolbar has the advantage of using very little of the presenter’s screen space during
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. Just hover your
mouse over the overlay to pull down the floating tool bar.

Hover your mouse over this overlay to pull down the floating toolbar

. ™ 87 £ & CH e

e Audio Webcam Participants Share Annctation Give Control Change Presenter Mare

L2 o1ses-1231 O e

Floating toolbar

4.14. Hide the Attendee List

As the meeting host, you can hide the attendee list from your attendees. Click the menu item
(three lines icon) then “Preferences”. Under “General", uncheck “Attendees can view attendee
list” and 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 menu item (three lines icon) then “Preferences”. Under
“Recording”, uncheck “Attendees can Record” and click Save.

4.16. Report for Each User’s Meetings

Each meeting host can get a list of their past meetings by starting a new TurboMeeting session
and clicking the menu item (three lines icon) then “Report”.
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4.17. Speed Type

There are three internet speed type options available in TurboMeeting that let you choose the
frames per second at which attendees see the host:

e Low Speed (Worst)
e Fast Speed
e Turbo Speed (Best)

The speed type that the host has selected is the speed type that all attendees will see when
viewing the presenter’s screen. If an attendee has a speed that is lower than the host’s chosen
speed type, the lower speed type overrides the higher one and the attendee will see the
presenter’s screen at the lower speed type. The same does not apply for higher speed types. If
an attendee has a higher speed type than the host’s speed type, he will still view the presenter’s
screen at the lower speed. To change the speed type, choose the menu item (three lines icon)
then “Preferences”. Under “Desktop Sharing”, choose the “Speed Type” option. Default speed is
set in the server management console.

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 (three lines icon) then select “Stop new attendees from joining”.

4.19. Remove Attendees

As the meeting host, you can remove attendees from the meeting. In the Attendees list, right
click the attendee’s name and choose “"Remove this attendee”.

o/ [ e ]

e g RHUB Support (Host, Me)

@"" MMute

Change to push-to-talk

Change to Use Phone

Give Control
Make Presenter -
Make Panelist

Send chat message to
Send file to

Request to open camera

Remove this attendee

VIEW Creverweemry

4.20. Request a Participant to Start their Webcam

As the meeting presenter, you can right click a participant’s name and choose “"Request to open
camera”. The participant will be provided with a dialog asking them to start (one of) their
webcam(s).
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4.21. Make an Attendee a Panelist
A “panelist” in a meeting can aid the presenter by receiving and responding to chats.
The host can make an attendee a participant by right mousing on the attendee’s name in the

Attendees list and choosing “Make Panelist”. Or the host can invite panelists before the meeting
starts by selecting the “Invite Panelists” check box in the Invite Attendees dialog.

Invite Attendees

Invite

Call attendee and say:

1. Go to the Meeting Server:
http:/ /demoZ.rhubcom.com

2. Click the Join Meeting button,
3. Enter the Meeting ID: 1565-1231
4, Meeting Password: No password needed
5. Conference Call;
+1 408-385-2536 (USA)
+1 408-351-1612 (USA, alternative)

Arccess Code: 4644-503

OR invite by

’Ernail ] [D::py ] [+] Invite Panelists

4.22. Change Language for TurboMeeting Ul

Each TurboMeeting user can change the language of their TurboMeeting user interface. Click the
menu item (three lines icon) then “Preferences”. In “General” select a language from the drop-
down list.
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Preferences

General General Settings

Desktop Sharing [] Show all TurboMeeting windows

Audic [] Remove TurboMeeting from attendee computers at the end of sessions
Video Show my desktop when a meeting starts.

Recording

[ ] Install Remote Printer

Live Streaming
Attendees can view attendee list

Email Client :

Default Email e

Language :

Enalish e
Default Language
o

Chinese Traditional
Dutch

French

L German
Ttalian
Japanese
Portuguese
Spanish

Save ] ’ Cancel

Language setting

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 an e-mail invitation. Click the menu item (three lines icon) then
“Preferences”. In “General” select 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 Mail, 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.
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| Meeting | Imset  Format Test

E m;;fﬁlg- 4 = \:}ﬂ.:r.ul:r:nm i I
EE * E’iﬂwﬂulng E é& E W Busy ‘ Tete

Cancel online Meeting 15 minakes
Invitation Fab ™ Mesling || Workspace 437 - ES Categorize - §

Ations Shiow Teamiewear Altendess Oplions = || Profing

Spelling

1 Inwitations have not been sent for this meeting,

i=1 | T |

Send Subject: | boin my Turbobdeeting session: Santa Claus is coming to town:

fecount - | Location: | Turbakleeting
Stasttime: | Sun 12282008 [~] | o0mm [w] Tt cay euert

Endtime: | Sun 122502016 3 | 2m am [w]

1. Please join my TurbohMeeting session, Sunday, December 25, 2016, 2:00 PM, Pacific Standard Time.

http://meesting.yourcompany.com/|oin?id=1777 3677 Bpassword =

Meeting 10 1777-3677
Meeting Password: Mo password needed

2, Use your microphone and speakers (WVolP - a headset is recommended). Or, call in using your telephone.

Dial:
+1 408-385-2536 |USA)
+1 405-351-15111”5\1!\., nltemathre]
+1 408-351-1615 {USA, alternative)

Access Code: 2783-711

Optional Numbers:
+43 7201-15330 [Austria)
+61 2-8015-5628 (Australia)
+32 28-08-64-70 (Balgium)
+55 11-3958-4953 (Brazil)
+1 647-557-85678 (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.

v Primary Monitor
Manitor 2

Desktop

Region

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:
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Multiple Monitor view if entire Desktop shown

4.26. Multiple Monitors for Supporter

A person that is providing Remote Support 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:

Maonitor

Maonitor 1

Maonitor 2

Desktop

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), the presenter in a meeting can start sharing their computer’s audio with their
attendees by clicking the menu item (three lines icon), then choosing “Start to share my
computer sound with attendees” option. When this feature is enabled, the presenter can play a
video that gets shared with their attendees and stream the video’s audio to their attendees. For
this feature to work, at least one of the participants in the meeting needs to choose the “Use Mic
& Speakers” option.

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 Poll link in the
user’s list of scheduled meetings. Or the host can create a poll question during the meeting by
clicking the menu item (three lines icon), then the “Poll” option.

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.
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Mew Poll

Question (123 character Max)

| What is the meaning of life? |

Responses (Up to 64 characters per response)
1. | I don't know

2, | Serve God

4. | Procreate

|
|
3. | Maximize your happiness |
|
|

5. | There is none HA HA HA!

Response Type
{®) One response only

() Multiple responses

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:

What is the meaning of life?
Flease select one choice:
(@)1 don't know
() Serve God
ID Maximize your happiness
i) Procreate
i) There iz none HA HA HA!

Attendees voting window

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’s “"Manage Poll” window provides a Close Polling link. (A Start Polling link initially
appears where Close Polling appears below).
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Manage Poll

Manage Polling Questions New Question | Sawve Result
Meeting ID: 1302-2103 Subject:
Question and Response Votes Action
What is the meaning of life? 0 Vote Edit | Delete
I don't know
Server God
Maximize your happiness Close Polling
Procreate

I dont know HA HA HA!

The host’s “Manage Poll” Interface

After the host closes the polling, the host sees a Share link where the Close Polling link 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 Share link to close each attendee’s “Polling result” window.

Polling result

What is the meaning of life?

()1 dor't know
I (00

() server God

0%
O Maximize your happiness

0%
i) Procreate

0%
()1 dont know HA HA HA!

0%

The attendee’s “Polling result” window
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4.29. Push URL to Attendees

LRL

all b ‘ = Send — google.com|
(& sens ] Send Q&A to Al |
’+ Invite 1D 1302-2103 M_ Push URL ‘

“Send Q&A to All” and “Push URL" options

The presenter can push an URL or web page that opens up in a browser on each attendee’s
computer or device providing that the attendees have joined interactively. The circular button on
the bottom right of the control panel contains the “Push URL" feature.

4.30. Send Q&A to All Attendees

The presenter can send a question and answer to their attendees. The attendees see the
question and answer in their chat window. The circular button on the bottom right of the control
panel contains the “"Send Q&A to All” feature.

Send C8A to All

Question

What is the meaning of life?

Answer

42

View chat history

RHUB Support To All :
Question : What is the meaning of life?

Answer : 42

“Send Q&A to All” and attendee’s view of Question and Answer in their chat window
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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 host’s TurboMeeting and its associated windows since these windows
are treated as transparent. To expose the TurboMeeting control panel and associated windows,
click the menu item (three lines icon) then “Preferences” and under “General” check “Show all
TurboMeeting windows” and click Save.

Preferences

General General Settings

Desktop Sharing Show all TurboMeeting windows

Audio [ ] Remove TurboMeeting from attendee computers at the end of sessions
Video Show my desktop when a meeting starts.

Recording

[] Install Remote Printer

Live Streaming
Attendees can view attendee list

Email Client :

Default Email w
Language :
Enalish w

Save ] ’ Cancel

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 a meeting session. Click the menu item (three lines icon)
then “Preferences” and check “Remove TurboMeeting from attendee computers at the end of
sessions” and click Save.

4.33. Show Presenter’s Desktop When Meeting Starts

As the meeting host, you can start every meeting in a Paused state by clicking the menu item
(three lines icon) then “Preferences” and un-check “"Show my desktop when a meeting starts”
and clicking Save.

4.34. Remote Printing (Windows only)

Remote printing is the ability to print directly from the host’s Windows computer to a printer of
the attendee’s choice on the attendee’s network. This is useful if the host is printing from an
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application that is not installed on the attendee’s computer. To enable printing to an attendee’s
printer, click the menu item (three lines icon) then “Preferences”, check “Install Remote Printer”
and click Save. Then, open the file to print and select Print. Choose the TurboMeeting Printer
and click OK. The print job automatically gets transferred to your attendee’s computer, and as
with a normal print job, your attendee uses their Print interface to decide where to print it.

Attendees can print their content on your printer also. You need to let them install remote
printer. If the attendee is a supportee whose client runs in the service mode, you need to click
the TurboMeeting (or TurboSupport) icon on his desktop, start TurboMeeting and install remote
printer from there. This will install the printer under the end user profile.

¥ 2
Print :
Printer
Mame: FH:I TurboMeeting Printer W 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
() Pages: 1 1 Collate
Type page numbers and/or page
ranges separated by commas counting
fram the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—pds3
Print what: | Document w  Zoom
Print: All pages in range W Pages per sheet: 1page 4
Scale to paper size: | Mo Scaling W

Choose TurboMeeting Printer to send print job to attendee’s Print interface

4.35. Setting Attendees Default Audio Mode

As the meeting host, you can set the initial audio mode of your attendees by going to the menu
item (three lines icon) then “Preferences” and under “Audio” change the value of “Default
attendee audio mode” to “Use system default”, “"Use computer mic & speakers” or “Use
Telephone”. If an attendee changes this setting, the attendee will use their newly saved setting
in the future.

4.36. 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 menu item (three lines icon) then
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“Preferences” and under “Desktop Sharing” change the value for “Optimization” to “Fastest
Speed” or “Least bandwidth & best stability”.

4.37. Attendees Can Zoom Their View of the Presenter’s Screen

A TurboMeeting attendee can zoom in or out their view of the presenter’s screen to set
percentages anywhere between 50% and 400%. By default, the zoom is set to “Fit to Screen up
to 100%". “Fit to Screen” makes the viewer window as wide or as tall as the monitor will allow
the viewer window to be. If the attendee chooses either of the “Fit to Screen” options, then the
viewer window is full-resizable by dragging one of the windows corners.

Con ~ 0 x |

Vally Fit to Screen Up to 100%

. Fit to Screen
E 100%

0%
80%%s

Attendee can zoom in our out of their view

4.38. Attendees Can Ask to Become Controller or Presenter

A TurboMeeting attendee can ask the current presenter if they can control the presenter’s screen
or if they can become the new presenter. Both “"Request to control the presenter screen” and
“Request to present my desktop” are in the attendee’s menu item (three lines icon).

Preferences
Send Files

Request to control the presenter screen
Request to present my desktop

Send log files to manufacturer support
About TurboMeeting...

Exit

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.

H W

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

5.3. Host Layout Options and Features

The host can enter HD Video Conferencing mode by starting an “HD Video Conference” meeting
or by clicking the HD button in the webcam window during an “Interactive” meeting. During HD
Video Conference mode, up to 30 TurboMeeting attendees can display the video from their
webcams by clicking the “Start Webcam” button.

Start Webcam

RHUB Support (Me)

Mag| num §
Multi-Party video conference with up to 30 attendees’ webcams

From the HD Video Conference interface, the host 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
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IEI 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
webcam. It allows the host to stop someone’s webcam or to make
that participant become the spotlight webcam.

r Make spotlight
Stop

Below is an HD Video Conference view when one webcam is the spotlight while the other
webcams are on the right. Note that the host’s controls described above will disappear (as
shown below) if the host’s mouse does not move for 5 seconds.

HD Video Conference with one webcam as the spotlight and other webcams on the right

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 switch to HD Video Conferencing
mode.
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M 1302-2103

innie

- 2
x W

Magnum

Presenter’s Webcam window during screen sharing mode with HD button in upper right corner

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.

Magnum £ “

Telepresence showing webcams when no screen sharing is occurring

Each participant can enable Telepresence by clicking the menu item (three lines icon) then
“Preferences” and under “Video” check “Enable Telepresence” and click Save. This change must
take place before joining or starting a meeting.
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Preferences

General Video Settings
Desktop Sharing
Viewer type
Audio
oo Collaboration mode - all participants see each other b
Rty [] Display my webcam in mirror image
Live Streamin
. Enable Telepresence
Save ] ’ Cancel
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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 attendee’s computer as soon as the attendee joins the
meeting. In addition, this 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.

H W

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

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 your team 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) > Programs (or Apps view) >
TurboMeeting > 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 panel 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.

— ==

Supporter or Supportee?

Select a role to join this remote support session:

{®) I want my computer to be supported

()1 want to work with the meeting Host to support other

Options to join Remote Support Meeting

5. If you choose “I want my computer to be supported” you will have to choose what level
of access you want to give to the person supporting you

Join Meeting

Do you allow the support host to:

{®) Control and view your computer

O View your computer only

Options to give control to person supporting you (supporter)

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 Presenter 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 reboot the attendee’s computer during the
support session.
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To reboot the attendee computer, the host simply clicks the Reboot button via the floating tool
bar (access by hovering your mouse over the little black overlay) and chooses the reboot mode:
“Reboot” or “Reboot to Safe Mode”.

@® ] (9]

Reboot

—

File Transfer

.

Audio

Webcam

Change Presenter More

&
Participants Record Send Ctrl + Alt + Del
L1960 S

11

The view window of the remote support host

6.6. Closing Remote Support Session and Locking Computer

There are situations where the attendee is not available at the system throughout the support
session. If the host finishes work on the remote computer, the host can click the Close & Lock
button. This will close the remote support session and, as a safety measure, lock the attendee’s
computer. The result is that the attendee’s computer will display the Windows Login screen if
their computer is running Windows.

6.7. Remote Support One-to-One File Transfer

During a support session, you as the host may want to transfer files from your computer to the
attendee’s computer, or vice versa. To transfer files, the host clicks the File Transfer button in
TurboMeeting. The host then chooses which files and folders to transfer and which direction to
transfer the files. For security reasons, a warning message is displayed if the host tries to
transfer a file from the attendee’s computer.

The File Transfer dialog allows the supporter to transfer files from mapped drives. And the File
Transfer dialog allows supporters to create new folders on remote computers.

TurboMeeting File Transfer

| [Local]: C:\Users\Mao'\Desktop | [Remote]: C:\Users\Bruce Maigatter\Desktop
[ Deskton HEODEEE [ Desktop HEOEEE
File Name Size Last Modified File Name Size Last Modified  *
(CQHyperTerminals.2 12/11/17 16:29 i 10/02/17 10:57
[Zdwin-a32-unpacked 11f22{17 12:02 [Z16.0 TurboMeeting 01/04f18 14:30
[E] Adobe Connect.lnk 1008 10f16/17 09:59 [Z16.1.2 TurboMeeting 09/22/17 15:49
[} BitTorrent.Ink 914 08/22/17 12:49 [CA's pictures 0719/17 17:38
) beveloper Command Prompt for V5... 2020 112717 1401 [ZJ AndrewCampbellvideos 11/16f16 10:34
[} disconnect-wing+10.bat 655 09/08/17 14:59 [_Barry Communications S5L 03/03/17 18:57
[5) Edipse Java Oxygen.nk 1087 08(22/17 12:45 [CHookDLL 01/18/17 16:32
B GoMeethow.Ink 2172 012918 12:15 (ELog 04/10/17 10:17
5] GosSupparthow. Ink 2211 122817 13:33 [CdremoteAccessReport_files 04/07/17 09:28
[E) Liquidsky.Ink 934 11f03f17 14:06 [Cdreview sites 06/20f17 17:14
[ M Admin.Ink 1277 110817 10:33 ([ sipdient 02/14/17 17:53
[E) Mxmeeting.Ink 2275 08/30/17 13:55 [ sipdient_saved 07f14f16 16:21
[ nativelog, tut 1265 122517 23:33 [Z] taxsmart_vcnmac 11/10f16 16:05
[E) rhub-edipse .exe.Ink 683 09/20/17 14:50 [C0 teproute 08/05/16 15:34
[ spotify.Ink 1840 08/22/17 13:09 ([T testaudiodev 07/14/15 16:43
[ test - Sherteut.Ink 2144 09/05/17 09:40 v ([ ttanet 07/29/16 12:35 v
< > < >

File Transfer window during Remote Support session
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7. Webinars

The Webinar meeting type allows you (as the host) to conduct easy and reliable webinars.
Attendees can join the webinar without downloading the TurboMeeting client and view the
presenter’s screen using “view-only-mode”. Meanwhile, you can invite a few panelists who must
join the webinar interactively. Meeting panelists can become presenters and show their computer
screens to all the meeting participants, which is different from view-only attendees.

Attendees do not have the ability to hear the meeting using their computer’s microphone and
speakers, which means they must call into the provided audio conference number.

Webinar registration and management pages are provided for you. See our Administration
Manual for details on these pages.

7.1. Starting a Webinar

Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop
Click the Host icon

Enter your Email Address, Password and Meeting Server Address and click Sign In.

Click the Host icon to host an impromptu meeting.

v A W=

In the next step, choose the Webinar meeting type.

7.2. Inviting Attendees
To invite attendees:
6. Click the Invite button.
7. Click Email to mail the URL to the invitee or click Copy and paste the URL to the
attendees via online messaging tools.
7.3. Joining a Webinar

The meeting invite you receive from the host will contain a clickable URL embedded with the
meeting ID. Go to the specified URL to join the webinar.

Alternatively, you can go to the meeting server website, click the Join Meeting button and then
fill in the Meeting ID, Meeting Password and Your Name to join the webinar.

Attendees must call into the provided audio conference number and specify the access code.
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7.4. Inviting Meeting Panelists

In the webinar mode, the host can send a clickable link to join the meeting to attendees via
email. The attendee who joins the webinar - by clicking the link - can also become an interactive
attendee by clicking the Switch to Interactive Meeting button. After the attendee clicks this
button, TurboMeeting will start automatically if it is installed or automatically download and get
installed and the attendee will automatically join the meeting:

\ Switch To Interactive Mesting !

Switching to interactive meeting

The host can assign an interactive attendee to be the presenter. All attendees including the host
will be able to see the new presenter’s screen.
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8. Remote Access to This Computer

Using the Remote Access meeting type, you can allow your Windows or Mac computer to be
remotely controlled at any time. For example, the host computer (designated as the remote
computer) in location A can be controlled by an attendee computer in location B. The
TurboMeeting client should be installed in both the computers.

Host (remote computer) at Location A

< R

emote Control

-

=3

N 4

6&

( /‘Q\\

Attendee at Location B

You have to host a remote access meeting in the computer at location A before another
computer at location B could access this particular remote computer.

Some of the features of this meeting type are:

8.1.

Follow the following steps for the computer at Location A:

1.

SAREEST

Always on after power recycled: The connection to the remote connection is restored
even if there is a power outage at the remote location

Meeting password encryption cannot be reverse engineered: The meeting password is
encrypted superbly; there is no decryption algorithm available to determine this
password.

Auto-reconnection: The TurboMeeting client automatically verifies the connectivity
every two seconds. If the connection is dropped for any reason, the client attempts to
restore the connection.

Starting a Meeting for Remote Access

Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop
Click the Host icon and, if asked, enter the login credentials and Sign In.

In the next step, choose the Remote Access to This Computer meeting type.
Enter the meeting Password. The Password is mandatory.

Click Continue. This control panel displays the Attendees and the Meeting ID.
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8.2. Remotely Accessing my Computer

After you start a Remote Access meeting at Location A, you can now join the meeting from
anywhere (Location B) to remotely control the computer at Location A.

e Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop
e Click the Join a Meeting icon

e Fill in the Meeting ID, Meeting Password, Your Name. In this type of meeting, the
Password is mandatory.

Note that you have to remember the meeting password. There is no way to recover the meeting
password.

After joining a Remote Access meeting, you can perform the following remote tasks in addition
to the remote control and file transfer by pulling down the floating tool bar (hover your mouse
over the little black overlay):

e Control the task manager of the remote computer

e Reboot the remote computer

L LV ®e - 0 ]

&  File Transfer Audio Webcam Participants e Send Ctrl + Alt + Del Reboot Change Presenter More

Option to reboot the remote computer

For example, if you click Reboot, the remote computer is rebooted upon confirmation.

B Reboot

Are you sure you want to reboot the remote computer?

Cancel

Confirmation for rebooting a remote computer

Note that even if you exit the TurboMeeting application from your computer at location B, the
TurboMeeting client will still work on the remote computer at location A. This allows you to
access the computer (in location A) from other places and at different times.

You can use the zoom option to Fit-to-screen to fit the screen of the remote computer to the size
of your screen. In addition, the zoom option can show the remote computer’s screen as a certain
percentage of its original size.
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9. Live Streaming

The Live Streaming meeting type allows you (as the host) to conduct live streams. Attendees
can join the webinar without downloading the TurboMeeting client and view the presenter’s
screen using “view-only-mode”. Meanwhile, you can invite a few panelists who must join the
webinar interactively.

Attendees can only hear the audio from the stream and do not have the ability to call into
meeting.

Webinar registration and management pages are provided for you. See our Administration
Manual for details on these pages.

9.1. Starting a Live Stream

Launch TurboMeeting by clicking the TurboMeeting shortcut from the desktop
Click the Host icon

Enter your Email Address, Password and Meeting Server Address and click Sign In.

Click the Host icon to host an impromptu meeting.

vi A WD

In the next step, choose the Live Streaming meeting type.

9.2. Inviting Attendees

To invite attendees:
6. Click the Invite button.
7. Click Email to mail the URL to the invitee or click Copy and paste the URL to the
attendees via online messaging tools.

9.3. Joining a Live Stream

The meeting invite you receive from the host will contain a clickable URL embedded with the
meeting ID. Go to the specified URL to join the live stream.

Alternatively, you can go to the meeting server website, click the Join Meeting button and then

fill in the Meeting ID, Meeting Password and Your Name to join the webinar.
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9.4.

Inviting Meeting Panelists

In the live streaming mode, the host can also invite meeting panelists who will join the meeting
via the Turbomeeting application. The panelists join the meeting as an interactive meeting. This
feature makes Rhub'’s live streaming unique in that the program live streams an interactive

meeting. Viewers who join on their browser can see the presenter’s screen and hear all the audio
coming from the interactive meeting.

The host can invite panelists by clicking Invite (in the bottom left corner) and selecting the

“Invite Panelists” check box.

Invite Attendees

Invite
Call attendee and say:
1. Go to the Meeting Server:
http:/ {demo2.rhubcom.com f smid=
12706249
2. Clidk the Join Meeting button.
3. Enter the Meeting ID: 1270-6249
4, Meeting Password: No password needed
5. Conference Call:
+1 408-385-2536 [USA)
+1 408-351-1612 (USA, alternative)

Access Code: 1344-076

OR invite by:

’Ernail ] [ Copy ] [+] Invite Panelists
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10. Unattended Support

Unattended Support is a support session that occurs when the supportee, a person with a
Windows or Mac computer that is being supported, is not present when their computer is
receiving support. An Unattended Support session works exactly the same as a "Remote Access
to This Computer” meeting.

To enable an Unattended Support session (or meeting), the supporter first starts a Remote
Support meeting.

On the supportee’s system, the supportee clicks the link in the email the supporter sent or goes
to the meeting server’s web site, clicks Join Meeting enters the generated meeting id, password
and name to join this Remote Support meeting.

=— =
Home Host Join Schedule
Meeting 1D
X
Meeting Password
Your Mame
Meeting Server Address
R-HUE

Supportee joins the Remote Support meeting
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The supportee should accept the default answers: "I want my computer to be supported” and
“Control and view your computer”:

Join Meeting

Supporter or Supportee?

Select 2 role to join this remote suppart session: Do you allow the support host to:

Control and view your computer
(®) I want my computer to be supported ® ¥ R

O View your computer only
()1 want to work with the meeting Host to support other

Supportee allows supporter to Control and view your computer

If the supportee is not a Windows Administrator, the "Run as Admin” option appears on the
supportee’s TurboMeeting control panel. Click the “"Run as Admin” icon and specify a Windows
Administrator’s Name and Password for the supportee’s computer:

Start Webcam

Input Administrator Logon

Please input the login name and password of the administrator
to enable Remote Support/Remote Access meeting

Domain: WORKGROLP W
Admin Mame:

Admin Password:

o Jl@ s i+

ID: 1074-6527 R-HUE

For Windows non-Admin users, specify an admin name and password

If you are specifying a local admin account, it may be best to specify a period for the Domain
field: .
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On the supporter’s computer, choose Tools | “Change to unattended support session”:

Preferences

Push-to-talk All
Start Webcam

Get remote computer system information

— Start to blank remote screen

5 Change to unattended support session
1

Poll

Stop new attendees from joining

Stop attendees from opening webcams

Send log files to manufacturer support
About TurboMeeting...

Lock & Close
Exit
i A

Supporter changes to unattended support session

The supporter must enter a Computer Name for the supportee and a Meeting Password:

Change to Remote Access

Computer Name

Meeting Password

| |
o

Supporter enters supportee’s computer name and a meeting password
The supportee must accept that the supporter can provide unattended support:

L Change to Remote Access

Do you allow this computer to be accessed permanently by the
supporter?

Yes Mo

Supportee should accept that the supporter can provide unattended support



This meeting has how become a Remote Access meeting. From now on, the supporter will be
able double click the meeting ID to access this meeting from their Active meeting list:

Join Schedule

Scheduled | Active l

0O Search x| €
Meeting ID Subject/Computer
1714-1472 aaa

Right dick & meeting to stop it
R-HUB

Supporter will always see this Remote Access meeting in their Active list



11. Scheduling Meetings

There might be instances when you have planned a meeting earlier and want to inform the

invitees in advance. In such cases, you can schedule the meeting using the Schedule Meeting

option.

10.1. Scheduling a Meeting

To schedule a meeting:

1. Log into TurboMeeting.
2. Click the Schedule icon.

A &2 2

Home Host Jain

Meeting Type:
(®) Interactive Meeting
{_JHD Video Conference
() Live Streaming
() Webinar
O Remote Support
O Remate Access to This Computer

- X

Schedule

Subject: |

Passwaord; |

LI eoeee@

Conference Call

Date/Time:
|:| Recurring Meeting

Date: | 2/ 2/2018 Dvl

Start: |06:00 PM [ End: [07:00 PM 3

Security:
[] 7o be published
Attendes Emails:

[ ]required

Scheduling meetings

3. Select the Meeting Type.

o

R-HUB
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4. Enter the Subject of the meeting.

Enter the Password, which is optional for all meeting types except Remote Access to
this Computer.

6. Select the Date.
Select the Start and End time.

8. Select Recurring Meeting to schedule a recurring meeting. If this option is selected,
the Date and Time options are disabled.

9. Click Submit.
When you login to TurboMeeting next time, the scheduled meetings and the details are
displayed.
10.2. Editing a Scheduled Meeting
To edit a scheduled meeting:
1. Click the Edit link of the respective meeting.
2. Make the necessary modifications.
3. Click Submit.

10.3. Starting a Scheduled Meeting

To start a scheduled meeting, click the Start link for the respective meeting.

10.4. Deleting a Scheduled Meeting

To delete a scheduled meeting, click the More option, then the Delete option for the meeting
you would like to delete. Click Yes to the dialog asking if you want to delete the meeting.

B TurboMeeting

o Are you sure you want to delete the meeting?

Dialog asking if you want to delete the scheduled meeting
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10.5. Transfer a Scheduled Meeting to a New Host

Before a meeting starts, the host of a scheduled meeting can transfer the meeting to another
host. This is helpful if the original host will not be available to host the meeting. Note that the
RHUB system administrator can also transfer a meeting to a new host.

= - X

® 2 & &

Home Host Join Schedule

Scheduled [.ﬁ.cﬁ'-xe ]
1. Reaurring (ID: 1100-1667)

Secret Project
Start  Inwite Edit Mare. Il
Manage and Update Registration
[ Pall
T
Delete

Transfer Meeting

Transfer Meeting 1100-1667 to;

Email Address

Transfer scheduled meeting to a new host
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12. Managing your Profile

Note that LDAP users cannot edit their profile. Follow these steps to manage your profile:
1. Log into TurboMeeting.
2. Click the menu item Tools then Edit Profile.

= - X

A & & @

Harne Host Jair Schedule

Edit Profile

First Mame | |

Last Mame | |

E-mail | |

Passward | |

Re-enter Password | |

Phone Mumber | |

Managing profile
Edit your First Name, Last Name, and E-Mail.
Provide a Password and Retype your password to confirm it.
Specify your Phone Number.
Click Submit.
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13. Support Contact

If you purchased the TurboMeeting Appliance from a RHUB value-added reseller, please contact
them for support. If your reseller is not able to provide you adequate support, your reseller will
contact us or you can contact us directly.

RHUB Communications, Inc.
4340 Stevens Creek Blvd.

Suite 282

San Jose, CA 95129

Tel: 408-899-2830 extension 2
Fax: 408-516-9612
support@rhubcom.com
http://www.rhubcom.com
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