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1. Overview

Welcome to the world of VidyoConferencing™. When we were kids a lot of the magazines we read predicted that by now we’d
be commuting to work in personal helicopters or jet packs, or living in underwater cities and that we’d be communicating
with people down the street or across the world with high quality audio and video connections.

Well we’re still waiting for affordable personal helicopters, we’ll probably never have practical jetpacks and nobody we know
is building a home under the ocean. But the good news is that the age of high quality audio/video teleconferencing and per-
son-to-person (what we call point-to-point) calling has arrived. And Vidyo makes it possible.

Your organization has decided to join the revolution using Vidyo’s products and services. The purpose of this guide is to in-
troduce you to the tools you’ll use and explain to you how they work.

Your VidyoPortal™and VidyoDesktop™ enable you to have audio/video teleconferences with other users in your organiza-
tion. Your VidyoPortal is a series of web pages that allow you to start audio/video meetings and invite others to join your
meetings.

You have your own private room (think of a virtual cubicle or office) to which you can invite other users and you can accept
invitations to other meetings in other rooms. In addition to group meetings you can also initiate and accept invitations to
point-to-point (one-on-one) Vidyo calls. There’s also a provision to allow guests (people outside your organization like a cus-
tomer or vendor) to be granted limited use of the system. (For example guests can’t initiate calls or conferences—they can
only accept invitations to them.)

Your system may also have a number of Public Rooms. Think of these as virtual conference rooms. One might be used for a
weekly sales meeting, another for international conferences and so on.

A Personal VidyoPortal

& Auric Goldfinger (0987) | %

Select from list or Enter name to call Call Direct

i) My Contacts

# My Room

Your VidyoPortal provides a consistent look and feel that’s compatible with:
Internet Explorer, Firefox and Chrome for Windows
Firefox and Safari for Macintosh

In all cases Adobe Flash needs to be installed for the browser you’re using. The Flash plug-in is probably already installed in
your browser. If not, you can download it for free from the Adobe.com site. (Or more likely, your system administrator will
make sure your browser has it.)

You can also access your VidyoPortal without using a Web browser. We’ll get into that later on.

The part of the system that allows you to view and hear other meeting participants is your VidyoDesktop. This is a program
that runs on your desktop or laptop computer (there are versions for Windows and Macintosh). You can divide the Vidyo-
Desktop screen so you can see as many as eight other people at a time (which some of us call the Brady Bunch mode). Turn
on Self-View and you can see how others see you. You can also control other aspects of your meetings. For instance, you can
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also share an application window (what you see in a program running on your machine, like a PowerPoint slide or some pro-
gram your company has developed in-house).

A VidyoDesktop in Action

There are many optional components to the system your organization may have purchased or licensed.

VidyoGateway enables interconnection with older conferencing systems and enables people to participate in
VidyoConferences in voice-only mode from cell phones and landlines.

VidyoReplay enables you to make audio/video recordings that you and others can watch on demand from the Vidyo-
Library. You can also use it to record live VidyoConferences for later viewing on demand.

If your organization uses Microsoft Outlook, Microsoft Lync or IBM’s Lotus Sametime it can integrate them with
Vidyo system so you can use those programs to access your Vidyo system’s capabilities.

If your organization’s system has any of these options you’ll be provided with the appropriate information in order to use
them.

Note: This guide is distributed as a PDF file. If you are reading this guide on your computer screen, page references in light
blue are clickable links that take you to the page referenced.

To access your VidyoPortal someone in your organization will give you a URL (web address) where you can login with your
username and password (which will also be provided to you). As usual, when you’re assigned a password, one of the first
things you should do is change it.

You’ll get access to your VidyoDesktop in one of three ways:
It may already be installed on your computer.

Your system administrator may give you an address from which you can download the installer. Then you can install
it yourself. Don’t worry. It’s real easy.
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Your company may have a system that enables them to “push” software to your machine so the software can be in-
stalled remotely.

This guide describes the features of your VidyoPortal and VidyoDesktop. You’ll learn how to:
Initiate a meeting
Join a meeting
Place a direct (point-to-point) call to any user in the system
Easily search for any user by typing in the search field
Invite someone to a meeting
Control a meeting
Manage your personal contacts list: My Contacts

Change settings



2. Recommended/Minimum Requirements

SUPPORTED OSes

Windows XP, Vista and Windows 7 (32- and 64-bit)

Macintosh OS X 10.5 Leopard and later (Intel CPUs only)

RECOMMENDED CONFIGURATION (ENCODES HD AND DECODES UP TO HD)

Windows 7

i7 based system

Core 2 Quad with DDR2 or DDR3 memory
Hyper-Threading Technology

2 GB or more RAM

256 MB or more video RAM (VRAM)

40 MB of free hard disk space

RECOMMENDED CONFIGURATION (ENCODES SD AND DECODES UP TO HD)

Windows XP SP2

Core 2 Duo 2 GHz
Hyper-Threading Technology
2 GB RAM

128 MB video RAM (VRAM)

40 MB of free hard disk space

MINIMUM CONFIGURATION (ENCODES CIF AND DECODES UP TO SD)

Windows XP SP2

Pentium 4

1Gb RAM

128 MB video RAM (VRAM)

40 MB of free hard disk space

WEBCAMS:

Recommended

Logitech HD Pro Webcam C910 - Encodes up to HD
Logitech Pro Bg1o0 HD Webcam - Encodes up to HD
Logitech Webcam Pro 9ooo - Encodes up to HD

Logitech Quickcam Pro 9ooo - Encodes up to HD
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Logitech Webcam Pro C9o5 - Encodes up to HD

Logitech Quickcam Pro for Notebooks - Encodes up to HD
Logitech QuickCam Orbit/Sphere AF - Encodes up to HD
Logitech QuickCam Vision Pro - Encodes up to HD
Creative Live! Cam Socialize HD - Encodes up to HD

Note: It’s a good idea to go to the manufacturer’s website and read some online reviews before purchasing any
webcam. Some can achieve HD quality only by lowering frame rates.

Supported
Apple iSight (Built in Webcam)

Logitech Webcam HD C310

Logitech Webcam Cé600

Gigaware 2.0MP PC Camera

HP Elite AutoFocus

Globalmedia iREZ K2r Webcam

Microsoft MS Lifecam NX-6000

Hercules Dualpix Infinite

Liquid Digital Solutions aGent V4 HD
USB HEADSETS

Recommended
Microsoft Lifechat LX-3000

Plantronics DSP-400 (Use with included DSP adapter 02.)
Cyber Acoustics AC-840, AC-850

Supported
Microsoft Lifechat ZX-6000 Wireless Headset

Logitech ClearChat Comfort USB
Logitech ClearChat PC Wireless
ECHO-CANCELLING SPEAKERPHONES

Recommended
ClearOne Chat 50, Chat 60

Plantronics Calisto 420

Phoenix Duet Executive
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Yamaha PJP-20UR, PJP-25UR
(Jabra) Jabra SPEAK 410
(Konftel) Konftel 300

Supported
ClearOne Chat 150

How to Get The Best VidyoConferencing Experience

The VidyoConferencing system is designed to work through all sorts of network and endpoint (e.g., your computer) deficien-
cies and still deliver quality audio and video. However, we’ve discovered a few things you can do to help ensure you get the
best possible experience. Here are some tips we think you’ll find helpful:

Use a wired network connection when possible and disable wireless (802.11 b, g, n).
Use recommended audio/video devices to prevent echo and other audio/video issues.

Plug each device (camera, microphone etc.) directly into one of your computer’s USB ports whenever possible rather
than a USB hub (whether it’s one you added to your computer, is built into your flat panel monitor or is built into
your laptop’s docking station).

If you’re using a laptop avoid running on battery—it reduces performance and video quality.
If your computer has a Power Plan (All Windows and Mac laptops do) choose “High Performance.”

Make sure you have the latest drivers (like your DirectX video driver if you’re a Windows user) for the devices you use
during VidyoConferencing (camera, microphone etc.).



3. Definitions

As a new Vidyo user, it’s helpful to have a basic understanding of the terms we use.

Destinations

Places where you can interact with the VidyoConferencing System:

VidyoPortal — This term can be a little confusing. We refer to the server that provides audio/video communications
services as the VidyoPortal. But we also refer to the pages you use to set up your software and do other tasks as
your VidyoPortal. Your VidyoPortal may appear in a web browser window or tab or simply a free floating window on

your screen.

VidyoDesktop — The Vidyo software client (application) running on your local computer, enabling you to participate
in direct point-to-point (one-on-one) video calls and to participate in video conferences. You see and hear others us-
ing your VidyoDesktop and they see and hear you. There are VidyoDesktop versions for Windows and Macintosh.

VidyoRoom — Not a physical room. It’s the dedicated Vidyo appliance that’s often used in a physical conference

room.

Users

Anyone who uses the system is a user. There are six types of users:

These are the
technical experts who
run the system.

You are here =

These are for VIPs

Super Admin — Has administrative privileges and is responsible for general
portal configuration including network settings, components configuration,
maintenance (backup and upgrades), tenant configuration and global settings.
In a multi-tenant system, has full administrative privileges above the tenant
admin and all regular tenant admin rights.

Admin/Tenant Admin — Has administrative privileges. Can add, delete, man-
age users, set up public rooms and set up groups (define maximum partici-
pants and bandwidth for users).

Operator — Can manage meeting rooms and normal users.

Normal —Most users are Normal users. If you’re a Normal user you can join
VidyoConferences hosted by others, host and control your own VidyoConfer-
ences and place point-to-point (one-to-one) video calls and voice-only calls.
You can change own password, set your own PIN code that invitees have to en-
ter to join your VidyoConference and more. You also have your own VidyoPortal
(set of Web pages), which include a “room” where you can host VidyoConfer-
ences. This guide is all about Normal users.

Executive Desktops — Let’s say your system has 100 VidyoLines and five Execu-
tive Desktop user licenses. Even if all 100 VidyoLines are in use your five Exec-
utive Desktop users can still use the system. An Executive Desktop user is nev-
er denied service due to lack of shared VidyoLine availability. Executive Dektop
user licenses are ideal for critical applications like executive use, emergency
medicine, emergency management, real-time financial markets and so on.
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VidyoRoom — This is not a physical room. It’s a teleconferencing appliance

This is a “user” that’s (purpose built hardware running our custom software) that’s usually placed in

actually a system an actual conference room. It’s the dedicated Vidyo endpoint appliance. It has

used in conference the same rights as a normal user. In fact a VidyoRoom is the only device that’s

rooms. also a user. (VidyoRooms are commonly called simply “room systems” for
short.)

Legacy — Devices such as ordinary cell or landline telephones or conferencing
systems that use old-style H.323 and SIP-based videoconferencing methods. A
legacy device has no personal room. (Working with legacy devices requires an

optional VidyoGateway™ component be installed in your system.)

This is stuff we don’t
make but can work
with anyway.

Your system may enable you to invite “guest users”. Guest users are people you can invite to a meeting but who are not reg-
istered with the system (perhaps a customer or vendor). You invite a guest user by sending them your room URL (the link to
your personal room) in a pre-written invitation from your portal. You can change your room URL in the Settings/My Room
page. You can also change or add text to the invitation. (For example, if the meeting is in the future you’d want to add the
date and time). For added security you can also require a PIN code to be entered by anyone who wants to enter your confer-
ence.

The guest user follows the link in the email invitation, downloads the software if they haven’t before for the machine they’re
currently using, and then enters their name to join the meeting.

Guests have only the ability to join a conference to which they’ve been invited. They do not have the ability to log in to the
system or receive incoming calls. Please refer to the separate Quick Guest Guide for more details.

Voice-Only Calls

If your organization has purchased a VidyoGateway server, both registered and guest users can participate in a VidyoConfer-
ence in voice-only mode by phone. Your MyRoom settings page provides a phone number to join your room, as do the Con-
trol Meeting page and the home page when you select My Room. Also, when you invite a participant by email, the phone
number and extension appear in the invitation message.

When a participant joins a conference by phone, their phone number appears in the list of participants in the VidyoPortal
home page and in the VidyoDesktop, even when the participant doesn’t broadcast their phone number.

Meeting Rooms

Meeting rooms are virtual rooms where users of the Vidyo system can gather for VidyoConferences. There are two types of
meeting rooms:

Personal - You have your own personal room. This is the equivalent of a personal office or cubicle in the physical
world.

Public — Operators and Administrators can create common public spaces. Think of these as the equivalent of confer-
ence rooms in the physical world.

Meeting rooms of either type include the following configuration options:
Locked / Unlocked - If you lock a meeting nobody else can join it.

PIN Protected — A PIN-protected room requires everyone who wishes to join the room to enter the specified PIN code
in order to be admitted. You can decide whether or not to require a PIN for any meeting and if so, what the PIN will
be. If a PIN is required it’s automatically included in the invitations you email to prospective participants.

8
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Groups

Users, Public Meeting Rooms and VidyoRooms belong to provisioning Groups.

When your Admin creates your account your personal room is automatically generated. You’re also assigned to a
Group.

The maximum number of users you can have in one VidyoConference and the maximum amount of bandwidth you’re
allowed to use at one time is determined by the Group you’ve been assigned to by your Administrator.

Your Admin may re-assign you to another group, which could mean you might find you can invite more or fewer par-
ticipants to a VidyoConference you host and have greater or lesser total bandwidth at your disposal.

Even if your Admin decides not to use groups, a “default” Group is set up within the system. It can be modified but it
can’t be removed.

The default group has the following factory configuration:
Maximum Number of Participants in a Given VidyoConference: 10
Maximum Receive Bandwidth Per User (Kbps): 10,000
Maximum Transmit Bandwidth Per User (Kbps): 10,000

Note: The bandwidth limitation applies to the user, so two users can have different limitations while participating in the
same conference. The maximum number of participants is limited according to the room the meeting is held in —so this ap-
plies to all users in a meeting.

Direct Call (Point-to-Point)

You can call a specific user in a direct call. A direct call involves just two users; no additional users can join. When you call a
meeting room and there are just two of you in the room, it is similar to being in a direct call. The difference with calling a
meeting room is that others can potentially join you in the meeting. This isn’t so in a direct call.

Note: When you are in a call, you cannot attend a meeting or place another call until you end your current call.

Meeting (Conference)

A meeting is an audio and video connection between two or more users interacting and sharing their video streams / presen-
tations in a meeting room.

Meeting Room Status

Each meeting room has a status icon that indicates whether it’s available for you to join. It appears to the left of the room
name, as shown in the screenshot on page 11. In addition, a room may require a PIN number to gain access. When you cannot
join a room, the Join Room button is inactive. There are five room statuses:

Empty — The room has no one in it and you can join it. The Join Room button is active.

Full — The room is fully occupied and can’t accept more participants. The Join Room button is inactive.

Locked — The room is locked and you can’t join it. The Join Room button is inactive.

Occupied — The room is occupied but additional participants can join it. The Join Room button is active.

S€e06
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PIN Protected — You must enter a PIN to join the room. The Join Room button is active. (The PIN for the confer-
ence is in an emailed invitation the room’s owner sent you.)

User Status
A user’s status determines whether you can place a direct call to them, join their room or invite them to attend a meeting.
This icon appears to the left of the user’s name. There are eight user statuses:

/- Available — The user is available for a direct call, to join a room and to be invited to attend a meeting. The Call
Direct button is active

/0 Busy — The user is busy and you cannot contact them with a direct call or invite them to join your room. You can
join their room if it is available (not full or locked). The Call Direct button is inactive.

In room — The user is in their own room. You cannot call them directly and therefore the Call Direct button is
inactive. You can join their room if it is available. They can leave their room and join yours if they choose to.

In room/room full — The user is in their own room and the room is full. You cannot call them directly or join their
room. They can leave their room and join yours if they choose to.

Q >

In room/room locked — The user is in their own room and the room is locked. You cannot call them directly or
join their room. They can leave their room and join yours if they choose to.

In a PIN-protected room — The user is in their own room and the room is PIN protected. You cannot call them
directly, but you can join their room if you have their PIN code. They can leave their room and join yours if they

e

choose,

Offline — The user is not logged into the VidyoPortal. The Call Direct button is inactive. You cannot place a direct
call to them, but you can join their room, depending on its status.

Legacy — This is a legacy endpoint user type. (A conferencing system that uses older technology or a landline or
cell phone.)

A =

» Emilio Largo (99988)

¥ Auric Goldfinger (0987)

i4| My Contacts

Room Status Icon

# My Room

Auric Goldfinger

In the screenshot portion above, this VidyoPortal’s owner, Emilio Largo, is online. His room is empty. He has
brought up Auric Goldfinger’s listing by typing his name in the white text field. Goldfinger is not online.

10
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Join Room button inactive:

Select from list or Enter name to call

i&| My Contacts

# My Room

Join Room button active:

@ My Room (1023587)

i&| My Contacts

® My Room

Multi-Tenant Terminology

This concept gets a little technical and you may never need to understand it but we’re including this explanation just in case
you might. A single VidyoPortal can serve multiple unrelated organizations (like having an office in an office building) or one
organization might divide its departments or geographical locations into sections. Both types of sections are called “ten-
ants.” The following terms apply only if you are a multi-tenant user:

Tenant — Your organization or a selection of your organization’s members (HR, R&D, US Offices, UK Offices etc.)
Tenant Name — Simple identifier within the system and among other tenants.

Tenant URL — The tenant’s URL is the URL/FQDN (full qualified domain name) that tenants use to access their virtual
portals.

If your organization is not using the multi-tenant capability there’s still at least one tenant, called the default tenant.

11



4. Installing The VidyoDesktop Software

HOW TO INSTALL THE SOFTWARE

To gain access to the VidyoPortal, you must be assigned a user name and password by your administrator. With this infor-
mation in hand, open a web browser and navigate to the VidyoPortal IP address or URL set by your administrator, enter your
user credentials, and click the Login button.

Example of a portal IP: http://192.168.1.100
Example of a portal URL: http://vidyo.yourcompany.com

User Name

Password

Log In

Fljrg ot your pa

Can't log in? co

Language
The VidyoConferencing System is available in eleven languages:

English German Japanese
Spanish Italian Chinese
French Portuguese Korean
Finnish Polish

How To Change Your Preferred Language

Your admin sets the default system language, but you can change languages in the VidyoPortal (See page 48) and the
VidyoDesktop (See page 49) separately.

After your first login to your VidyoPortal, you’ll need to install the VidyoDesktop software. The VidyoDesktop runs locally on
your computer and connects to your organization’s VidyoPortal. Upon logging in to the VidyoPortal, the system detects
whether or not you have the software installed and whether or not you have the latest version of the software.

If you do not have the VidyoDesktop installed, you’ll see the following page after logging in:
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If you have previously installed VidyoDesktop 2.x, please start it now.

If you need to install VidyoDesktop 2.x please click the following button to
download and proceed with the installation.

Install VidyoDesktop

You are guided through a series of screens to accept the licensing agreement and install the software.

Until the installation process completes, the installation web page remains open. When the installation or upgrade is fin-
ished, you are taken to your VidyoPortal home page.

The following screens demonstrate the Windows screens that you see during the VidyoDesktop installation process. (See
below for the Macintosh versions.)

Windows Installation

<) VidyoDesktop Setup ==

Welcome to the VidyoDesktop
Setup

Setup will guide you through the installation of
VidyoDesktop.

It is recommended that you close all other applications
before starting Setup. This will make it possible to update

relevant system files without having to reboot your
computer.

Click Mext to continue.

J" Vidyo

INext:» I’ Cancel
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The installer guides you through the installation process screen by screen, which takes just a few minutes. If this is the first
time you’re installing VidyoDesktop you will first be prompted to read and accept the licensing agreement. Click the | Agree

button and complete the remaining installation steps.

-

<] VidyoDesktop Setup

— —

License Agreement

Please review the license terms before installing VidyoDesktop. ‘

Press Page Down to see the rest of the agreement.

ITerms of Use

m

Vidyo End User License Agreement including Limited Warranty, and Disclaimer of
Warranty

This End User License Agreement will apply to you if you download, install or use the
Vidyo software in the Vidyo products. Please do not download, install or use the Vidyo
software and products before you understand and agree with the terms of this End
User License Agreement.

-

If you accept the terms of the agreement, click I Agree to continue. You must accept the
agreement to install VidyoDesktop.

< Back H I Agree l’ Cancel

"

When the installation is complete you’ll see the Completing the VidyoDesktop Setup dialog box.

ra

«) VidyoDesktop Setup = _—

Completing the VidyoDesktop
Setup

VidyoDesktop has been installed on your computer.

Click Finish to close Setup.

« Vidyo

Cancel

14
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When the VidyoDesktop is installed for Windows, a Vidyo icon appears in the notification area (often called the system tray)
of your taskbar. (The illustration below was taken from a Windows 7 double-height taskbar. Your taskbar may look different.)

A ™ ¥y @F 1001 AM

all s 2/10/2011 "

Macintosh Installation

VidyoDesktop Installer

Vidyo End User License Agreement including Limited Warranty, m
and Disclaimer of Warranty

End User License Agreement

VIDYQ, Inc. is a Delaware corporation with a principal place of

business 433 Hackensack Ave., Sm floor, Hackensack, NJ 07601
("Vidyo™).

IMPORTANT: PLEASE READ THIS END USER LICENSE

AGREEMENT CAREFULLY. DOWNLOADING, INSTALLING OR

USING VIDYO OR VIDYO-SUPPLIED SOFTWARE CONSTITUTES
ACCEPTANCE OF THIS AGREEMENT.

THIS LICENSE OF THE SOFTWARE 15 VALID ONLY UPON THE
CONDITION THAT YOU ACCEPT ALL OF THE TERMS CONTAINED

IN THIS LICENSE AGREEMENT. YOUR ACCEPTANCE WILL BE BY
INSTALLING COR DOWNLOADING THE SOFTWARE, OR USING THE
EQUIPMENT THAT CONTAINS THIS SOFTWARE. YOU ARE

BINDING YOURSELF AND THE BUSINESS ENTITY THAT YOU
REPRESENT (COLLECTIVELY, "CUSTOMER"} TO THIS

AGREEMENT. IF YOU DO NOT AGREE TO ALL OF THE TERMS OF
THIS AGREEMENT, THEN VIDYQ IS UNWILLING TO LICENSE THE
SOFTWARE TO YOU AND (A) DO NOT DOWNLOAD, INSTALL OR

USE THE SOFTWARE, (B) YOU MAY RETURN THE SOFTWARE

FOR A FULL REFUND, OR, IF THE SOFTWARE IS SUPPLIED AS

PART OF ANOTHER VIDYO PRCDUCT, YOU MAY RETURN THE
ENTIRE PRODUCT FOR A FULL REFUND. YOUR RIGHT TO 5
RETURN AND REFUND EXPIRES 30 DAYS AFTER YOUR RECEIPT ~

( Quit y Agree )

As with the Windows installation, if you are installing VidyoDesktop for the first time you will be prompted to read and accept
the licensing agreement. Click the Agree button to continue the installation. When the installation is complete, you see the
following message. Click the OK button to confirm installation of the VidyoDesktop.

Installation or upgrade of VidyoDesktop
completed successfully.

15
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When the VidyoDesktop is installed for Macintosh, the Vidyo icon appears in the dock:

Place a Call

Start My Meeting
Sign-in to Other Portal
Sign-out
Configuration..

Check for Updates

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

Instead of entering the URL (web address) of your VidyoPortal you can open your VidyoPortal home page in its own window
by

Double-clicking the Vidyo icon in your notification area (also called the system tray).

Right-clicking the VidyoDesktop icon and selecting Place a Call.

These methods also work in the Macintosh dock.

&9 VidyoConferencing ‘ — ‘ | 2L |

< + | hitp://192.168.1.100/flexhtml €| |Qr Geegle O~ 3~
M = Apple Yahoo! Google Maps YouTube Wikipedia Mews(10) * Popular ¥

a Vidyor B Tom Wrona (123456)

Select from list or Enter name to call Call Direct

ia| My Contacts

# My Room

VidyoPortal in a Browser Window opened by entering your VidyoPortal’s URL in your Browser (Safari on Windows 7)

16
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192.168.1.100

a Vidyo & Tom Wrona (123456) | % Settings |

Select from list or Enter name to call Call Direct ik

id| My Contacts

# My Room

You can see the VidyoPortal in its own window (no web browser required) by double-clicking the VidyoDesktop icon in your
Notification Area (system tray) or by right-clicking the icon and choosing Place a Call. On a Mac you can get here by doing the
same things on the icon in the dock.

VidyoDesktop Updates

As new releases of the VidyoDesktop are issued, your admin may make them available to your organization. Each time you
log into the VidyoPortal, it checks if the version on your computer is current and prompts you to download and install the
latest version if it isn’t.

Note: Your personal security/firewall protection software may prompt you to allow/deny running the Vidyo software. Make
sure you select “allow” as part of the software installation.

If you stay logged into your VidyoPortal for long periods of time, or log in and out via the VidyoDesktop rather than the
VidyoPortal login page, the VidyoConferencing system can still alert you to a new version of the VidyoDesktop when it be-
comes available (Windows only). Periodically, it checks to see if a new version is available. When one is, it prompts you to
upgrade:
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/N VidyoDesktop needs to be updated

Update VidyoDesktop

for it to initi

Experiencing difficulties? contact us

Click the Update VidyoDesktop button. Your PC may offer you a choice of opening or saving the file or just saving the file. You
should open the file if given a choice to. Otherwise save (download) the VidyoDesktop installation file. Save the file to a con-
venient place like your Desktop, and launch the VidyoDesktop Setup application.

If you are conferencing when the Update alert button appears, you’ll also see an Update Later button to be prompted again
later so you don’t have to disconnect from your meeting.

VidyoDeskiop Sofiware Updaite

An update of the VidyoDesktop sofiware is required

If you click Update Now your meeting automatically closes and you see a progress bar while the usual update process oc-
curs. When the update is finished, the VidyoDesktop automatically restarts and you can resume VidyoConferencing.



5. Overview of the VidyoPortal Home Page

From the VidyoPortal home Page, you can join a meeting, invite people to join your room and place a direct (point-to-point)
call to another VidyoPortal user. The VidyoPortal home Page enables you to search for users and meeting rooms, view other
users’ status (personal status and room status), control a meeting you host (in your own room) and set up a MyContacts list
for easy access. You can also choose settings that determine the language the VidyoPortal displays configure other options
and log out of VidyoPortal.

M vidyo & Emst d(54321)

Select from list or Enter name to call JEECEN Call Direct @
8 |
id| My Contacts y History n

® My Room

1. User Name/Status

2. Control Meeting / Utility Links

3. Contact Search field

4. Join Room button

5. Call Direct button

6. Add/Delete Contact

7. My Contacts/Search Results tab

8. My History tab

9. Informational Links/Invite by Email
ACTIONS YOU CAN TAKE IN THE VIDYOPORTAL HOME PAGE:
Contact Search Field

You start by searching for a user or public meeting room in the contact search field.

You can search by name (first/last/initials) or by extension. When you find the user you are searching for, you can call them
direct or join their room if they are available.

If you type a percent sign (%), a list of all registered users appears.
If you type an asterisk (*) a list of all registered users who are currently online appears.

Note: You can create your own contacts list—My Contacts—as a fast way to place calls to people you meet often with. For
more information, see My Contacts on page 21.
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ik| My Contacts

# My Room

Emilio Largo

Contact Suggestion List

When you find a contact or public room, click to select it. The contact/room status details appear on the right side of the
home page (user status and room status). If the contact or public room belongs to a different tenant, the tenant name also
appears.

Note: This works only if your “Tenant Admin” has enabled “cross-tenant access”. To recap, a “tenant” is a subdivision of us-
ers. If your system is being hosted by one of our resellers then your whole organization is probably one tenant and cross-
tenant access is probably turned off. If your organization is hosting its own system it may have been split users into multiple
tenants among departmental or geographical groups. In this case your Tenant Admin has probably turned cross-tenant ac-
cess on.

You can review this information first to see if the contact or meeting room is available. For example, the following selected
user is offline and her meeting room is empty:
i& My Contacts

#® My Room

Carlie Davidson

Carrie Anderson

About Meeting Room and User Statuses

A meeting room must be available for you to join it and a user must be available for you to place a direct call. Room and user
statuses appear on the right side of the VidyoPortal home Page for a selected user or public room. Also, when a meeting
room is available, the Join Room button is active, and when a user is available, the Call Direct button is active.

User status and room status are independent of one another. You can join the room of a user who is not available (online) for
a direct call. Likewise, you can direct call a user whose room is locked, full or PIN protected.
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My Contacts

i&| My Contacts

B M

The My Contacts tab displays the following information:
Suggested users that match the search criteria you enter in the contact search field.
When you are not searching for a user, the contacts you have added to your My Contacts list.

The My Room button enabling you to join your room for a meeting you host. When you click this button, you can view
the participants in your room on the right side of the home page.

My History

& Wy History

The My History tab displays a list of users with whom you have recently met. You can select one of these contacts to join
their room or call direct. You can also add them to your My Contacts list.

Join Room

The Join Room button enables you to join a room to participate in a meeting. You can join your own meeting room for a meet-
ing you host yourself, or join another user’s room. The owner of the meeting room is the host. The Join Room button becomes
active when you select your own room or any private or public room that is not full, busy or locked.

To join your own room, click My Room in the VidyoPortal home page and then click the Join Room button.

To join another contact’s room, search for a contact in the search field as described in “Contact Search Field” on page 19 (or
select a user from your My Contacts list) and click the Join Room button.

NOTE: The Join Room button is active only when the selected contact’s room status allows their room to be joined, e.g., the
room is neither full nor locked.

The VidyoDesktop launches and takes you to the meeting room.

When you host a meeting in your own room, you see a list of attendees on the right side of the home page under In My Room.
When you video conference with users from other tenants, you also see their tenant names.
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Voice Only Calls

A participant without access to a VidyoPortal as either a registered user or guest can join a conference in your room by
phone. The phone number and extension for calling into your room appear in the My Room settings page, the Control Meet-
ing page and the VidyoPortal home page when you select My Room. The numbers also appear in the message sent when you
invite a participant by email to attend a meeting. For information, see Global Meeting Controls on page 44.

i& My Contacts

#® My Room

When a participant joins a conference by phone, their phone number appears in the list of participants.

Call Direct

The Call Direct button starts a direct (point-to-point) call with another contact. To call direct, search for a contact in the
search field as described in Contact Search Field on page 19 (or select one from your My Contacts list if they are on your con-
tacts list) and click the Call Direct button.

Note: The Call Direct button is active only when the selected contact is available for a direct call.

The VidyoDesktop launches and the person you are calling sees an alert on their screen to notify them of the call:

Client Incoming Call

New call from Iris Anavi

(This is also the screen you’ll see when another user invites you to a direct call.)

Note: A direct call involves just two users; no additional users can join. When you call a meeting room and there are just two
of you in the room, it is similar to being in a direct call. The difference is that others can potentially join you in the meeting.

Dialing to a Legacy System

To connect to a legacy system that has not been added as a user in the VidyoPortal, enter its extension number followed by
the IP (Internet Protocol) address of the legacy system, then click the Call Direct button. To obtain the IP address of a legacy
system, contact your system administrator. (Your Vidyo system must have the optional VidyoGateway component to interact
with legacy systems.)

03111.22.333.44 Join Room Call Direct

Note: As defined earlier, a legacy system is a conferencing system that uses older video conferencing technologies. Cell
phones and landline phones are also considered legacy systems. For additional ways to dial to a legacy system, see the
VidyoGateway Operation Guide.
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Add Contact/Remove Contact
ﬂ Add Contact

R Delete Contacts

If you have contacts with whom you meet regularly, you can save them to your My Contacts list for easy selection. Here’s

how.

1.

2.

3.

Search for the contact.
Click to select the contact.
Click the Add Contact button.

Your contact appears in alphabetical order on the home page under My Contacts.

If you have many contacts, you may need to scroll to view them all. You can remove a contact from My Contacts by selecting
it and clicking the Remove Contact Remove Contact button.

Utility Links

The VidyoPortal home page provides several links to control and configure the VidyoPortal:

Settings — Enables you to change the following settings: account, language and my room. For information, see “Set-
tings” on page 42.

Control Meeting— Provides you with control over meetings hosted in your meeting room.

If your admin or operator has given you multiple rooms, you can control all of them from here. This link is always
available, even when no one is in your room. You can invite contacts and guest users to attend a meeting, lock your
room, mute/unmute participants and disconnect participants. Your VidyoPortal admin can override your control of a
meeting right from his or her own Control Meeting link.

Informational Links and Invite by Email

The links at the bottom right corner of the home page provide the following functionality:

Invite by Email — A link that launches your default email program and creates a message to invite one or more users
to join a meeting.

The email contains editable text and the link to your meeting room. It also contains an extension to callinto a
VidyoConference by phone (and the PIN to use if you have chosen to require one if voice-only participation has been
enabled on your system.

Note: If you are using an Asian language and Microsoft Outlook, perform the following steps in Outlook for the invite
text to appear properly:

1. Select Options from the Tools menu.
2. Select the Mail Format tab.
3. Select International Options.

4. Select Enable UTF-8 support for mailto protocol if it is not selected.
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Help — Displays the VidyoPortal User Guide in a new browser tab or window.

About Us — Displays information about Vidyo, Inc. and its videoconferencing technology. This information can be
edited by an administrator.

Contact Us — Information about contacting Vidyo, Inc. by phone, fax and email. This information can be edited by an
administrator.

Terms of Service — Displays the Vidyo End User License Agreement including Limited Warranty and Disclaimer of
Warranty.

Convenience Features

Automatic Gain Control (AGC) — Automatically adjusts the microphone volume so that the input audio stays within a
certain target level, which varies by device.

Far End Camera Control (FECC) — Allows you to tilt and pan a remote camera in a VidyoRoom if that camera has been
configured to allow FECC.

Picture in Picture Self-View — Is now the default mode for conference calls but the system remembers which mode
you were in when you finished your last call and starts the way you left it. (In addition to Picture in Picture, Self-View
can display your image side by side with the person with whom you’re in a direct call or, in a conference, your image
and the images of the other participants can be of equal size on the screen)

Lock the Toolbar in Full Screen Mode — This Windows-only feature displays the Toolbar at the top of the screen even
when you choose to go into Full Screen mode. Select the Options button in the Configuration and Status window and
select Full Screen: Always Display Toolbar checkbox.

Start Conference in Full Screen Mode — Select the Options button in the Configuration and Status window and se-
lect Full Screen: Start Conference in Full-screen. When you move your mouse pointer near the top of the screen the
menu bar will reappear. Click the Full Screen button again to go back to windowed mode.

When you are not logged in, the VidyoDesktop icon in the notification area (also called the system tray) for Windows
is dimmed and for the Macintosh it displays in the dock with a small red X in a circle.

Acoustic Echo Cancellation (AEC) — If you’re using a speakerphone or a microphone and speakers and you or other
participants hear an echo turn this on. If you use one of our recommended audio (input/output) devices you won’t
need to do this (because the devices we recommend have their own AEC built in).

Note: The buttons on the menu bar are illustrated and explained starting on page 27.
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6. Using the VidyoDesktop During a Meeting

How to Get The Best VidyoConferencing Experience

The VidyoConferencing system is designed to work through all sorts of network and endpoint (e.g., your computer) deficien-
cies and still deliver quality audio and video. However, we’ve discovered a few things you can do to help ensure you get the
best possible experience. Here are some tips we think you’ll find helpful:

Use a wired network connection when possible and disable wireless (802.11 b, g, n).
Use recommended audio/video devices to prevent echo and other audio/video issues.

Plug each device (camera, microphone etc.) directly into one of your computer’s USB ports whenever possible rather
than a USB hub (whether it’s one you added to your computer, is built into your flat panel monitor or is built into
your laptop’s docking station).

If you’re using a laptop avoid running on battery—it reduces performance and video quality.
If your computer has a Power Plan (All Windows and Mac laptops do) choose “High Performance.”

Make sure you have the latest drivers (like your DirectX video driver if you’re a Windows user) for the devices you use
during VidyoConferencing (camera, microphone etc.).

Selecting Which Devices to Use

When you join a meeting room or call direct from your Portal home page, you might briefly see a progress bar and then the
VidyoDesktop launches.

The first time you launch VidyoDesktop and after any change to your camera or audio settings, you are prompted to select
the webcam, microphone and speakers you want to use in the configuration/devices window. Choose the appropriate devic-
es and click Save to proceed to the VidyoDesktop. Changes take place during the current call.

3 X
a Vldy0‘ Configuration and Status

Status Speaker
Attendees
Speakers / Headphones (IDT High Definition Audio CODEC
Independent (R.T.C.) Headphones (IDT High Definition Audic CODEC)
Network
Devices
gicee Microphone [] Echo Cancellation
Opiiags [] Auto Adjust Microphone Level
Microphone Array (IDT High Definition Audio CODEC
About Stereo Mix (IDT High Definition Audio CODEC)
Microphone / Line In (IDT High Definition Audio CODEC)
Microphone (VidyoDesktop Media Player Microphone)

Camera

Integrated Webcam
VidyoDesktop Media Player Webcam
Setup

If a contact calls you directly, you receive a prompt through the VidyoDesktop indicating who is calling and providing buttons
to accept or decline the call will appear.

Once your call or meeting is in session, you are able to control the audio/video streams, display your screen and perform
other actions as described in the next section.
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When you disconnect from a direct call from the call, you’ll see a dialog box indicating that the call has been ended.

Starting a VidyoConference Using the VidyoDesktop

You can start a VidyoConference by right-clicking the VidyoDesktop icon in the Notification area (system tray) on a Windows
PC or Control-clicking it in the dock on the Apple Macintosh.

Place a Call

Start My Meeting
Place a Call Sign-in to Other Portal
- Sign-out
Start M}-’ MEETIHQ Configuration..
Sign-in to Other Portal o
. Keep in Dock
Slgn-Dut + Open at Login

Show in Finder
Configuration. Hide

Check for Updates
Quit

Windows Context Menu Macintosh Context Menu
You have the following menu choices:
Place a Call — Logs you into the VidyoPortal to place a direct call to an available user or participate in a meeting.
Start My Meeting — Launches the VidyoDesktop and puts you in your meeting room.

Sign-in to Other Portal — Signs you out of the VidyoPortal your been using and displays a screen in which to sign into anoth-
er VidyoPortal to which you have access. Enter the URL of the VidyoPortal or select the VidyoPortal from the drop-down list,
then enter your user name and password. Click Login to enter the portal.

Vidyo Login

—

Sign-out — Signs you out of the VidyoPortal you’ve been using but keeps the VidyoDesktop program open. To re-
sume VidyoConferencing, you must sign in again. This is different from signing out in the VidyoPortal home page,
which allows you to start a conference with the VidyoDesktop without logging in again.

Configuration — Opens the VidyoDesktop configuration window to change settings. For information, see The Config-
uration and Status Screen on page 35.

Check for Updates — This option allows you to check for updates without waiting for the system to prompt you to.
Quit — Closes the VidyoDesktop program.

On the Macintosh you have some additional options that are standard for Mac apps.
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Keep in Dock
Open at Login
Show in Finder
Hide

Note — We’re continually improving the VidyoDesktop program. When we do make an improvement we make it
available to our customers right away. If your system administrator adds the latest version to your system, when you
start VidyoDesktop you may see a notification box that you that you need to upgrade the VidyoDesktop software.
You won’t be able to sign in until you allow the upgrade. It takes only a few moments and you don’t have to restart
your computer when it’s done. You may also see the upgrade notice when you’re in the middle of a direct call or con-
ference. In that case you can postpone the upgrade until after you’re finished.

OVERVIEW OF THE VIDYODESKTOP WINDOW AND TOOLBAR
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The VidyoDesktop window first opens in Picture-in-Picture mode PiP, as shown above. (Picture-in-Picture mode displays your
image as a thumbnail in the lower right corner.) This is the default. However, if you turn picture-in-picture off during a call or

conference and leave it off when you conclude the call, VidyoDesktop will not open up in PiP mode the next time you start it.

In other words, it remembers your setting from your last call.

If you have selected Start Conference in Full-screen in the Configuration and Status window under Options, you’ll start in full
screen.

You can resize it and change display modes to create an optimal viewing experience. The toolbar across the top of the win-
dow features button controls. Some buttons allow you to toggle between actions, and others have drop-down arrows beside
to offer more options. An introduction to the VidyoDesktop toolbar buttons follows.

27



6. Using the VidyoDesktop During a Meeting

EREENE RN

==1h Layout
A single VidyoConference can host up to 100 participants but no more than eight remote parties can be displayed at once

(the eight are chosen by the last active speakers based on their voice activity).

You can control the layout you see on your own screen, choosing a lower number (overriding the default Auto mode) by click-
ing on the drop down menu and selecting a number in the 0-8 range (when o is selected, none of the participants are dis-
played).

Clicking on the Layout icon itself changes the screen to Preferred mode, in which the person who is speaking has the largest
screen real estate. In Preferred mode, the participant shown in the largest screen area changes as the active speaker chang-
es. Preferred mode is also automatically activated when a participant shares an application. You may also stretch and resize
the VidyoDesktop window to change the size and presentation of the layout.

Note:

In a direct (point-to-point) call, the range of screens will be 0-3 since you can turn on Self-View and you can also
share what an application on your computer is displaying.

In a multipoint call, the maximum number of displayed participants might be lower than 8 (even if there are more
than 8 remote participants) if there isn’t enough available network bandwidth.

The number of displayed screens can total up to 10 if you are using Self-View and viewing a document share.

You can display a thumbnail image of yourself in the lower right corner of the screen by clicking the Self-View button
once. Click a second time to view yourself and the other participant. Click a third time to view only the other partici-
pant.
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Remember, while the default is to always start in the Picture-in-Picture style of the Self-View mode, if you’d prefer
not to, just make sure you turn it off before you end a call or conference and VidyoDesktop will remember that Self-
View was off and start with it off next time.

] Full Screen
Clicking on the Full Screen button toggles the screen between sizing the window to utilize the entire screen real estate and
restoring the window to the previous size. When in Full Screen mode, the toolbar is hidden unless you mouse over the
screen. (Alternatively you can choose to have the toolbar displayed even when you’re in Full Screen mode. See Configuration
Options on page 4o for more information.) Mac users will see the application maximized.

Anytime, Anywhere, Anyone
HD Quality Video Conferen ing -§

(|

v
— Share Screen

Participants can share applications on their computers by clicking the Share button. Clicking the button itself toggles be-
tween sharing and stopping the share. Click the drop-down arrow to select from the open applications on your local machine
to share with other meeting participants. You can also choose to share your entire desktop by selecting your display from the
share list (Windows only). When you first share an application or screen, the VidyoDesktop shrinks to enable you to view the
shared application. You can resize the VidyoDesktop, as desired.

You can see the screen with your shared application by clicking the Toggle button next to the Share button and choosing
your name from the list. If you choose not to view your shared application, you know you are sharing because the Share icon
is green.

Tip: To more easily view shared presentations and documents on-screen, set your layout to preferred mode or to o (zero).

You’ll see only the shared application.

3 vidyo
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6. Using the VidyoDesktop During a Meeting

When another participant is sharing an application, it will show on the VidyoDesktop window. When layout is set to Preferred
mode, the shared application appears largest. You may undock the shared screen (i.e., view it as a separate window) and re-
dock the shared screen (i.e., snap it back into the main VidyoDesktop window) by double-clicking the contents of the appli-
cation window.

Docked

#3 Vidyo '

Answer 1: New Architecture Makes
Telepresence Personal and Universal
eimrasrce usly

PO ¥ + -

o G o
[R——

Undocked

. R
Answer 1: New Architecture Makes
Telepresence Personal and Universal Vidyo:

Telgpresence qualiy

‘Winirum Qualty Threshold -+
Lagacy video conferencing quality -

Type  Woble  Deskiop  Executhe
Cost  $10% $100s $1000s $10.00's

Room

Anytime, Anywhere, Anyone - -
HD Quality Video Conferencing -§

=]

=7 Toggle

Many participants may share what’s on their computer screens (like a PowerPoint slide, a spreadsheet, a Web page and so
on) but you can view only one shared screen at a time. When shared applications are available from multiple participants,
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the Toggle button turns green, indicating a share is available. You may toggle between multiple applications using the Tog-
gle button. Click the button to cycle through the available shares.

When you click the button you’ll see a list of the people who are currently sharing their screens and you can choose the per-
son whose share you want to view. If you are sharing your screen you’ll see your own name on the list as well. Click the drop-
down arrow to select a specific share from all available shared applications, including yours. The first option in the drop-
down is always None. Selecting None means that you will not see any shared applications in the VidyoDesktop window.

B - IEI.I;I- |_J—||_.J FTIE | -| -
) L -

2a) Self-View

You can view your own video feed in “Picture-in-Picture” mode by clicking the Self-View button. Your feed appears as a
thumbnail image in the lower right corner of the screen. Click the Self-View button a second time to see your image the same
size as others on the screen layout. For example, if you’re in a direct call the screen will split in half and you’ll see the person
you’re talking to on the left hand side and yourself on the right. Click the Self-View button a third time to remove yourself
from the layout and view only the other meeting participant.
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Click on the Volume button to mute/unmute the sound you’re hearing. The button turns red when mute is on. Or
use the drop-down arrow to change the volume level. You’ll see a slider and a green line whose vertical movement
reflects the energy (volume) level your speakers or headphones are outputting.

” Vidyo

P B ol 8 n\

Anytime, Anywhere, Anyone -
HD Quality Video Conferencing ES

9

Click on the Microphone button to mute/unmute the sound you’re broadcasting. Or use the drop-down arrow to change the

volume level. You’ll see a slider and a green line whose vertical movement reflects the energy (volume) level your mic is out-

putting.
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- I The button turns red when you mute yourself and a small red circle with a line through it appears under the mi-
crophone icon.

&i . When the room owner mutes you, the Microphone button turns red and a red line appears over the microphone
Rl con.

&! . When you mute yourself and the room owner also mutes you, the Microphone button turns red, you see a red
= line over the microphone icon and a small red circle with a line through it under the microphone icon

N ‘
Privacy &

Click on the Privacy button to stop the video you’re sending (i.e., privacy mode). You stay on the call but other participants
will not be able to see you. If you are showing a document, it will continue to be visible.

The Privacy button turns red when you put yourself in privacy mode and a small red circle with a line through it
appears under the cameraicon.

h When the room owner or admin puts you in privacy mode, the Privacy button turns red and a red line appears
over the cameraicon.

n |  When you put yourself in privacy and the room owner or admin also puts you in privacy mode, the Privacy button

220 turns red; you see a red line over the camera icon and a small red circle with a line through it under the camera
icon.
Dialpad

When you connect to a legacy videoconferencing system or MCU, the grayed out D/alpad button becomes active as shown
below. Click this button to display a DTMF (Dual Tone Multi-Frequency) dialpad (like a telephone keypad) that enables you to
select menu items to access the legacy system,

EIR e -

Y I
<y
N s
x| 0  #

4 6 . =
éu Far End Camera Control

The Far End Camera Control button allows you to control the motion of a VidyoRoom’s camera. There are just two require-
ments.

The camera in the room must be motorized to enable motion.

The room must be configured to allow FECC.
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z E3
'..‘_Q’ :t # | Remote Camera Control
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rio Pan | Tilt Zoom

To use FECC, you join a room that allows it. When you do, the previously dimmed FECC button will become active as shown
above. If you click the drop down arrow next to the button and see multiple cameras listed, you can choose and switch
among them. (A VidyoRoom can have only one camera so you are actually choosing between different VidyoRooms.) Once
you’ve chosen a camera, the Remote Camera Control panel will open. You can pan (move side to side) and tilt (up and down)
the camera in addition to zooming in and out.

To stop using Far End Camera Control simply click the FECC button again.

# Configuration

The Configuration button turns red = when there is an alarm, indicating that your settings need attention. Click the con-
figuration button to configure your VidyoDesktop, including Status, Attendees, Network, Devices, Video, Options and About.
The following settings are accessible when your status is Not in Conference as well. You may access the configuration set-

tings at any time by right-clicking the VidyoDesktop taskbaricon & and choosing Configuration from the pop-up menu. All
changes take place immediately.

®® Disconnect

Clicking the Disconnect button immediately disconnects you from any meeting or conference you’re in.

SSL Security

Your administrator can configure VidyoDesktop to run in secure SSL mode. This secure method of connecting prevents unau-
thorized persons from electronically eavesdropping on your VidyoConferences. If your VidyoDesktop has been configured to
use SSL, you see a small lock icon in the lower right corner of the screen, as shown below.
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6. Using the VidyoDesktop During a Meeting

” Vidyo

THE CONFIGURATION AND STATUS SCREEN

Clicking the Configuration button opens the Configuration and Status screen. Each button on the left side of the screen ei-
ther allows you to configure some aspect of your VidyoDesktop or check the status of various settings.

Status

Status
Show Conference
Aftendees Username: Emilio Largo Status

In conference: Largo_Default, using VidyoRouter:192.168.1.100, receiving 0.39 HD

Network

Devices

Video

Options

About

Generate Diagnostics Report

Alarms

Cancel

This tab indicates if you are in a conference, with whom, which VidyoRouter you’re using (which your system administrator
might want to know if you’re reporting any difficulties) and the bandwidth you’re using. It also features a display of any
alarms, which may include:

High CPU utilization limits quality of conference — CPU utilization has been elevated for an extended period of time. You
should try quitting applications other than VidyoDesktop. If the problem persists:

If using a camera with a USB connection, make sure the camera is plugged directly into the computer
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6. Using the VidyoDesktop During a Meeting

If using a notebook, verify that power management is not set for
low CPU performance

Make sure the camera is being used with the latest drivers available for it.
Make sure that your computer meets the minimum or recommended configuration for running the VidyoDesktop.
If you’re having trouble contact your system administrator.

Attendees

This tab shows a list of participants in conference. Note: if you’re seeing small boxes instead of understandable text, the
user’s name is written in a foreign language font that is not installed on your machine.

. X
° VldYO' Configuration and Status

Status

Number of Participants: 1

Attendees

Emilio Largo

Network

Devices

Video

Options

About

Cancel

Network

" X
VldyO‘ Configuration and Status

Status Metwiork:
Home Server: Server.demo2.vidyo.com Home Server Port: 17992
Attendees
Media Port Range: = 50000 to 65535 || validate Server Certificate
VidyoProxy:
Devices
|| Always use VidyoProxy
Video VidyoProxy Address:
Options ‘?‘Autamat\c
() manual Address: Port:
About
Web Proxy:

(@) Use settings from Internet Explorer
( T_' Use the following settings

Automatically detect settings

Use automatic configuration script
Use proxy server

Username: Password:

Cancel
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Note: This section contains very technical information that, for the most part, you need not concern yourself. You may be
asked by your system administrator, Help Desk or Vidyo Customer Support to read off what this tab says and make any
changes that might be necessary.

The VidyoProxy section is used to configure the VidyoDesktop to operate behind firewalls, NATs and Web proxies that limit
traffic to specific ports and protocols—commonly port 8o for HTTP and port 443 for HTTPS. This tab shows the home server
and port used.

Note: The VidyoDesktop supports basic and NTLM (NT LAN Manager) authentication.

A VidyoProxy address is typically provided by the server if the server is configured to support NAT and firewall traversal. If a
VidyoProxy address is available to the VidyoDesktop, the VidyoDesktop first tries to connect directly to the server. If that
fails, it retries using the VidyoProxy as mediator and traversing the firewall/NAT on specific TCP ports.

Selecting Always use VidyoProxy forces the VidyoDesktop client to use the VidyoProxy if one is available. If set and if the
VidyoDesktop finds a VidyoProxy address, it immediately tries to use it without first trying to connect directly.

The VidyoProxy can be used as fallback mechanism in case direct access to the server isn’t available. By default, the
VidyoProxy is used if a direct connection cannot be established. Do not change this setting unless advised by your Vidyo
administrator.

If the server is configured to support NAT and firewall traversal, a VidyoProxy address is provided by the server. To manually
set the VidyoProxy address and override the server-provided address and port, set the VidyoProxy to Manual and enter the IP
address and port number.

If your network requires the traversal of a Web-proxy, set the Use Web Proxy option. To access the server through a Web
proxy, the VidyoProxy must be used.

You can also select the checkbox for web-proxy auto detect, Try connecting through web-proxy. This enables the VidyoDesk-
top to auto connect to the server through the Web proxy, if necessary. If the Web proxy is not necessary, it is used when set-
ting up the connection to the server. This may be useful for traveling users or users who conference from both office and
home.

To use the Web proxy settings configured for the Internet Explorer Web browser on your Windows machine, select
the Use Settings from Internet £Explorerradio button.

On Mac 0S X, Web proxy settings are retrieved from your network interface settings. To use these settings, select
the Automatic radio button.

If your Web proxy requires a user name and a password, manually enter them in the Username and Password fields. To man-
ually set Web proxy settings, select the Manualradio button and enter your IP address, port, user name, and password set-
tings.

You may also have noticed that this screen contains a checkbox labeled Validate Server Certificate. This is a technical setting
that you should not change unless directed to by your system administrator or other technical support person.

Another item in the same class is the Media Port range. Don’t change it unless directed to by your system administrator or
other technical support person.
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Devices

. X
° Vldyo‘ Configuration and Status

Status Speaker

Attendees
Speakers / Headphones (IDT High Definition Audio CODEC’

Independent (R.T.C.) Headphones (IDT High Definition Audio CODEC)

Network

Devices

\ideo Microphone [] Echo Cancellation

Options [] Auto Adjust Microphone Level
Microphone Array (IDT High Definition Audio CODEC

About Stereo Mix (IDT High Definition Audio CODEC)

Micrephone / Line In (IDT High Definition Audio CODEC)
Microphone (VidyoDesktop Media Player Microphone)

Camera

Integrated Webcam
VidyoDesktop Media Player Webcam
Setup

Cancel

This tab shows the available playback, record and camera devices associated with your personal computer. If a new audio or
video device is detected prior to a call, this window automatically appears to enable you to select a new device.

You can also display this window to make a change to your audio or video device while a call is in progress. The change will
take place immediately, without having to restart the VidyoDesktop. Available devices are shown onscreen, with notes des-
ignating those that are “recommended.”

Echo Cancellation - If you use a non-echo canceling audio device you are still able to achieve a good audio experience with
the VidyoDesktop by using the echo cancellation feature. Echo cancellation is turned off when you use a Vidyo-
recommended audio device because recommended devices have echo cancellation built in. When you use an audio device
that is not recommended and other meeting participants say they can hear an echo when you talk, enable echo cancellation.

To enable this option, select the Echo Cancellation checkbox.

¥ Echo Cancellation

To cancel it, deselect the checkbox.
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Video

. X
a Vldyo‘ Configuration and Status

Status
Video Preferences

Attendees (7 Best Quality (recommended)

Network (") Best Frame-rate

X () Best Resolution
Devices -

( ! Limited Bandwidth

(@) Advanced

Options (@) 450p30
(C)720p15
() 720p30

About

Cancel

This tab this applies to the camera configuration and determines how the VidyoDesktop software performs encoding.
Best Quality — Recommend for the best user experience.
Best Frame-Rate — Allows encoding software to encode at 30fps for resolutions higher than VGA.
Best Resolution - Allows encoding software to encode higher resolutions.

Limited Bandwidth - Can be used in bandwidth-limited environments where the full video quality cannot be realized.
When selecting this mode, encoding resolution is limited to CIF — conserving uplink bandwidth and the number of
participants that can be viewed is initially limited. If enough downlink bandwidth is detected, the number of re-
ceived participants will increase with time.

Advanced — (Windows only) Advanced mode has three configuration options: 450p30; 720p15 and 720p30. Each
forces camera capture, encoding resolution and frame-rate based solely on what is available from the camera, irre-
spective of CPU capacity. This mode is for controlled environments usage only.

Note: The Advanced mode works properly only when your system meets the one of the following minimum hardware
requirements:

Core 2 Duo of 2.8GHz or better WITH DDR3 memory in TriChannel
Core 2 Quad with DDR2 or DDR3 memory

i7 based system
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Options

- X
o V].dYO' Configuration and Status

Status

Current Language

Attendees

[Engl\sh v]

Network

Devices Ringing Device

[Default System Device V]

Video

Options
P Auto Start: [V/| Start VidyoDesktop on login

ghout Incoming Calls: [] Auto Answer Enabled

Tones: Flay a tone when participants join/leave
Full screen: ] Start Conference in Full-screen
|| Ahways Display Toolbar

Display: [_|Show Participant Names

You can change your preferred language for the VidyoDesktop by selecting it from the dropdown list. The VidyoConferencing
System is available in eleven languages:

English German Japanese
Spanish Italian Chinese
French Portuguese Korean
Finnish Polish

The VidyoDesktop inherits the default language set in the VidyoPortal. To change the language for the VidyoDesktop, select
your preferred language from the list and click Save. Changes take effect immediately and do not affect the language speci-
fied in the VidyoPortal. When you restart your VidyoDesktop, the language returns to the default language set in the
VidyoPortal.

Note: if you’re seeing small boxes instead of understandable text, you don’t have the necessary foreign language font in-
stalled on your machine.

Under the language dropdown menu there’s another dropdown menu. This one is for the Ringing Device. Let’s say you’re
listening to music while you work using headphones. You might want to select them as the ringing device so you don’t dis-
turb your neighbors. On the other hand if you’re going to walk away to talk with a colleague a few cubes away while you
leave your headphones plugged in you would probably want to set your ringing device to your computers speakers, so you
won’t miss the ring of any incoming calls.

Checkboxes are available to
Start the VidyoDesktop when Windows starts
Auto-answer incoming calls
Play a tone when a participant joins or leaves a meeting

Start conferences in full-screen mode.
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Display the Toolbar even in full-screen mode

“Show Participant Names” at the bottom of the VidyoDesktop screen, especially useful if you’re not familiar with
some of the participants.

Self-View

About

This tab tells you the version number of your VidyoDesktop. You may be asked to provide this information by technical sup-

port personnel.

Status
Attendees *
Netwark
Devices
VidyoDesktop for Windows®
Video © 2006-2010 Vidyo, Inc.
Options This product is covered by U.S. Pat. Nos. 7,593,032 B3 and 7,643,560, as well as additional International
patents or pending U.S. or International patent applications owned by Vidyo, Inc.
About

Version: 2.1.0 (00275)

Save Apply Cancel
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7. Controlling Your Meeting in The VidyoPortal
OVERVIEW OF THE CONTROL MEETING PAGE

a Vidyor J Ernst Stavi

Room links

No participants

&
o

1. Global Meeting Controls row

These controls are explained below.
2. Meeting Participants list

A list of currently connected participants and their statuses.
3. Join Room button

If your system administrator has given you more than one room, you will be able to select the name of the room to
use from a list.

4. Lock/Unlock Room button
The room shown is unlocked. Click the button to lock it and the icon changes.
5. Invite By Email button

Click this button and your default email program opens with a prewritten message inviting the recipient(s) to join
your room. You can address the invitation to one person, a number of people or an address list. You can add any text
you want. For example, if you’re not going to hold the meeting immediately be sure to add the date and time.
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7. Controlling Your Meeting in The VidyoPortal
=X

invite - Message (HTML)

(Da = v
- Message | Insert ~ Options FormatText  Developer  Adobe PDF @
B cowli=cE 2] B @ =8 &) Eah SRR
Paste B 7 ull® = = =|:= :=||Address Check | Attach Attach Business Signature | Follow | g | Spelling
- — Book Names File  Item Card~ - up - -
Clipboard = Basic Text Names Include Options ™ || Proofing
To.. |
e
Subject:  invite
&
Hello, a
You have been invited to attend a Vidyo conference.
Please click on the link below to attend: http://192.168.1.100/flex.html?roomdirect.html|&key=nAsBzc58hr7k
If you do not have a user account on this Portal, please enter your name in the "Guest Name" field and then click
"Join". If this is your first time using Vidyo on your computer, you will be automatically prompted to install
VidyoDesktop.
IMPORTANT NOTICE: The VidyoReplay device allows video, audio and any documents or other materials viewed
during a conference session to be recorded. By joining this session, you consent to (i) the recording of your
participation and any documents or materials you share; and (ii) the later viewing of the recording by others at
the discretion of the meeting host. If you do not consent to this, discuss your concerns with the meeting host
prior to the start of the recording or do not join the session. Please note that any such recording may be subject
to discovery in the event of litigation.
v

6. Room Links button
Clicking the Room Links button opens a page where you can create and change room links and PINs. See How to

Create And Change Room Links And PINs on page 46.

7. Control Meeting link

You control your own meeting in the VidyoPortal by clicking the Control Meeting link in the top right corner of the home page.
The Control Meeting page enables you to manage the meeting and its participants, invite new participants and disconnect
current ones. If you have been allowed to create more than one room you’ll see a list from which to select the room you wish

to control

B Emst Stavro Blofeld (54321) ‘A Home \ % Settings

® My Room

® Operations_Meeting_Room

Once you select a room by clicking on it you’ll open the Control Meeting page.

& Ernst Stavro Blofeld (54321) A Home \ % Settings | Con

® Ernst Stavro Blofeld

No participants
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7. Controlling Your Meeting in The VidyoPortal

The Control Meeting page contains the following:

A list of currently connected participants and their statuses.

A list of participants who are not currently connected (because they have not yet joined or they have been discon-
nected from the meeting) and their statuses.

Global controls/action icons for a meeting

Participant controls/action icons

Note: Admins and Operators can control every meeting they participate directly from this portal. (No need to access
the Admin portal).

GLOBAL MEETING CONTROLS

The Control Meeting row of buttons allows you to perform these tasks:

) &

o 4

X &

D

Add Participants — Displays the contact search field to invite additional participants to the meeting via the
VidyoPortal. Select and invite users as you would in the contact search field of the VidyoPortal home Page. (For

information, see “Contact Search Field” on page 19.) Invited users appear in the Not Connected list until they
join the meeting.

Connect All — Connects (invites) all disconnected participants to the meeting.

Disconnect All — Disconnects all participants from the meeting and adds them to the Not Connected list. A dis-
connected participant can be reconnected later.

Mute All — Mutes the volume for all current participants including the room owner. Participants who join or re-
join after Mute All is selected are also muted.

Unmute All — Unmutes the volume for all participants.

Lock Room — This icon means your room is unlocked. Click it to prevent participants from joining. The button
will change to the one shown below. You can lock your room even if you don’t currently have a meeting in it.

Unlock Room — This icon means your room is locked. Click it to allow participants to join. The button will
change to the one shown above.

Remove/Disconnect All — Disconnects all participants and removes them from both the Connected and Not
Connected lists.

Invite to Meeting by Email — Launches your default email client and creates a message to invite one or more
users to join the meeting. The email contains editable text and the link to your meeting room and, if you’ve set
one, the PIN required to enter the room. It also contains an extension to call into a VidyoConference by phone. If
your system permits guest users you can invite them too.

Note: If using Asian languages, perform the following steps in Microsoft Outlook for the invitation text to appear properly:

1.

2.

From the Tools menu select Options.

Select the Mail Format tab.
Select International Options.

Select Enable UTF-8 support for mailto protocol if it is not selected.
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7. Controlling Your Meeting in The VidyoPortal
Note: You can also invite a guest with the Invite by Email link at the bottom of the Control Meeting page and the VidyoPortal
home page.

You can also add participants “on the fly” when you’re in the Add Participants screen by clicking the Connect button.
Dialing a Legacy System

To conference with a legacy system that does not exist as a user in the VidyoPortal, enter its extension number followed by
the IP (Internet Protocol) address of the legacy system, then click the Add button to include it in the conference.

To obtain the IP address of the legacy system, contact your system administrator.

#® My Room

03192.79.220.29

Allowing an Admin to Control Your Meeting

An admin can control your meeting on your behalf. Simply ask the admin to log in to your meeting and the admin can perform
all tasks outlined above on your behalf.

PARTICIPANT CONTROLS

The Control Meeting page provides controls for the individual participants in a meeting. To view these controls, move the
mouse over the area to the right of a participant’s name. These controls are similar to the global controls, but they affect only
one user at a time. They also keep you informed of the status of participants during a meeting. For example, when a user
mutes their own sound or chooses privacy mode in their VidyoDesktop, the appropriate icon reflects the change. Likewise,
when you mute a participant or choose privacy mode, they are alerted in their VidyoDesktop.

There are different controls for connected and not connected users:

Connected Users
[ Disconnect — Disconnects the participant and puts them on the Not Connected list. You can reconnect the par-
ticipant later.

Mute Participant — Mutes the volume for the participant.

Unmute Participant — Unmutes the volume for the participant.

/ Video On/Off — Turns the participant’s video on or off. When privacy mode is ON (using privacy), the camera

) icon appears with a gray slash through it and when privacy mode is off (not using privacy) the camera is green.
When a participant is in privacy mode, the icon remains visible until privacy mode is turned off. This icon also

changes when the participant sets their own privacy mode.

Not Connected Users
Reconnect — Re-invites a disconnected user to the meeting if their status allows it.

x Remove — Removes the participant from the Not Connected list.
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7. Controlling Your Meeting in The VidyoPortal
HOW TO CREATE AND CHANGE ROOM LINKS AND PINS

Even though in the screenshots below Emilio Largo happens to be in a meeting (with 1 Participant: himself; he’s a lonely
guy), you can perform all of the tasks described below whether or not you’re in a meeting at the time.

To Create (or Change) Your Room Link

1. From your Home page click the Control Meeting Link

0 Vidyo’ J Emilio Largo (99988)

@ Emilio Largo -1 Participant

/- Emilio Largo

2. Onthe Control Meeting page click the Room Links Button.

0 Vidyo $ Emilio Largo (99988)

# EmilioLargo -1 Participant

Room Link:

http://192.168.1.100/flex.html?roomdirect html&key=nAsBzc58hr7k -

The Room Link options appear.

3. To create a new room link click the Create New button.

If you already have a room link you will overwrite the existing one.
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N

Are you sure you want to change the status of the link to your
room?

) o)

The Change Link Status dialog box opens.

4. Click the OK button to create a new link.
5. Click the Save button.
To Remove a Link
1. Toremove the link to your room click the Remove button.
The Change Link Status dialog box opens again.
2. Click the OK button to remove the link to your room.
3. Click the Save button.
To Create a PIN

You can also set a three to ten character PIN that user will need to enter your room. If you set one it will be sent along with
your room link to the people you invite.

1. Type athree to ten character PIN into the Set Room Field
2. Click the Save button.

To recap, when you invite a user or a guest to a meeting it’s the link (and optionally the PIN) that you create here that will be
included in the invitation you send.

HOW TO CHANGE YOUR SETTINGS

You can use the options available under the Settings link on the VidyoPortal home page to configure personal settings. Click
the Settings link to display the kinds of options you can set.

How to Change Your Password
1. Click the Settings link.

2. Click the Account button
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(Chccoun ) A
[ Language
_— Change Password

l About

3. Click the Change Password button.

[ Account
User Name
[ Language
—_— Change Password
[ About

Contipliasaes _

4. Enter your new password in the Password field.
5. Enteryour new password again in the Confirm Password field.
6. Click the Save button.

How To Change Your Preferred Language
Your admin sets the default system language, but you can change your language in the VidyoPortal and separately in your

VidyoDesktop.

How to Change Your Preferred Language in Your VidyoPortal.
1. Click Settings
2. Click the Language button.
3. Click the button next to the language you desire.

4. Click the Save button.
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‘ Control Meeting

e

© English @ Francais
® BFE @ ltaliano
@ Deutsch ® FiEdhx
@ ECspaiiol ®==a
@ Portugués @ Polski

@ Suomi @ System Language

[ d Save ][ Cancel ]

Changing your preferred language in your Portal doesn’t change it in your VidyoDesktop. You change your preferred lan-
guage in your VidyoDesktop in the Configuration page of your VidyoDesktop.

How to Change Your Preferred Language in Your VidyoDesktop.

1. Inthe VidyoDesktop menu click the Configuration button.

0 Vldyﬂ tom_Default
Configuration
.
()

The Configuration window opens.
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. X
” VldYO' Configuration and Stalus

Status
Current Language
Aftendees
[Engisn ]
Netwaork English
Deutsch
Devices i
Frangais
Video Ital\anzo
BFss
=
Options Portugués
[z b
About Polski
Suomi

Tones: Play a tone when participants join/leave
Full screen: [ Start Conference in Full-screen
|| Alvways Display Toolbar

Display: I:‘ Show Participant Names

2. Click the Options button on the left-side menu.
3. From the Current Language dropdown menu select the language to which you want to change.

4. Click the Save button

What to Do If Your Forget Your Password

If you forget your password, you can click on the Forgot your password? link on the login screen. You will be taken to a new
screen where you provide the e-mail address associated with your account. (If you provide an incorrect e-mail address, you
will receive an error message indicating your e-mail address is invalid.) After submitting the valid e-mail address associated
with your account, a success screen appears and a link to change your password is emailed to you at the address you pro-
vided.

What to Do If It Appears You Can’t Change Your Password

If the Forgot your password? link on your VidyoPortal login page and the Change Password link on your My Account page are
disabled it’s because your system is using an authentication method called LDAP. You’ll need to contact your system admin-
istrator to reset your password.

HOW TO LOG OUT

If you used earlier versions of the system you may be wondering what happened to the Log Out link that used to be on the
Settings page.

We got rid of it.

You now choose to sign-out or quit from the VidyoDesktop icon in the notification area (also called the system tray) in Win-
dows or the VidyoDesktop icon in the dock in Mac OS.
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Place a Call

Start My Meeting
Place a Call Sign-in to Other Portal
. Sign-out
Start My Meeting Configuration..
Sign-in to Other Portal Sl i
. Keep in Dock
Slgn—out + Open at Login
Show in Finder
- - Hide
Configuration.. Quit
Check for Updates
Quit
Windows Context Menu Macintosh Context Menu

This is the difference between signing out and quitting:
m  When you sign-out you end your call or exit your meeting but the VidyoDesktop continues to run.
m  When you quit you exit the VidyoDesktop program.

If your VidyoPortal is open in your web browser you can close the tab or window it’s in or you can keep it open. If you
keep it open and then take any action in the VidyoPortal the following dialog box pops up.

VidyoDesktop is not running, please restart it

Restart your VidyoDesktop and you’re ready for action. Since you quit the program you won’t see its icon in its usual place. In
Windows use the Start menu to start the program On the Mac use the Finder find the program.
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8. Microsoft Outlook Plug-In Appendix

The Vidyo plug-in for Microsoft Outlook 2003, 2007 and 2010 permits you to schedule VidyoConferences from within Mi-
crosoft Outlook. A recipient of the message can join your conference room as either a registered user or guest.

The plug-in works with 32- or 64-bit Windows XP, Windows Vista and Windows 7 operating systems.

In Outlook 2010 Microsoft substantially changed the way things look and how you do things (what techies call the user inter-
face or Ul). If you have Outlook 2010 see the installation section for 2010 on page 55.

Note: Apple Macintosh users can be invited to meetings via Outlook, but there is no plug-in available for them to invite users

themselves.
HOW TO INSTALL THE PLUG-IN FOR MICROSOFT OUTLOOK 2003 AND 2007

Close all Microsoft Office applications.

=

2. Download the appropriate Outlook plug-in from the download section of the web site at www.vidyo.com.

3. Run the install wizard and install the Outlook plug-in.

You are prompted to accept the license and install the plug-in. (Don’t be confused that the title of the licensing
agreement reads “Vidyo Conferencing Outlook Plug-in 2.0.4.” The plug-in is compatible with both 2.0.4 and 2.1

VidyoConferencing Systems.)

4. Respond to each prompt until the plug-in is successfully installed.

:.j] Vidyo Conferencing Outlook Plug-in 2.0.4 Setup lﬁ

For the following components:

Microsoft Visual Studio 2010 Tools for Office Runtime (x86 and x64)

Please read the following license agreement Press the page down key to see
the rest of the agreement.

| »

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL STUDIO TOOLS FOR
THE MICROSOFT OFFICE SYSTEM
(VERSION 4.0 RUNTIME)

These license terms are an agreement between Microsoft
Corporation (or based on where you live, one of its affiliates)

B View EULA for printing

Do you accept the terms of the pending License Agreement?

1

[fyou choose Don't Accept, install will close. To install you must accept this
agreement.

Accept I [ Don't Accept
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5. Launch Microsoft Outlook.

8. Microsoft Outlook Plug-In Appendix

6. From the Tools menu, select Options to display the Options window.

Options

. e

| Other |

Delegates |

VidyoConferencing

I Preferences | Mail Setup

|  MailFormat |  Spelling

| | E-mail

Change the appearance of messages and the way they are handled.

uk E-mail.. | | E-mail Options... |

Calendar

|| Default reminder:

Tasks

Customize the appearance of the Calendar.

15 minutes

E‘ li_lal.endar Options... I

Reminder time:

5' Change the appearance of tasks.
8:00 AM

E‘l Task Options... I

Contacts and Notes

8=

Change default settings for contacts, journal, and notes.

l Contact Options... I l Journal Options... I l Note Options... I

Search

p Change the settings for indexing and search.

l Search Options... I

Mobile

Change the settings for mobile notification and messaging.

|

Motifications... I l Mobile Options... I

7. Select the VidyoConferencing tab.

8. Enter the following information:

ok | [ concel |

Apply

Server — The fully qualified URL for the VidyoPortal.

Example: http://<yourvidyoportal.yourcompany.com>

Note: If this doesn’t work your server may be using security. Instead of http use https like this:

https://<yourvidyoportal.yourcompany.com>

User ID — Your VidyoPortal user name.
Password — Your VidyoPortal password.
9. Click the Apply button.

10. Click the Test Configuration button.
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11. If the configuration is successful, you’ll see the following message:

[# | VidyoConferencing . u-

'a Authentication Successful!

12. Click OK, and then click OK in the Options window.
HOW TO SEND A MEETING INVITATION IN OUTLOOK 2003 AND 2007

The Vidyo plug-in for Outlook inserts your room URL into an Appointment or Meeting Request message along with the room
PIN, if you’ve chosen to use one, and boiler plate invitation text that you can edit. If you don’t have a room URL, one is auto-
matically created. The boilerplate invitation text is created by the VidyoConference administrator and can be modified. For

information about creating a room invitation message, see the VidyoConferencing Administrators Guide.

To send a meeting invitation:
1. Create an Appointment or Meeting Request message.

The VidyoConferencing button appears at the far right side of the tool bar.

Untitled - Appointment

Appointment Insert Format Text Add-Ins

; @
g - ¥ 2 A
l i %g & ﬁ '::.:9 2 eusy | ¥ Recurrence (3 y @
. x . : @ Time Zones i -5= i .
Save & Invite Appointment|Scheduling | 2 15 minutes Spelling Link to VidyoConferencing

Close Attendees =% 7 Assistant Record
Actions Show Options | Proofing |Business C... Vidyo

TlEg Categorize - #

Subject:

Locatjon:

Start fime: | Wed 4/14/2010 [~] [130em [~ | 4l day event

End time: | Wed 4/14/2010 El 200 PM E

Note: If you do not see the VidyoConferencing button in the tool bar, you have not finished configuring the Outlook
plug-in. Try again or contact your system administrator Help Desk.

2. Click the VidyoConferencing button.

The room URL (and room PIN if you have set one) appears in the body of the message along with standard boilerplate

invitation text.
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Appointment Insert Format Text Add-Ins

W8l gew Omo oy @

Q Time Zones
Invite Appointment|Scheduling | @ 15 minutes -(mm . Spelling Link to VidyoConferencing
Close Attendees “= ~ Assistant O Categorize - & 4 Record

Actions Show Options T | proofing |Business C... Vidyo

Subject:

Location:

Start time: |Wed 4/14/2010 E 1:30 PM EI |:|AII day event
End time: | Wed 4/14/2010 E' 2:00 PM E

Please join my meeting by clicking this link: http://yourportal.com/flex.html?
roomdirect. html&key=G9vhQuwe6lPif

To join my conference from a land line please dial
Italy: +39-555-1000

France: +33-555-1000
Spain ....

At the IVR enter the my Extension: 8734

Greetings from CK

Note that your meeting invitation with the usual boilerplate text appears. You can add your own text to the invitation
if you care to. You can also add or delete invitees and change the time and length of the meeting. Remember that
you can use Outlook’s Scheduling Assistant to determine when all of your invitees will be available.

3. Edit the text as desired and click the Send button.

HOW TO INSTALL THE OUTLOOK PLUG-IN FOR MICROSOFT OUTLOOK 2010
1. Close all Microsoft Office applications.
2. Download the appropriate Outlook plug-in from the download section of the web site at www.vidyo.com.
3. Run theinstall wizard and install the Outlook plug-in.

You are prompted to accept the license and install the plug-in. (Don’t be confused that the title of the licensing
agreement reads “Vidyo Conferencing Outlook Plug-in 2.0.4.” The plug-in is compatible with both 2.0.4 and 2.1
VidyoConferencing Systems.)

4. Respond to each prompt until the plug-in is successfully installed.
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;j‘J Vidyo Conferencing Outlook Plug-in 2.0.4 Setup ﬁ

Forthe following components:

Microsoft Visual Studio 2010 Tools for Office Runtime (x86 and x64)

Please read the following license agreement Press the page down key to see
the rest of the agreement.

| »

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL STUDIO TOOLS FOR
THE MICROSOFT OFFICE SYSTEM
(VERSION 4.0 RUNTIME)

These license terms are an agreement between Microsoft
Corporation (or based on where you live, one of its affiliates)

View EULA for printing

Do you accept the terms of the pending License Agreement?

1

Ifyou choose Don't Accept, install will close. To install you must acceptthis
agreement

Accept I [ Don't Accept

W

5. Launch Microsoft Outlook.

6. From the File menu choose Options.

56



8. Microsoft Outlook Plug-In Appendix

Home Send / Receive Folder kY

Save As

Account Ini

Uy save Attachments

== Microsoft Exg
!nfo ! El Microsoft Exg

d Add Account
Open S
Print
&
Help -

Account

4 Exit

The Outlook Options dialog box opens.
[ Outlook Options @u1

General 3 . . . =
View and manage Microsoft Office Add-ins.

Mail

Calendar Add-in Options

Contacts Launch Add-in options dialog: | | Add-in Options...

Tasks Add-ins

Notes and Journal
MName = Location Type o

Search Active Application Add-ins

1

Conversation History Add-in for Microsoft Lync 2010 Ci\.ft Lync\ocoffice.dll  COM Add-in

Mobile iTunes Outlook Addin CA\.sOutlcokaddindl  COM Add-in _
Language Add-in: Conversation History Add-in for Microsoft Lync 2010
Advanced Publisher: Microsoft Corporation
Compatibility: Mo compatibility information available
Customize Ribbon Location: CA\Program Files\Microsoft Lync\ocoffice.dll

Quick Access Toolbar

Trust Center Manage: | COM Add-ins E‘ [ Go..

Description:  Conversation History Add-in for Microsoft Lync 2010

7. On the left-hand menu click on Add-ins.
8. Click the Add-in Options button.

The Add-in Options dialog box opens.
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[ Add-in Options e ]
|Anti-Spa(:Q_I VidyoConferencing D
User Account
8=
Server :
User ID :
Password :
Test Configuration
0K ] [ Cancel I [ Apply
= ¥y

9. Click on the VidyoConferencing tab.
10. Enter the following information:
Server — The fully qualified URL for the VidyoPortal.
Example: http://<yourvidyoportal.yourcompany.com>
Note: If this doesn’t work your server may be using security. Instead of http use https like this:
https://<yourvidyoportal.yourcompany.com>
User ID — Your VidyoPortal user name.
Password — Your VidyoPortal password.
11. Click the Test Configuration button to make sure your setup works.

If you successfully installed the add-in you’ll see this dialog box:
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I ' VidyoConferencing ﬁﬁ

'0 Authentication Successful!

L 4

You’ve successfully installed the add-in.
12. Click the OK button to complete the installation.

If you get an error message like this one it means there was a problem:

# | VidyoConferencing @

Unable to login. Please check your User [ID and Password and try
WY again

Contact your system administrator or your organization’s IT department

HOW TO SEND A MEETING INVITATION IN OUTLOOK 2010

The Vidyo plug-in for Outlook inserts your room URL into an Appointment or Meeting Request message along with the room
PIN, if you’ve chosen to use one, and boiler plate invitation text that you can edit. If you don’t have a room URL, one is auto-
matically created. The boilerplate invitation text is created by the VidyoConference administrator and can be modified. For
information about creating a room invitation message, see the VidyoConferencing Administrators Guide.

4. Select the Meeting button Outlook toolbar.

(0] 5 5 = o - Mailbox - Tom Wrona & Microsoft Outiook M | ]

File Home Send / Receive Folder View Developer Add-ns & @
Yy mE=  ©xIgnore X 5 e a LR qd Find a Contact =
3 I &l x 3 ] 5 wmesting Move to 3 To Manager 7L ] N EE_
g %5 CleanUp ~ ¢ 4 Team E-mail + Done - L [ Address Book
New  New Delete  Reply Reply Forward 55 prore - Move Rules OneNote | Unread/ Categorize Follow
5 2 More =1 7 & - s
e g o By Dunk Al % Reply & Delete Y Create New a 7 i 2 p | Fiter E-mail
New Delete Respond Quick Steps ] Move Tags Find

Note the VidyoConferencing button that appears at the far right of the menu bar.

5. Click the VidyoConferencing button.
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\*@ Testing Alpha Project - Meeting @E‘é]
D Meeting | Insert  FormatText  Review  Developer s @

@ calend =5 | =] O R ] & ©
x alendar =5 = E;] j . B m ey . Recurrence =B 5] <

2 Forward - @ Time Zones 1
Delete Appointment|Scheduling online Cancel 4 15 minutes + (= Categorize Zoom | vidyoConferencing
8] CneNote Assistant Meeting | Invitation 43~ L Room Finder - 4
Actions Show Online Meeting|  Attendees Options Tags Zoom Vidyo
d9 B
Room Finder v x
© Invitations have not been sent for this meeting.

To. Iris Anavi; Jeffrey Robertson 4 February, 2011 b
= Su Mo Tu We Th Fr Sa
g | Sublect Testing Alpha Project AEEIAE

. 6 7 8 910 11 12

Location: ~ | | Rooms
13 [14]15 16 17 18 19
20 21 22 23 24 25 26
Start time: | Mon 2/14/2011 > |230PMm ~ [ All day event 27 28
End time:  |Mon 2/14/2011 v |300Pm v
= Goad Fair Poor
| | choose an available room:
Hello,

None

You have been invited to attend a Vidyo conference

Please click on the link to attend https://main.demo?2.vidyo.com/flex.html?
roomdirect. html&key=KIvHKRIluv97

If you do not have a user account on the this Portal, please enter your name in the "Guest Name field and then

click "Join".

. . . . . Suggested times:

To join from a telephone using VidyoVoice, dial the following number: +1-800-410-3523 X (800) 410- -

3523x1023044 Suggestions cannot be provided
x because free/busy data could not

be retrieved.

For International calls:

London, United Kingdom: +44 2033282611 X (800) 410-3523x1023044

v

Tom Wrona I:] »

Note that your meeting invitation with the usual boilerplate text appears. You can add your own text to the invitation
if you care to. You can also add or delete invitees and change the time and length of the meeting. Remember that
you can use Outlook’s Scheduling Assistant to determine when all of your invitees will be available.

Edit the text as desired and click the Send button.

A recipient of the message clicks the link to join your meeting. The link prompts a registered user to log into the
VidyoPortal and join the meeting. It enables a contact without a VidyoPortal account to join the meeting as a guest.
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ADDING THE VIDYO PLUG-IN TO MICROSOFT OFFICE COMMUNICATOR
If your organization uses Microsoft Office Communicator (MOC) you can easily add VidyoConferencing capabilities to it.
Vidyo makes a plug-in that can be added to MOC. (MOC has been updated and the new version is called Lync. If your organi-

zation has upgraded to Lync, see the Lync Appendix following this one. The plug-in installation is virtually identical. It’s just
that Lync looks different and buttons and other items are in different places.)

HOW TO INSTALL THE MICROSOFT OFFICE COMMUNICATOR

1. Shut down Communicator by right-clicking the green Communicator icon in the notification area (also called the sys-
tem tray) and selecting Exit.

My Status ¥

Sign Out

Open
Exit

2. Double-click the Vidyo Office Communicator Plug-in installer .exe file included in the downloaded zip file.

Your system administrator will tell you how to get the installer. The installer is labeled as ClientMOCIntInstaller-
win32-TAG_VMOC_<X_X_XXX>.exe,where<X_X_XXX»isthe version of the installer. The installer works on both
32-bit and 64-bit systems.

3. Follow the directions on screen.

-

«. Vidyo Plug-In for Microsoft Office Communicator Setup | = 23 J

Welcome to the Vidyo Plug-In for
Microsoft Office Communicator
Setup

Please verify that the Microsoft Office Communicator client
has been exited before proceeding.

« Vidyo

l Installr\gl [ Cancel
L

When the installation is completed you’ll be able to access Vidyo features from within Communicator

A
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HOW TO INVITE PARTICIPANTS FROM THE OFFICE COMMUNICATOR

To invite participants to a meeting from the Office Communicator:
1. Loginto the VidyoPortal,

2. Loginto the Office Communicator.

Your Communicator sign-in ID is the same as your VidyoPortal user name (case sensitive). Your password may or
may not be the same; contact your system administrator for information.

Note: Being logged into Communicator does not automatically log you into the VidyoPortal.

Office Communicator

Sign-in address:

abigsby @vidyo.com

Lhange your sign-n address

| username
Examples: IZIO‘TIEII"-'L!“J: Jaths
snmenne @example com

Password:

Sign in as: ) Available «

You see your list of Communicator contacts.
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A

Office Communicator

Allen Bigsby Busy

-
[l Tvpe 2 note

3 name

4 Recent Contacts
‘-9 Atom Ant Busy
@ sandy Smith  Inactive
Thomas Davi... Offline
Carrie Anderson Offline

4 All Contacts

@ Atom Ant Busy
" ) Sandy Smith  Inactive
Atom PC Offline

Carrie Anderson Offline
Charles Howell  Offline
Thomas Davi... Offline

S
Type a name in the user bar and add it to the chat list.

Add as many contacts as necessary.

Select participants from the list of added contacts (Shift-click or Control-click to select multiple participants).
Note: You can also select participants from an open conversation session window.

To start the VidyoConference, right-click the selected contacts and choose the VidyoConferencing command.
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@ Allen Bigsby 5]
) Atomn Ant 6]
eSS
Allen Bigs
+ Hi, Ator lence.
¢, call ’
(=1 Send an E-Mail Message
[© Send aFile...
¢ WidyoConferencing
=
Wiew Contact Card Alb+Enter
O —
Copy Ctrl+C
ie
| Tag for Status Change Alerts =
Change Level of Access »

Your VidyoConference with the participants you selected begins.

For a user not logged into the portal or in another conference, and a contact without a VidyoPortal account, a Com-
municator IM message is sent that includes your room link.

@ Allen Bigsby
@ Atom Ant

SOIR0

Allen Rigshy [3:04 PM]:
+ Allen Bigsby would like to invite you to a conference.
Plear-e click on the following link to ]mn
|

actu:nn rcomdlrr_:ct&conr I'lﬂmLqutu"r‘eh
+ Starting VidyoConference...

Clicking the link:
Prompts the user to log into the VidyoPortal and join the meeting.
Enables a contact without a VidyoPortal account to join the meeting as a guest.

VIDYOCONFERENCING NOTES

When a user enters a conference, their Communicator status changes to “Busy.” A meeting scheduled in the Outlook
Calendar for the same time overrides this status.
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You control a conference in the Control Meeting page of the VidyoPortal. See the Controlling Your Meeting in the
VidyoPortal chapter that starts on page 42 for more information.

Removing someone from a Communicator chat does not remove them from the VidyoConference. You must do this in
the Control Meeting page of the VidyoPortal.

Ending a meeting can only be done by closing the VidyoDesktop client or through the Control Meeting page in your
Portal.

Conference participants can disconnect themselves from a meeting by clicking the VidyoDesktop Disconnect button.

You can drag participants from the main Communicator window contact list into a Communicator chat already in
process to invite them to your meeting, or by right-clicking the contact and selecting the VidyoConferencing com-
mand.

To invite a legacy system, VidyoRoom or VidyoPortal user without a Communicator account, use the Invite by Email
command in the Control Meeting page of the VidyoPortal. See the Controlling Your Meeting in the VidyoPortal chap-
ter that starts on page 42 for more information.
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ADDING THE VIDYO PLUG-IN TO MICROSOFT LYNC

If your organization uses Lync you can easily add VidyoConferencing capabilities to it. Vidyo makes a plug-in that can be
added to Lync.

How to Install The Lync Plug-In

1. Shut down Lync by right-clicking the green Lync icon in the notification area (also called the system tray) and select-
ing Exit.

My Status 4

Sign Out
Open
Exit
2. Double-click the Lync Plug-in installer .exe file included in the downloaded zip file.

Your system administrator will tell you how to get the installer. The installer is labeled as ClienLynclnstaller-win32 -
TAG_MOC_<X_X_XXX>.exe,where <X_X_XXX»isthe version of the installer.)

3. Follow the directions on screen.

2N v dyo Plug-In for Microsoft Office Communicator Setup B|§|®

Welcome to the Vidyo Plug-In for
Microsoft Office Communicator
Setup

Please verify that the Microsoft Office Communicator dient
has been exited before proceeding.

@ Vidyo

I Install l[ Cancel ]

When the installation is completed you’ll be able to access Vidyo features from within Communicator
HOW TO INVITE PARTICIPANTS FROM LYNC
1. Loginto your Portal

If Lync isn’t set to start up automatically when you start Windows, start Lync. You’re then also logged into the
VidyoPortal, Your Lync sign-in ID is the same as your VidyoPortal user name (case sensitive). Your password may or
may not be the same; contact your system administrator for information.

Note: Being logged into Lync does not automatically log you into the VidyoPortal.
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You see your list of Lync contacts.

10.

Microsoft®

Lync 2010

Sign-in address:

Microsoft Lync Plug-in Appendix

twrona@vidyo.com

Signinas: & Avsilable -

E Sign In ﬁ

=a0ffice

Copyright @ Microsoft. All rights reserved.

‘What's happening today?

n Tom Wrona
Available -
IJ Hackensack -

A

L¥)

[ Find a contact

Groups Status Relationship

4 Friends and Family (0/0)

There are no contacts in this access level.

< Workgroup (0/0)

There are no contacts in this access level.

4 Colleagues (1/1)

Tal Amir- Available
Planet Earth
4 External Contacts (0/0)

There are no contacts in this access level.

4 Blocked Contacts (0/0)

There are no blocked contacts.
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Type a name in the user bar and add it to the chat list.

Add as many contacts as necessary.

Select participants from the list of added contacts (Shift-click or Control-click to select multiple participants).
Note: You can also select participants from an open conversation session window.

To start the VidyoConference, right-click the selected contacts and choose the VidyoConferencing command.

| L] Microsoft Lync

What's happening today?

Tom Wrona
Available -
Hackensack -

D

o

Find a contact

Groups Status Relationship

4 Friends and Family (0/0)
There are no contacts in this access level,
< Workgroup (0/0)

There are no contacts in this access level.

4 Colleagues (1/1)

I"I:] Tal Amir- Available @ call -~

L Planet Earth

4 External Contacts (0/0)

Send an Instant Message
Call
Start a Video Call

There are no contacts in this access level

4 Blocked Contacts (0/0)

Share
There are no blocked contacts,

Send an Email Message

LI O

Schedule a Meeting

VidyoConferencing I

Copy iy Ctrl+C

Find Previous Conversations

Remove from Contacts List Shift+Delete

Add to Outlook

Tag for Status Change Alerts

Change Privacy Relationship 4
View Contact Card Alt+Enter

The Starting VidyoConference window opens.
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L% Tal Amir

n Tal Amir - Available

Sm ~ Video - Share -

Tom Wrona
“ Starting VidyoConference...

Your VidyoDesktop window also opens.
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Note: You can also start a VidyoConference from an open chat window by right clicking on a person’s name and se-
lecting Vidyo™ Conferencing from the context menu. If you’re in a group conversation only the person on which you
right click will be included in the conference initially.

Q’:’_"' Group Conversation (3 Participants) E‘E‘ﬂ

2| Group Conversation

M Call = Video - Share = £ I *
[ Jeff Robertson
Remove
Krishnan Ram
=] View Contact Card Alt+Enter

% Tom Wrona . :
Invite to New Conversation

B4 Send an Email Message

Tag for Status Change Alerts
Add to Contacts List L4

&) Vidyo™ Conferencing

v ~

At the end of the call the Lync window says that the conversation was saved. This is a standard Lync message and
does not mean that the audio/video portion of the conversation was saved. It just means that if you have the Turn on
Logging feature in Lync that any IMs you may have sent or received have been saved.

I ﬁ Tal Amir - Available

M Call - Video - Share -

Tom Wrona
Starting VidyoConference...

This conversation is saved in the Conversations tab in

Lync and in the Conversation History folder in Outlook.

VIDYOCONFERENCING NOTES

When a user enters a conference, their Lync status changes to “Busy.” A meeting scheduled in the Outlook Calendar
for the same time overrides this status.

You control a conference in the Control Meeting page of the VidyoPortal. See the Controlling Your Meeting in the
VidyoPortal chapter that starts on page 42 for more for information.
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Removing someone from a Lync chat does not remove them from the VidyoConference. You must do this in the Con-
trol Meeting page of the VidyoPortal.

Ending a meeting can be done only by closing VidyoDesktop or through the Control Meeting page in the VidyoPortal.
Conference participants can disconnect themselves from a meeting by clicking the VidyoDesktop Disconnect button.

You can drag participants from the main Lynx window contact list into a Lynx chat already in process to invite them
to your meeting, or by right-clicking the contact and selecting the VidyoConferencing command.

To invite a legacy system, VidyoRoom or VidyoPortal user without a Lynx account, use the Invite by Email command
in the Control Meeting page of the VidyoPortal. See the Controlling Your Meeting in the VidyoPortal chapter that
starts on page 42 for more for information.
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ABOUT THE SAMETIME PLUG-IN

If your organization uses IBM’s Lotus Sametime you can easily add VidyoConferencing capabilities to it. Vidyo makes a plug-
in that can be added to Sametime just like any other plug-in.

The plug-in works with Lotus Sametime whether you use Sametime alone or your use both Sametime and Lotus Notes.

Sametime gives your system administrator(s) a number of ways a plug-in can be deployed. If you’ve gotten a Sametime plug-
in in the past, chances are the same method will be used for the Vidyo plug-in. If this is the first time a Sametime plug-in has
been deployed in your organization, your IT department will decide which method best suits your organization.

Whatever method they choose, they will tell you what, if anything, you need to do to add VidyoConferencing to your Sa-
metime program.

In this chapter you’ll learn how to use the Vidyo plug-in once you get it.

How To Start a Direct Vidyo Call or VidyoConference in Lotus Sametime

A direct (one-to-one or point-to-point) Vidyo call is a private Vidyo meeting between you and another Sametime user in your
organization. A Sametime VidyoConference is like a telephone conference except that you can see up to eight other partici-
pants in your VidyoDesktop program. If you’ve been using VidyoConferencing you already know this. If you’re a veteran Sa-
metime use but are new to VidyoConferencing you’ll want to go over the other parts of this manual to better understand how
VidyoConferencing works.

Once the Vidyo Sametime plug-in is installed you’ll see a new option on the context menu that pops up when you right click
on another Sametime user’s name: Start Vidyo™ Conference (see the next page)

In order to start a VidyoConference you must be logged into your Portal. If you’re not, the following pop-up error message
appears:

. You are not logged into the Vidyo Portal. Please log in and retry your request.

Once you log in you can make the call.
If you want to make a one-on-one direct call just right-click on the person you want to call.
If you want to start a VidyoConference use Shift-clicking or Ctrl-clicking to select a group of people.

To select a number of people who are next to each other on your contact list click on the first one and Shift-click on
the last one. The people you clicked on and everybody in between will be selected

To select a number of people who are not listed together, click on the first one and Ctrl-click on each of the other in-
dividual users.

Once you’ve selected the person(s) you want in your call, right-click on a selected person and chose Start Vidyo™
Conference from the context (pop-up) menu.
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IBM Lotus Sam =
File Edit View Tools Help

&, Type to find name

8 Available - | @ Office
QB-¢REA&E-T

(@) Contacts ==

4 88 Work (3/6)
a
j.roberts ) Chat
j.roberts @ Call
Jroberts¢ &1 Instant Meeting
B jrobert
2 twrona

Available Tools...
Send »

Alert Me When Available
Alert Me When...
Remove Alerts

Privacy Lists...

Refresh Person Info

<7 Primary Conta¢ Edit Nickname...

Business Card

Connected
Remaove from Contact List

Chat History

E|
@ Start Vidyo™ Conference
Add to Primary Contacts

Any invitees who are not logged in to their VidyoPortals will receive a pop-up message like this one:

Y———— =X

Olris Anavi

iris/vidyo would like to invite you to a video conference. Please join them at:
http://main.vidyo.com/flex.htmI?roomdirect.html&amp;key=dSXpMxNmaDGD

Respond

If the called party answers the call, your VidyoDesktop window opens as it normally does, with the user(s) who accepted the
invitation appearing in the VidyoDesktop window. For any user who is not logged in to the VidyoPortal you’ll see the follow-
ing message:
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=) Announcement from twrona/vidyo E@g

HTom Wrona

The following contacts invited to your conference were unavailable;
- iris

L 4

As with other Sametime windows, the exact shape, location and size of the window may vary. (Or course invitees can join
later—up to the capacity of your room.)

Your Vidyo meeting (one-to-one) or VidyoConference will begin.

. °V1dy0 tom_Vidyo

When you’re ready to end your call or conference close the VidyoDesktop window.
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