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About This Guide

Novell Conferencing is aWeb conferencing service where you can share your desktop, show slides,
collaborate, chat, talk, and broadcast via webcam with no download required for attendees.

+ Chapter 1, “Using Novell Conferencing,” on page 9

+ Chapter 2, “Inside the Meeting,” on page 37

¢ Chapter 3, “Modifying Settings,” on page 69

+ Chapter 4, “Using Audio and Video,” on page 75

+ Chapter 5, “Using the Widget,” on page 87

+ Chapter 6, “Recording a Meeting,” on page 93

+ Chapter 7, “Using myScreen,” on page 101

+ Chapter 8, “Securing Your Meetings,” on page 113

¢ Chapter 9, “Customing Branding,” on page 117

+ Chapter 10, “Integration,” on page 123

Feedback

We want to hear your comments and suggestions about this manual and the other documentation
included with this product. Please use the User Comments feature at the bottom of each page of the
online documentation, or go to www.novell.com/documentati on/feedback.html and enter your
comments there.

Documentation Updates

For the most recent version of the Novell Conferencing Web Meeting User Guide, visit the Novell
Conferencing Web site (http://www.novell.com/documentation/novel|_conferencing).

Additional Documentation

The following additional documentation is aso found on the Novell Conferencing Web site (http://
www.novell.com/documentation/novell_conferencing).

+ Novell Conferencing Quick Sart
+ Novell Conferencing Adminstration Guide

About This Guide 7
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Using Novell Conferencing

Novell Conferencing is a Web conferencing service where you can share your desktop, show a
whiteboard, collaborate, chat, talk, and broadcast via webcam with no software download required
for attendees.

+ Section 1.1, “Conferencing Rooms,” on page 9

+ Section 1.2, “ Supported Systems,” on page 10

+ Section 1.3, “Logging In,” on page 11

+ Section 1.4, “Exploring the Dashboard,” on page 12

+ Section 1.5, “Inviting Attendees to the Meseting,” on page 30

+ Section 1.6, “Inviting People to the Meeting When You Are an Attendee,” on page 33
+ Section 1.7, “Confirming Participation in a Meeting,” on page 34
+ Section 1.8, “Joining a Meeting,” on page 34

+ Section 1.9, “Leaving the Meeting,” on page 35

+ Section 1.10, “Ending a Meeting,” on page 36

+ Section 1.11, “Logging Out,” on page 36

1.1 Conferencing Rooms

Novell Conferencing has three meeting rooms available to users. The rooms differ in the maximum
number of attendees allowed in the meeting and the features that are available. Your default room
type starts when you click Sart Meeting in your dashboard. For information on which room type
you have as your default room, contact your Novell Conferencing administrator.

Pro 20: The Pro 20 room has a maximum of 20 attendees, including the host. This room allows
screen sharing, using the whiteboard, file sharing, polling, and sharing Web content. Four attendees,
including the host, can use webcams or microphones. The host controls who uses the webcam and
the microphones. All attendees have access to the public chat and are able to chat privately with
other attendees.

Pro 50: The Pro 50 room has a maximum of 50 attendees, including the host. This room allows
screen sharing, using the whiteboard, file sharing, polling, and sharing Web content. Four attendees,
including the host, can use webcams or microphones. The host controls who uses the webcam and
the microphones. All attendees have access to the public chat and are able to chat privately with
other attendees.

Webinar: The Webinar room is the largest room available. It has a maximum of 1000 attendees,
including the host. This room allows screen sharing and file sharing. Only the host of the Webinar
meeting can use the microphone or webcam. Attendees can see themselves, the host, and the
presenter, if the presenter is someone other than the host. All attendees have access to the public
chat.

Using Novell Conferencing



1.2 Supported Systems

The tables below show which operating systems, browsers, and versions of Adobe Flash are
required for Novell Conferencing to work properly. They also show whether desktop sharing is
supported on the operating system.

Table 1-1 Microsoft Windows

Operating Systems Browsers Desktop Sharing Adobe Flash Version
Windows XP with SP2 or Internet Explorer 7 Yes 9 or higher
later Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
Windows Vista (32-bit Internet Explorer 7 Yes 9 or higher
and 64-bit)
Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
Windows 7 (32-bit and Internet Explorer 7 Yes 9 or higher
64-bit)
Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
Windows Server 2000 Internet Explorer 7 Yes 9 or higher
Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
Windows Server 2003 Internet Explorer 7 Yes 9 or higher
Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
Windows Server 2008 Internet Explorer 7 Yes 9 or higher
Internet Explorer 8 Yes 9 or higher
Mozilla Firefox 2.x+ Yes 9 or higher
Google Chrome 4 Yes 9 or higher
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Table 1-2 Apple Macintosh

Operating Systems Browsers Desktop Sharing Adobe Flash Version
Mac OS 10.5 Apple Safari 3+ Yes 9 or higher

Mozilla Firefox 3.x Yes 9 or higher
Mac 0S10.6 Apple Safari 3+ Yes 9 or higher

Mozilla Firefox 3.x Yes 9 or higher
Table 1-3 Other Operating Systems
Operating Systems Browsers Desktop Sharing Adobe Flash Version
Linux Mozilla Firefox 3.x No 9 or higher

Although other operating systems and browsers might function, they are not supported. Examples of

configurations that do not work:

+ OperaBrowser
+ Chrome Browser on the Mac OS

+ Safari Browser on Microsoft Windows

1.3 Logging In

1 Enter http://<company name>.novellconferencing.com/ inthe browser.

Replace <company_name> with the name of your company.

2 Inthesignin page, specify your Novell Conferencing ID and password.

Sign in
Confarencing 1D

Hassward

Forgot Password?

3 Click SgnIn.

Webh Canferencing

You can conduct your own meetings

and webinars nght now using the world's

easiest anline canfzrence!
& Share your desklop
i Show presentations
. Collaborate livs

and much, much more

Using Novell Conferencing

11



1.4 Exploring the Dashboard

When you log in to Novell Conferencing, the personal dashboard opens. The dashboard offers a
single point of access to host and schedule meetings, view scheduled meetings, search for meetings
and recordings, view and edit your preferences, and change your password.

Schedule M eetings: Lets you view your scheduled meetings and view the widget that is
automatically created after you schedule a meeting. You can schedule a meeting for any of the
rooms that are available to your account.

Sart Meseting: Letsyou instantly start ameeting for your default room. For more information about
the default rooms, see Section 1.1, “ Conferencing Rooms,” on page 9.

Preferences. Letsyou set meeting preferences.

Scheduled Meetings: Lets you view your scheduled meetings.

Files: Lets you upload presentations and documents to share during your meetings.
Polls: Letsyou create pollsto survey participants during your meetings.

Web Content: Letsyou configure real-time Web content such as YouTube videos, Picasavideos, or
embedded videos to share during your meetings.

Recordings: Lets you preview, download, securely share, and delete recordings.
Search: Lets you search for your meetings.
Change Password: Lets you change your login password.

+ Section 1.4.1, “ Scheduling a Meeting,” on page 13

+ Section 1.4.2, “Hosting an Instant Meeting,” on page 14

+ Section 1.4.3, “Changing Your Preferences,” on page 14

+ Section 1.4.4, “Viewing Your Scheduled Meetings,” on page 15
+ Section 1.4.5, “ Starting a Scheduled Meeting,” on page 15

+ Section 1.4.6, “Rescheduling a Meeting,” on page 17

+ Section 1.4.7, “Viewing the Registration Report,” on page 18

+ Section 1.4.8, “Deleting Your Meetings,” on page 19

+ Section 1.4.9, “Managing Files,” on page 23

+ Section 1.4.10, “Managing Polls,” on page 24

+ Section 1.4.11, “Managing Web Content,” on page 26

+ Section 1.4.12, “Managing Recordings,” on page 27

+ Section 1.4.13, “ Searching for Meetings,” on page 28

+ Section 1.4.14, “Retrieving a Report About Attendees,” on page 28
+ Section 1.4.15, “ Changing Your Password,” on page 29
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1.4.1 Scheduling a Meeting

Scheduling a meeting allows you to ensure that all the necessary people are invited and are able to

attend.

1 Logintoyour Novell Conferencing account.

For information on how to log in, see Section 1.3, “Logging In,” on page 11.

2 Click Schedule Meeting.

Schedule Meeting »

Start Meeting »

Preferences

Scheduled Meetings

§

Web Content

Recordings

Search

Change Paszword

3 Inthe Schedule Meeting dialog box, specify the meeting name, agenda, start and end dates,
start time, time zone, meeting duration, and the e-mail addresses of the people you want to

invite to the meeting.

Schedule Meeting

Sy

Room Name |-:Ielaul'.

Meeting Name | test

Enter a meeting

agenda

Agenda
o

4 1 ] v

Enver a listc of
emails separated by
var

Invitees

0 Registrations More....

"N i ]

Keys | Meeting Key
Meeting key makes meeting
private

|1 Require [ Pre-registered
eMail email only

On Join

Roeom URL | hitps:itestsite.novellconferen|
RepeatOption [OnceOnly  |=]

Start Date | December 22, 2010

EndDate |

Timezone | GMT-05:00 Eastem Time =]

Meeting Length |2 [+ Hours [0 [=] Minutes

[¥] Send eMail when meeting
starts

Using Novell Conferencing
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You can also specify a meeting key to make it a private meeting. For more information, see
Section 8.1, “Making Your Meeting Private,” on page 113.

4 Click Schedule.
An e-mail with details of your scheduled meeting is sent to the invitees.

A widget is also created, which you can use to invite people to your meeting and to track
meeting details. For more information, see Section 5.1, “Viewing the Widget,” on page 87.

1.4.2 Hosting an Instant Meeting

Novell Conferencing allows you to instantly start a meeting whenever you want. You don’t need to
schedul e the meeting and you can invite anyone to the meeting whileit isin session (see Section 1.5,
“Inviting Attendees to the Meeting,” on page 30). When you click Sart Meeting, it automatically
starts your default meeting with your saved preferences.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.

2 Click Sart Mesting.

1.4.3 Changing Your Preferences

Novell Conferencing allows you to change your default settings for your meetings. The default
settings are found in the Preferences section of the dashboard. There are four different tabs of
settings that can be modified. The first tab, General, is your personal preferences. The second tab,
Features, is about the meeting's settings. The third tab, Dial-in, deals with any call-in numbers that
might be available for the meetings. The fourth tab, Personalization, lets you change the appearance
of Conferencing.

The basic settings for your meetings are talked about in Chapter 3, “Modifying Settings,” on

page 69.

Information about additional settingsis found in the following locations:

+ Section 4.2, “Configuring Your Audio and Video Settings,” on page 76
+ Section 4.6, “Using Teleconferencing,” on page 84

Novell Conferencing User Guide



+ Section 8.2.1, “Securing All Meetings,” on page 114
¢ Chapter 9, “Customing Branding,” on page 117

1.4.4 Viewing Your Scheduled Meetings

This feature allows Conferencing usersto see alist of all the meetings that they have scheduled for
the next seven calendar days.

1 Logintoyour Novell Conferencing account. For information on how to log in, see Section 1.3,
“Logging In,” on page 11.
or
If you are already logged in, click Scheduled Meetings.

‘Schedule Meeting »

Start Meeting  »

Change Password

A list of your meetings scheduled in the next seven daysis displayed.

1.4.5 Starting a Scheduled Meeting

After you schedule a meeting, you must start the meeting for attendees to enter at the scheduled
time.

1 Logintoyour Novell Conferencing account. You are taken to your Scheduled Meetings.
or

Using Novell Conferencing
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If you are already logged in, click Scheduled Meetings.

Schedule Meeting »
Start Meeting »

Scheduled Meetings

Files

Web Content
Recordinges

Search

Change Password

For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe Scheduled Meetings dialog box, select the meeting that you want to start.

Upcoming Meetings

Upcoming Meetings 9 0
';l’ Name: test{Edit] Agenda: Conferencing... °
- Delete
Start Start Date: December 22, Recurring: Once
2010

Registrants: View
Start Time: 06:00 PM EST

Organizer: test

You just made a widget! 3 % in-.

Click on an icon to promote your meeting via test
Facebook, Twitter, MySpace and more! il

Agenda: Conferencing Demo

Did you know?

Every time you schedule a meeting, we create a Date: Wed Dec 22 2010
widget here. Check out the new Widgettab inside the
Schedule Meeting dialog where you can customize

Time: 4:00PM

3 Click Sart.

Novell Conferencing User Guide



1.4.6 Rescheduling a Meeting

Novell Conferencing allows the host to change the date, time, and time zone of a scheduled meeting.

1 Logintoyour Novell Conferencing account. You are taken to your Scheduled Meetings.
or
If you are already logged in, click Scheduled Meetings.

Schedule Meeting  »
Start Meeting »

Preferences

Scheduled Meetings

Web Content
Recordings
Search

Change Password

For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe Scheduled Meetings dialog box, select the meeting that you want to change.

Upcoming Meetings

Upcoming Meetings @ o
= Name: test[Edit] Agenda: Conferencing... o
. Delete
Start Start Date: December 22, Recurring: Once
2010 Registrants: View

Start Time: 06:00 PMEST

Organizer: test

You just made a widget! E | | f' l-"i' in = +,
Click on an icon to promote your meeting via | test
Facebook, Twitter, MySpace and maore!

‘Agenda: Conferencing Demo

Did you know?

Every time you schedule a meeting, we create a Date: Wed Dec 22 2010
widget here. Check out the new Widgettab inside the Time: 4:00 PM
Schedule Meeting dialog where you can customize

—

Using Novell Conferencing
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3 Click the Edit link next to the meeting name.

4 |nthe Edit Meeting dialog box, specify the new start date, end date, start time, and time zone.
5 Click Update.

An e-mail with details of your rescheduled meeting is sent to all the invitees, and the meeting widget
is updated.

1.4.7 Viewing the Registration Report

Before a meeting begins, the host can view aregistration report listing individuals who have
received an invitation to the meeting and individuals who have used the widget to register for the
meeting.

Before retrieving the report, complete the following prerequisites:
+ Schedule ameeting and invite peopletoit.
+ Select the Registration Field option from the widget tab.

1 Logintoyour Novell Conferencing account. For information on how to log in, see Section 1.3,
“Logging In,” on page 11.
or
If you are already logged in click Scheduled Meetings.

2 Inthe Scheduled Meetings dialog box, click View next to the Registrantsfield.

Upcoming Meetings

Upcoming Meetings (O >}
] ‘“ﬁ.‘l Name: testiEdit] Agenda: Conferencing... 0
i Delete
Start Start Date: December 22, Recurring: Once
2N

Start Time: 06:00 PM EST

Organizer: test

You just made a widget!

Click on an icon to promote your meeting via
Facebook, Twitter, MySpace and more!

Did you know?

Every time you schedule 3 meeting, we create a
widget here. Check out the new Widget tab inside the
Schedule Meeting dialog where you can customize

Date: WedDec 22 2010
Time: 4:00PM
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The Registration Report dialog box appears.
3 Toview thereport, click Get Report.

Regigtratian Repart

demaiEnoyell wom My 12: 2310 10142 AR Initasien

Z | niceal ezt com B3y A2, 2090 1042 Ak | Invitaton

1.4.8 Deleting Your Meetings

Novell Conferencing allows users to delete the logs of the meetings that they have previously held.
You can also delete scheduled meetings before they happen.

+ “Using the Scheduled Meetings List to Delete aMeeting” on page 19
+ “Using the Search Feature to Delete Meeting Logs’ on page 20

Using the Scheduled Meetings List to Delete a Meeting
1 Inthe dashboard, click Scheduled Meetings.

Schedule Meeting »
Start Meeting »

Preferences

Scheduled Meetings

Web Content
Recordings

Search

Change Password

Using Novell Conferencing 19



2 Select the scheduled meeting that you want to delete and click the Delete button.

Upcoming Meetings

Upcoming Meetings (N %]
*:'E_ Name: test[Edif] Agenda: Conferencing... 0
- Delete
Start Start Date: December 22, Recurring: Once
2010 Registrants: View

Start Time: 06:00 PM EST

Organizer: test

You just made a widget! R s e s
Click on an icon to promote your meeting via = test
Facebook, Twitter, MySpace and more! ;

Agenda: Conferencing Demo

Did you know?

Every fime you schedule a meeting, we create a Date: Wed Dec 22 2010
widget here. Check out the new Widget tab inside the Time: 4:00PM
Schedule Meeting dialog where you can customize

Ane-mail issent to all registered attendees telling them that the meeting has been deleted.

Using the Search Feature to Delete Meeting Logs

1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 |Inthe dashboard, click Search.

Schedule Meeting »
Start Meeting »

Preferences
Scheduled Meetings

Fites

Web Content
Recordings

Search

Change Paszword
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3 Inthe Search Meetings dialog box, specify the relevant data for the meetings you want to
delete.

or
Select Past to view all past meetings
or

Select All to view all meetings.

Search Meetings

Search Meetings
Start Date | December 15, 2010 | End Date | December 29, 2010
Show Meetings in @ UseDate Range () CurrentFuture & Past & All
Containing | e
My Meetings
4 Click Search.

5 Select the check boxes for the meetings that you want to delete.

Using Novell Conferencing
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6 Click the Delete button to delete the selected meetings.

Search Meetings

Search Meetings
Start Date | [ End Date |
Show Meetings in & Use Date Range ¢ CurrentFuture & Past @ All
Containing | L Scorc
Ny Meetings @ 1-30f54 =
] EE Name: test{info] Agenda: [ x]
: _ Delate
Info Start Date: April 12, 2010 Recurring: Once
Start Time: 11:25 AM EDT
Organizer: test
ame: testi{info genda:
L Name: testinfo] Agend )
Delete
Info Start Date: April 12, 2010 Recurring: Once
Start Time: 04:45 PM EDT
Organizer: test
] kﬂ Name: Demo[info] Agenda: Conferencing... [}
: Delete
Info Start Date: May 12, 2010 Recurring: Once

Start Time: 06:00 PM EDT Registrants: View

Organizer: test

If you want to delete meetings that are displayed on other pages, select the meetings that you
want to delete on the first page, use the arrows to navigate through the other pages of meetings,
and select the other meetings that you want to delete. When you have selected al the meetings
that you want to delete, click the Delete button.
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1.4.9 Managing Files

The Files option allows you to upload files into your meeting room, then share the files during your
meetings. You can upload PowerPoint presentations, Adobe PDF files, Microsoft Word documents,
and Microsoft Excel spreadsheets. Conferencing alows you to store up to 2 GB of files, polls, Web
content, and recordings.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.

2 Click Files.

Start Meeting »

Preferences

Scheduled Mesatings

Recordings

Schedule Mesating »
Files

Search

Change Paszword

3 Click Upload and select the file you want to upload in preparation for your meeting.

Select a file from your computer to share online

[{:lir_k to select fils ] m

L supported File Types
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After your files have been uploaded, they are shown in alist and are available to be shared during
your meetings. The following options are available in the Options column of the uploaded file.

Files

Mamg == Typa = Size Necess Opbons

1 |.:l.\nlamm:lnq_usar_numa.pm Pt ZIMB Pubilic: | o

= Priview L
=

Dewnload
¢ 0.3%
M Meat Mow af2 e
w Pernissions
& Delete G files

SINE

Delate

Eelesct a file from your computer to share online

| Click to select fila l Upload
L J

L suspedearis Types

+ Preview: Shows you what your document will ook like in a meeting.
+ Download: Allowsyou to download a copy of thefile that is stored in your room.
+ Meet Now: Immediately starts a meeting with the selected document being shared.

+ Permissions: Provides you with alink that you can share with meeting attendees so they can
download a copy of your file. Also enables you to set a password to protect the document.

+ Delete: Deletes the document from the Conferencing storage.

1.4.10 Managing Polls

The Polls option allows you to create questions that you can use to interactively survey your
attendees during a meeting. Conferencing allows you to store up to 2 GB of files, polls, Web
content, and recordings.

1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
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2 Click Palls.

Start Meeting 3

Preferences

Scheduled Meetings

Recordings

Search

‘Schedule Meeting  »

Change Password

3 Enter atitle (question) for your poll and up to five multiple-choice answers that you want your
attendees to choose from.

Polls (0

Trle = Votes "= Statme "=

Plaasa craats a Poll

(S N L W 0 N S

& Share resul

@ Cancel

4 Select the Share Results box to allow your attendees to see the poll results after they submit
their responses.

5 Click Saveto save the poll to your dashboard for use in your future meetings.

When you have saved and shared your poll in at least one meeting, you can review the resultsin
your dashboard. To do this, click the title of the poll. To the right of the poll selection area, you can
see the most recent results of the poll under the Current Results tab. If you click the All Resultstab,
you can see all the results from all the meetings you have shared the poll in.

Polls can be edited after they are created. To do this, select the poll from your list of saved polls and
click the Edit Poll button. Both the title text and the answer text can be changed. However, you
cannot add aditional answers. Editing any of the text in the poll does not change any of the existing

results.
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To delete apoll, smply select the poll and click the Delete button.

1.4.11 Managing Web Content

Web Content allows you to share real-time media with your attendees during a meeting. You can
enter the URL for YouTube Videos or Google Picasa Web Albums, or the embed code from video
content hosted on any site, and share it when you are inside a meeting. Conferencing alows you to
store up to 2 GB of files, polls, Web content, and recordings.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.

2 Click Web Content.

Start Meeting »

Preferences

Scheduled Meetings

Web Content

Recordings

Change Pas=word

Schedule Meeting »
Search

3 Insert aYouTube URL, Picasa URL, or embed code into the field and click Continue.

Paste any embed code or youtube video and continue

4

L5 supported File Types

A dialog box appears with a previewof the URL or embed code.
4 Change the name of the URL or embed code as desired, then click Save.
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After your Web content has been uploaded, it is shown in alist and is available to be shared during
your meetings. The following options are available in the Options column of the uploaded file.

‘Web Content

Hamea “s Type "= Date Added "=  Opbions

M | funny hovell commancial youtEba 04224 | £ w

= Preview

M Keet hlow

D Uslste

Dalete

Paste any embed code or youtube video and continue

=

] Supparied Fila Types Caontinue

+ Preview: Shows you what your Web content will look like in a meeting and allows you to
change the name of the Web content.

+ Meet Now: Immediately starts a meeting with the selected Web content being shared.
+ Delete: Deletes the Web content from the Conferencing storage.

1.4.12 Managing Recordings

The Recordings option lets you manage all of your saved recordings. You can preview, download,
set permissions, and delete your saved recordings. The recordings share the same storage space as
files, polls, and Web content. For more information about recordings, see Section 6.2.3, “Using the
Recordings Option,” on page 95.

!E‘C DF!IHQS

Storage Space

20001225

= Praview (1]

iead 2010-12-25  15KB ] # Pubiig § Downioed L
0.3%
1eal 2010-5-13 21 MA 2 of 2 28
test 2010-5-13 21 KB 1] & files
53MB

oue @3
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1.4.13 Searching for Meetings

The Search option lets the host look for information about previous meetings, including registrants,
chat transcripts, or recordings. You can choose to search by start date, end date, current/future date,
past date, all dates, and by text. You can also use this option to find alist of attendees.

1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 |Inthe dashboard, click Search.

Start Meeting
Preferences

Scheduled Meetings

Recordings

Change Password

. :
g =
g
o

3 Inthe Search Meetings dialog box, specify the relevant data and click Search.

Search Meetings

Search Meetings
Start Date | December 15,2010 | End Date | December 29, 2010
Show Meetings in @ Use Date Range ¢ CurrentFuture @ Past & All
Containing | | D
My Meetings

1.4.14 Retrieving a Report About Attendees

After the meeting has finished, the host can retrieve a report containing information about
individuals who attended the meeting.
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Before retrieving the report, compl ete the following prerequisites:

+ Schedule a meeting, mark the Require Email option in the On Join field, and invite people to
your meeting.

+ Select the Registration Field option from the widget tab.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 |Inthe dashboard, click Search.
3 Inthe Search Meetings dialog box, specify the relevant data and click Search.
A list of al your meetings appears.

Search Meetings

Start Date: | May 05. 2010 End Date: May 19. 2010

Show Meetings in: @) Use Date Range (O CurrentFuture (O Past O All

Containing
My Meetings (] 1-30f8  »
il H Name: test(info] Agenda: B
Delete
Infa Start Date: May 06, 2010
Start Time: 11:50 AMEDT
Statistics: Get Report {cav)
O H Name: test[Info] Agenda: [x)
_ Delete
Info Start Date: May 06, 2010
Start Time: 1233 PMEDT
Statistics: Get Report (cav)
El E Name: test{info] Agenda: ]
Delete

Info Start Date: May 10, 2010
Start Time: 0317 PM EDT

Statistics: Get Report (osw)

4 To view the attendee report, click Get Report.
A CSV file opens, listing people who attended the meeting.

1.4.15 Changing Your Password

Your Novell Conferencing password can be changed whenever you want.

1 Logintoyour Novell Conferencing account.
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For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe dashboard, click Change Password.

Start Meeting

Preferences

Scheduled Meetings

Recordings

H

3
£ 3
g =
e
(=}

Change Paszword

3 Inthe Change Password dialog box, specify the old password and the new password, then
retype the new password in the Confirm New Password field.

Change Password

0ld Passward: | |

Flewy Password: | |

Canfirm Mew Password: | |

Change

4 Click Change.

1.5 Inviting Attendees to the Meeting

The host can invite attendees to the meeting in the following ways:

+ Section 1.5.1, “Before the Meeting,” on page 31

+ Section 1.5.2, “During the Meeting,” on page 31

+ Section 1.5.3, “Using Your Personal Meeting Room URL,” on page 32
+ Section 1.5.4, “Using the Widget,” on page 32
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1.5.1 Before the Meeting

The host can send invitations before the meeting begins.

1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Click Schedule Meeting.

3 Inthelnviteesfield of the Schedule Meeting dialog box, specify the e-mail addresses of the
attendees.

DD ED D

Room Mame rjera:_n'. Room URL mr-!'ﬁf;sEiﬁési:sﬁ_e.nﬂfé_liénﬁf;fenf
Meeting Name | test Repeat Option | Once Only =]
Enter a meseting Start Date | December 22, 2010 |
agenda
Agenda End Date |
s :
< | » startTime [1 [»] [00[x] [PM[x]
Enter a listc of Timezone | GMT-05:00 Eastern Time 3
emails separated by
——— Meeting Lenath |2 [#] Hours [0 [+] Minutes
P
0 Registrations More... [¥] send eMail when meeting
e 1 » starts

Keys | Meeting Key
Meeting key makes meeting
private

[ Require  [] Pre-registered

On Join
elall email only

4 Select Schedule.

An e-mail containing your personal meeting room URL and a link to join the meeting room is
sent to the attendees.

1.5.2 During the Meeting

During a meeting, the host can e-mail the meeting room URL to someone else and invite them to
join the meeting.

1 Inthe meeting console, click Invite or click your name and select Invite from the drop-down
menu.
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Participants (2) LR

@ test N
Joh = A .
LI ) Irite...
Invite... LY | Take Control Back

Enter Your Name

Set Mood 2

Start Recording
End Meeting. ..

2 Inthe Meeting Invitations dialog box, specify the e-mail addresses.

Meeting Imvitations X

To invite other people as attendees, please type their e-mail
addresses here separated by semicaolon;

Enter an optional personal message and send message using:

Please join my mesting

Canfere n(.:f'ng e-mail

3 Click Local e-mail to use your e-mail client to send the invitation.
or
Click Conferencing e-mail to have Novell Conferencing send the invitation.

1.5.3 Using Your Personal Meeting Room URL

Asthe host, you can instantly invite your associates by sending them an instant message and
providing your personal meeting room URL during the meeting..

1 Inthe meeting console, click Copy URL. The URL is copied to your clipboard.
2 Paste the URL into your instant message and send it to the invitee.

1.5.4 Using the Widget

Every time aNovell Conferencing meeting is scheduled, a small control called awidget is
automatically created. The meeting host can share the widget on any Web site and anyone can use it
to register for an event just by specifying his or her e-mail address. For more information, see
Chapter 5, “Using the Widget,” on page 87.
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1.6 Inviting People to the Meeting When You Are
an Attendee

Attendees can invite other people to the meeting if the host has enabled the Attendee Invite feature.

1 Join the meeting.
For information on how to join a meeting, see Section 1.8, “Joining a Meeting,” on page 34.
2 Inthe meeting console, click your name and select Invite Others to this Meeting from the drop-

down menu.
Participants (3) LA
@ test F |
& Anastasie... @
@ John (&) 2

Imvite Others to this Meeting

[ Show Al J Provide Feedback

Enter Your Mame

Set Mood b

Leave Meeting...
3 Inthe Meeting Invitations dialog box, specify the e-mail addresses.

Meeting Imnvitations X

To invite other people as attendees, please type their e-rmail
addresses here separated by semicaolan;

Enter an optional personal message and send message using:

Pleasze join wy meeting

Local e-mail Co nfé[enc:ing e-mail

4 Click Local email to use your e-mail client to send the invitation.
or
Click Conferencing email to have Novell Conferencing send the invitation.
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1.7 Confirming Participation in a Meeting

Attendees can confirm that they intend to participate in a meeting by responding to the e-mail sent
by the host of the meeting.

1 Open the e-mail sent by the host.
2 Click Reply.
A new message window opens, containing the host’s e-mail address in the field.

3 Add your content to the message and click Send.

The e-mail confirmsthat you intend to participate in the meeting.

1.8 Joining a Meeting

Attendees do not need to be a Novell Conferencing member to attend a Web meeting.
Attendees cannot join a meeting if the host has not started the meeting.

+ Section 1.8.1, “Joining a Public Meeting,” on page 34
+ Section 1.8.2, “Joining a Private Meeting,” on page 34

1.8.1 Joining a Public Meeting

For a public meeting in Novell Conferencing, anyone who has received the meeting URL or an e-
mail about the meeting can join the meeting.
1 Do one of the following:
+ Click the meeting link in the e-mail you were sent.
+ Copy and paste the unique meeting URL you received into a browser.

2 Specify your display name (the name that is displayed to others in the Web meeting) and click
OK.

1.8.2 Joining a Private Meeting

A private meeting in Novell Conferencing occurs when the host has set up a meeting key that
attendees must have in order to enter the meeting. The meeting key is displayed in the e-mail that the
host sendsto the invitees, or the host can send it along with the meeting URL.
1 Do one of thefollowing:
+ Click the meeting link in the e-mail you were sent.
+ Copy and paste the unique meeting URL you received into a browser.
2 Inthe Attendee Key field of the Join Meeting dialog box, specify the meeting key.
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3 Click Join Mesting.

test novell's

next YWeh Meeting seszion

Web Conferencing

test You can conduct vour own meetings
and webinars night now wsing the world's
easiest onlins conference |

HAS STARTED
W Share your desktop
Your host requetes the Tallowang (nformation lo join
W Show prasentalions
¥ Collaborate ive
Alluriges Key ...and much, much more

4 Specify your display name (the name that is displayed to others in the Web meeting) and click
OK.

1.9 Leaving the Meeting

If you are an attendee, you can leave the meeting before the host ends the meeting.

1 Inthe meeting console, click your name and select Leave Meeting from the drop-down menu.

Participants (2)
@ test (G172 ] E]
@ John (S} = |

@SS | invite Others to this Mesting

Provide Feedback

Enter Your Name

Set Mood =

Leave Meeting...

You can also click the Leave Meeting button located just above the public chat space.

Dialin: 5555555555 ) 00:09-18 | Leave Masting * |
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2 Inthe Warning dialog box, select Yes.

Are you sure you want to leave this yweb mesting?
Pleaze press Yes to confirm.

1.10 Ending a Meeting

Only the meeting host can end the meeting.

1 Inthe meeting console, click your name and select End Meeting from the drop-down menu.

Participants (2) <
@ test N
fest |
@ ioha < * | nvite..
Invite.., LCLLL | Take Control Back

Enter Your Name

Set Mood 2

Start Recording
End Meeting. ..

You can aso click the End Meeting button located just above the public chat space.

Dial-in: 5555555585 Fazscoce: 12348 (ool @ 00:11:25 End Meeting b

2 Inthe Warning dialog box, select Yes.

1.11 Logging Out

1 Logintoyour Novell Conferencing account.
2 Inthe dashboard, click Sign Out.

E ne: LBk

Sear URL. - WtpE:ibegtsite, e llEoiTer encing, comiest

Sign Out
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Inside the Meeting

During aNovell Conferencing meeting, you can change many user settings by clicking your display
name. This section gives details on the settings you can change, and also indicates how to switch to
full screen mode to better view the meeting.

You must be in a meeting to change the settings described in this section. For information on how to
start, schedule, or join a meeting, see Chapter 1, “Using Novell Conferencing,” on page 9.

+ Section 2.1, “Changing Your Display Name,” on page 37

+ Section 2.2, “Changing Your View,” on page 38

+ Section 2.3, “Using Public Chat,” on page 39

+ Section 2.4, “Chatting Privately with an Attendee,” on page 40

+ Section 2.5, “Changing the Mood,” on page 41

+ Section 2.6, “Providing Feedback,” on page 41

+ Section 2.7, “Making an Attendee the Presenter,” on page 42

+ Section 2.8, “Taking Back Presenter Control from an Attendee,” on page 42

+ Section 2.9, “Removing an Attendee from a Meeting,” on page 43

+ Section 2.10, “ Sharing and Managing Items,” on page 44

2.1 Changing Your Display Name

You can change the name that is displayed to other attendees.

1 Inthe meeting console, click your name and select Enter Your Name from the drop-down
menu.

@ test A

& Joh - F .
kol < Invite

et e s

Enter Your Name

Set Mood B

Start Recording

End Meeting

Inside the Meeting

37



2 Inthe Set Display Name dialog box, specify the new display name.

iﬂHﬁHHHHEIIIIIIIIIIIIIIIIIII‘H

MName used to identify you to all room
participants:
test
24 Characters hlax
3 Click OK.

2.2 Changing Your View

When the presenter is sharing a screen, the whiteboard, or afile, you can zoom in, zoom out, and see
the collaboration areain full screen view. These options are not available for polls and Web content.
+ Section 2.2.1, “Changing the View When the Presenter |s Sharing a Screen,” on page 38
* Section 2.2.2, “Changing the View When the Presenter |s Sharing the Whiteboard,” on page 39
+ Section 2.2.3, “Changing the View When the Presenter |s Sharing aFile,” on page 39

2.2.1 Changing the View When the Presenter Is Sharing a
Screen

When the presenter shares a computer screen, a controller allows you to change the view. The
controller islocated to the |eft of the collaboration area. You can hide the controller if you do not
want to useit. It allows you to zoom in, zoom out, normal zoom (which returns the zoom to the
default), toggle between scale to fit and actual size, and show the full screen.
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2.2.2 Changing the View When the Presenter Is Sharing the
Whiteboard

To the left of the annotation toolbar and at the bottom, you can change the view if you want to
improve the appearance of the whiteboard. You have the options of full screen, zoom in, zoom out,
and normal zoom (which returns the zoom to the default).

FHORID

2.2.3 Changing the View When the Presenter Is Sharing a File

To the left of the annotation toolbar and at the bottom, you can change the view if you want to
improve the appearance of afile you are viewing. You have the options of full screen, zoomiin,
zoom out, and normal zoom (which returns the zoom to the default).

HORID

2.3 Using Public Chat

To chat with all attendees, simply use the public chat area at the right side of the meeting console.

Public Chat =»

lcome back test Welcome to your Web Meeting
ncing.comitest! | |ohp is waiting in the Waiting Area
John has joined the meeting.

2.3.1 Viewing Chat Transcripts
If you recorded a meeting, Novell Conferencing automatically sends an e-mail to the meeting host,

using the e-mail address that is set up in the portal. The e-mail containsalink to the recorded session
and the chat transcripts. Only the public chat is recorded in the chat transcripts.
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To view the chat transcripts, do one of the following:

+ Click thelink in the e-mail.

Novell. Conferencing

Hello test
You have a recording of a Web meeting -
Recording: View Recording

Download Recording
Chat:

View Chat|(if blank, no chat was recorded)

Download Chat

Novell Conferzncing  Copyright @ 2010 Novell Inc. All Rights Reserved. Novell Tems of Uss

+ Search your meetings and click the View link next to Transcript.

You can also forward the e-mail to others so they can view the chat transcripts.

2.4 Chatting Privately with an Attendee

Private chats allow attendees to chat with one another without any other attendees seeing the
discussion. The private chat option is availablein al rooms, but it is set by default to OFF in the
Webinar room. The host can change this setting in Preferences under the Features tab.

IMPORTANT: If you are sharing your desktop, your private chat is not hidden. For information on
sharing your desktop, see Section 2.10.1, “ Sharing Your Screen,” on page 44.

1 Inthemeeting console, click the attendee’ s name and select Chat Privately from the drop-down
menu.

) Chat Privately..
Assign Camera (3 left)
Make Presenter

Remove From Meeting

2 Inthe Private chat with <name_of attendee> chat box, enter your text messages.
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2.5 Changing the Mood

The mood option alows you to show the presenter and other attendees how you feel about a certain
issue or to indicate if you are momentarily occupied. Thisfeatureis especially useful for real-time
polling.

1 Inthe meeting console, click your name and select Set Mood from the drop-down menu.

& test \9 g) n

@ John [©] !l

QYD | Invite Others to this Meeting
Provide Feedback

Enter Your Name

Set Mood ¥ @ Normal

% Aaoree

Leave Meeting i
» Isagree

§1 Be Right Back
© Busy

/& Problem

@ Question

© e

® Timed Out

You can choose from the following moods:
+ Norma
+ Agree
+ Disagree
+ BeRight Back
+ Busy
+ Problem
+ Question (this option is not available to the presenter)
+ |dle
+ Timed Out

2.6 Providing Feedback

Attendees can rate the meeting and provide feedback about the meeting. The information is e-mailed
to the host of the meeting. For information on how to set up the feedback e-mail, see Section 3.6,
“Selecting the E-Mail Address for Feedback,” on page 73.

1 Join the meeting.
For information on how to join a meeting, see Section 1.8, “Joining a Meeting,” on page 34.
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2 Inthe meeting console, click your name and select Provide Feedback from the drop-down
menul.

Participants (2)
@ test 9 ]

@ John (=] tall -
D | Invite Others to this Meeting

Provide Feedback

Enter Your Name

Set Mood »

Leave Mesting

3 Inthe Send Feedback dialog box, comment on your meeting experiences. When you are
finished, click Send.

2.7 Making an Attendee the Presenter

The host can make an attendee the presenter. A presenter can share the computer screen, the
whiteboard, files, polls, and Web content.

1 Inthe meeting console, click the attendee’ s name and select Make Presenter from the drop-
down menu.

& test &
& Anastasie... \9 &
[ - i
John < " Chat Privately
Cinvite... | QLD | Assign Camera (3 left)

Make Presenter

Remove From Meeting

Themessage The host of this meeting has now made you the presenter appearson
the attendee’s screen.

The Show Items panel is now visible on the new presenter’s screen and is hidden on your
screen. You can identify the presenter because his or her display nhameis highlighted in the
participant area on the left.

2.8 Taking Back Presenter Control from an
Attendee

After giving presenter control to an attendee, the host can take control again as necessary; for
example, when the current presenter has completed his or her presentation and the host wants to
direct the meeting once again.
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However, if you just want to transfer presenter control from one attendee to another, you do not need
to take back control. Simply follow the stepsin Section 2.7, “Making an Attendee the Presenter,” on

page 42.
1 Inthe meeting console, click your name and select Take Control Back from the drop-down
menul.
Participants (2) < B
@ test » [

Invite__.

Invite... Take Control Back

Enter Your Name

Set Mood »

Start Recording
End Meeting...

The message The Host has taken the control back appearson the attendee’ s screen.

2.9 Removing an Attendee from a Meeting

The host can remove attendees from the meeting.

1 Inthe meeting console, click the attendee’s name and select Remove from Meeting from the
drop-down menu.

Participants (2) o

@ test F

» e < ol John |
Invite... Chat Privately

Make Presenter

Remave From Meeting

2 Inthe Warning dialog box, select Yes.

Warning X

You are about to rermave John from this wekb
meeting. Please press Yes to confirm.
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2.10 Sharing and Managing ltems

AsaNovell Conferencing presenter, you can share your desktop and alow other users to observe
and interact with items you display there, such as documents, a whiteboard, and Web pages.

For example, you can use the whiteboard to draw a chart, and then have meeting attendees add their
own annotations. Or, you can display a document so that you and the meeting attendees can use the
whiteboard annotation toolsto highlight the important information. You can aso share a Web page
and let users navigate the links, or you can lock the Web page to disable the links.

The action you take to stop sharing one item and share another depends on whether you are sharing
ascreen or sharing some other item:

+ If you aresharing a screen: You stop the screen share and then switch by selecting what you
want to share.

+ If you arenot sharing a screen: Simply select the item you want to share.

*

Section 2.10.1, “ Sharing Your Screen,” on page 44

Section 2.10.2, “ Sharing the Whiteboard,” on page 49

Section 2.10.3, “ Sharing and Managing Files,” on page 52

Section 2.10.4, “ Sharing and Managing Polls,” on page 60
Section 2.10.5, “ Sharing and Managing Web Content,” on page 64

*

*

*

*

2.10.1 Sharing Your Screen

If the Conferencing plug-in isinstalled on the computer that the presenter is using, the presenter can
share his or her desktop screen with other attendees. If the Conferencing plug-inis not installed,
presenters are prompted to install it when they click Share Screen.

NOTE: The Show Computer Screen option is not supported on the Linux operating system because
the Web meeting plug-in is not supported on Linux.

To share the screen:

1 Inthe meeting console, click Share Screen.

=l Share Screen
# Share Whiteboard
@ Share Files
Share Polls

# Share Web Content

2 Choose whether you want to share your whole screen, aregion of your screen, or arunning
application.
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3 Click Share below the desired type of sharing and your screen share begins.

What would you like to share today?

Deskiop Region Application

+ “Desktop” on page 45
+ “Region” on page 46
+ “Application” on page 47
Desktop
This option allows you to share your entire screen.

1 Click Share Screen in the meeting console.
2 Inthe collaboration area, click Share underneath the Desktop option.

What would you like to share today?
Desktop Region Application

=al = =

=]
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3 When you have finished sharing, click Sop underneath the Desktop option in the collaboration

area.
Moo Sharing: ﬂ
You are sharing Screen how
Desktop Region Application
Region

This option allows you to share only the area of your desktop that you want attendees to see.

1 Click Share Screen in the meeting console.
2 Inthe collaboration area, click Share underneath the Region option.

Hore Shanings n_

What would you like to share today?
Desktop Region Application

=a] ==

[
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3 A black sharing box pops up, which can be moved or resized to share the area of the screen that
you desire. The box defaults to the minimum size that can be shared.

Sefect Region and Click 5ha

4 When you have selected the area you want to share, click Share at the bottom left of the black
sharing box.

The box can be resized and movedat any time while you are sharing your screen.

5 When you have finished sharing, click the Sop button at the bottom left of the black sharing
box.

Application

Application sharing lets you share any application that is currently running on your computer. Only
the application is shown. All other areas of your screen or open applications are shown as black
areas to the attendees. If you move an open application in front of the shared application or the
shared application is minimized, the area overlapping the shared application is black or the entire
collaboration areais black on the attendees’ screens.

1 Click Share Screen in the meeting console.
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2 Inthe collaboration area, click Share underneath the Application option. A list of running
applications appears.

What would you like to share today?
Deskiop Region Application

(]

3 Select the desired application and click Share. The application isimmediately brought to the
front of the screen.
Choose application to share

Start

P test - Google Chrome

w test - Mozilla Firefox

7 conferencing_user_guide.pdf - Adobe Reader
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4 When you have finished sharing, click Sop underneath the Application option in the
collaboration area.

How Sherng: o]

You are sharing Application now

Desktop Region Application
SRS TETE m

2.10.2 Sharing the Whiteboard

The whiteboard is an areawhere the presenter and the attendees in a meeting can interactively create
content.

During a meeting, presenters can create up to 99 whiteboard screens. A whiteboard is saved if the
host switches presenters, but a whiteboard cannot be saved to be used in another meeting.

Unless the presenter locks the screen, both presenters and attendees can use the annotation tool bar
for drawing and managing the content in the whiteboard, including the sel ect/move/edit, text, stamp,
freehand, line, shapes, delete, pointer, and lock and zoom buttons.

+ “Displaying the Whiteboard” on page 50

+ “Using the Select Tool” on page 51

+ “Using the Text Tool” on page 51

+ “Using the Stamp Tool” on page 51

+ “Using the Drawing Tools’ on page 51

+ “Locking the Whiteboard” on page 52

+ “Clearing Annotations’ on page 52

+ “Using the Pointer” on page 52

+ “Zooming” on page 52

+ “Adding a New Whiteboard Screen” on page 52

Inside the Meeting
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Displaying the Whiteboard

If you are the presenter, you can create a whiteboard screen where you and other meeting attendees
can interactively create content.

1 Start the meeting by logging in to Novell Conferencing. For information on how to log in, see
Section 1.3, “Logging In,” on page 11.
or
If you are already logged in, click Sart Meeting.

2 Click Share Whiteboard in the meeting console.

Show Items (5)

@ Share Screen

—# Share Whiteboard
Share Files

= | Share Polls

23| Share Web Content

The whiteboard appears in the collaboration space.

3 Usethe annotation tools as described in the following sections to draw or write on the
whiteboard.

How Sharing: g g

Demo

@ (x)

(A
O
(#
(/
I
[
(A

Ready HOIDDBRREDD
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Using the Select Tool
Use the Select tool to select a shape to use for copying, cutting, pasting, moving, etc.

1 Click the Select tool in the annotation toolbar of the whiteboard.
2 Select the annotation you want to edit.

Using the Text Tool

Use the Text tool to type text from the keyboard and add it to the whiteboard. You can also control
the text color and size.
1 Select the Text tool in the annotation toolbar.
2 Inthe whiteboard, click where you want to add the text.
The text box appears for you to typein.
3 Typethetext.

+ To change the color of the text, select the text box or text and click the color palette to
select the color.

+ To changethe size of the text, select the text box or text and click the or to increase or
decrease the font size.

Using the Stamp Tool

Use stamps to annotate the whiteboard with artwork that is always the same size and pointed in the
same direction. Choose from avariety of stampsin the stamp gallery.

1 Select the Stamp tool in the annotation toolbar of the whiteboard.
2 Inthe stamp gallery, select the stamp.
3 Inthedlide, click where you want the stamp to appear.

To change a stamp, select the stamp you want to change, then select the new stamp from the
stamp gallery.

Using the Drawing Tools

The drawing tools let you draw annotations on the slide. The following drawing tools are available:
* Freehand
* Line
+ Rectangle

+ Circle
+ Triangle

1 Select the drawing tool (Freehand, Line, Rectangle, Circle, Triangle) in the annotation toolbar
of the whiteboard.

2 Drag the mouse pointer to apply the annotations.
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Locking the Whiteboard
The presenter can prevent attendees from making annotations on the whiteboard.

1 To lock the whiteboard, simply click the Lock button in the annotation toolbar of the
whiteboard.

The whiteboard is locked and attendees can no longer make changes.

Clearing Annotations

The presenter can delete al of the annotations from the whiteboard at once, or delete one annotation
at atime.

To delete all of the annotations from the whiteboard:

1 Select the Delete tool in the annotation toolbar of the whiteboard.
2 Inthe Whiteboard Delete dialog box, select Clear this page or select Clear ALL Pages.

To delete a single annotation:

1 Select the annotation you want to delete, then press the Delete key on your keyboard.

Using the Pointer

The presenter can use the Pointer to point to information on the slide. The pointer is displayed by
default.

1 Todisplay or hide the pointer, click the Pointer tool in the annotation toolbar of the whiteboard.

Zooming

Use the Zoom In tool to magnify an area of aslide or use the Zoom Out tool to decrease
magnification.

Adding a New Whiteboard Screen

The presenter can create up to 99 new whiteboard screens as necessary during a meeting, and can
use the arrows at the bottom right of the annotation tools to move among the screens that have
already been created and annotated.

A whiteboard is saved if you switch presenters, but a whiteboard cannot be saved to use in another
meeting.

To add a new whiteboard screen, you must be on the most recently created whiteboard screen.

1 To add a new whiteboard screen, click  * |,

2.10.3 Sharing and Managing Files

Novell Conferencing allows you to upload documents before or during the meeting. Thefiles are
then stored in Conferencing so that you can use them in any meeting. You are allowed to store up to
2 GB of information, including files, polls, and Web content. To see how to upload documents
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before a meeting see Section 1.4.9, “Managing Files,” on page 23. You can share and store
PowerPoint presentations, Adobe PDF files, Microsoft Word documents, and Microsoft Excel
spreadshests.

+ “Sharing aFile’ on page 53

+ “Previewing an Uploaded File” on page 55

+ “Downloading an Uploaded File” on page 56
* “Setting Permissions’ on page 57

+ “Deleting an Uploaded File” on page 59

Sharing a File

Files can be uploaded before the meeting and then shared, or they can be uploaded during the
meeting. To see how to upload files before the meeting, see Section 1.4.9, “Managing Files,” on
page 23.

+ “Sharing a Previously Uploaded File.” on page 53
+ “Sharing aNew File.” on page 54
Sharing a Previously Uploaded File.

1 Inthe meeting console, click Share File.

[Z] Share Screen

# Share Whiteboard
ﬁ Share Files
= | Share Polls

% Share Web Content

The resource manager opens in the collaboration area.
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2 Select thefile and click the Share button.

Hoeer Sharinge n

m Flla: conferencing user gulde.pdf  Typs: Pdf  Size: 6 MB

Files

Storage Space

|} cosferancmg sdmin_ guide.pdf Pdi 1.9 088 v
o
‘ comterencmg_sser guidaepdi S
0.5%
of 2GR
7 files

10 5 MA

Delste |

ESalect a file from your computer to share online

[ Click to zelect file ] m

[ Share cnrnedialaly afler uplead E Zupparied File Tipes

Sharing a New File.
1 Inthe meeting console, click Share File.

Show ltems (5)

E] Share Screen

~# Share Whiteboard
Share Files

|=| share Polls

|E| Share Web Content

The resource manager opens in the collaboration area.
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2 Click the Upload button.

Flla: conferencing user gulde.pdf Type: PdF 5ize: 6 MB

Files
Haime = Type = Sza = Optiens &
Storage Sp.
comlerenceg sdmin_ guide.pdi i 1.5 888 T
& | cosfcrencmg_sser_gumseopdi Share™ | Pt
D.5%
of Z GAR

Delete

Salect a file from your computer to share online

l Click to zelect file ] @

[ =hane snenedialely afler uplead ;EI Suppaied File Tipes

3 Inthe File Upload window that opens, select thefile.

4 Click Open.
If you have Share immediately after upload selected, thefileis shared after it has been uploaded and
converted. Depending on the size of thefile, it might take a few minutes to convert the file so it can
be shown. When it has been converted and displayed, attendees can make notations on the document

in the same way they annotate the whiteboard. For more information on the annotation tools, see
Section 2.10.2, “ Sharing the Whiteboard,” on page 49.

Previewing an Uploaded File

When you have files stored in Conferencing, you can preview them before sharing them during the
meeting.

1 Inthe meeting console, click Share Files.

Show Items (5)

@ Share Screen

~# Share Whiteboard
Share Files

= | Share Polls

23| Share Web Content

The resource manager opens in the collaboration area.
2 Click the ¥ + button under the Options column of the file you want to preview.
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3 Inthe drop-down list that appears, select Preview.

Flla: conferencing admin_gulde.pdf Type: Pdf  Size: 1.9MB

Files

Ty = Sza = Optons

Storage Space

& comlerencey sdmin_guidepdl

0
comterencmn_aser_guids il Pt B ME "' Imwerinad
D.5%
w Permizsion:
of 2GR
@ Lolole
7 files

10 5 MA

Delete

Salect a file from your computer to share online

| Clink o select file ] m

[ =hane snenedialely afler uplead E Suppared File Typas

The file opensin the preview window. Use the arrows in the bottom right of the window to
move through the different pages/slides.

4 When you have finished previewing the file, click Closein the top right corner to close the
preview window.

Downloading an Uploaded File

If you havefiles stored in Conferencing, you can download them to the computer that you are
currently using.

1 Inthe meeting console, click Share Files.

Show Items (5)

E?';f‘] Share Screen

~# Share Whiteboard
Share Files
|="| Share Polls

|53 Share Web Content

The resource manager opens in the collaboration area.
2 Click the #f + button under the Options column of the file you want to download.
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3 Inthe drop-down list that appears, select Download.

m Fllz: conferencing admin_gulde.pdf  Typs: Pdf  Slze: 1.9 MB

Files

Storage Space

& comlerencey sdmin_guidepdl

comterencmg_sser_guidae.pdd 0
Uledmicad 0.5%
. Familssions ol2CH
@ Delete
7 files

10 5 MA

Delete

ESalect a file from your computer to share online

r
| Clink o select file ] m

[ =hane snenedialely afler uplead % Zupparied File Tipes

4 View thefile using the software on your computer, or save the file to your computer.

Setting Permissions

Permissions allow you to select who can download afile. The files can either be public or you can
select Make Private and enter a passcode that people must use to download the file.

1 Inthe meeting console, click Share Files.

Show Items (5)

@ Share Screen

~# Share Whiteboard
Share Files

|=| share Polls

|53 Share Web Content

The resource manager opens in the collaboration area.

2 Click the #f + button under the Options column of the file for which you want to change the
permissions.
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3 Inthe drop-down list that appears, select Permissions.

m File: conferencing admin guide.pdf  Typs: Pdf She 1908

Files

Cprong

& comlerencey sdmin_guidepdl

L]
L comterencmn_aser_guids il Pt B ME n
A s 5
of 2GR
0 Deleaa G
7 files

ESalect a file from your computer to share online

r
| Click to select file ] m

[ Share cnrnedialaly afler uplead % Zupparied File Tipes

4 (Optional) Select Make Private, then in the field that appears specify a passcode for people to
use to download thefile.

m Filu: conferencing_admin_guido. pdf Type: PdF Sire: 1.9 MB

Filag
Haips Type T Sie .
—_— T Storage Space
& | conferoncmg admin qmde.pdt e ||'m 1.1 ME
conferencmy gser guidegdl Pdi t ME E o U =
0.6%
H Wake piivs T files
Entar 3 passwong = | 10.8 K2
Link:| nfgpx </ Tasin/te movedconferenng comdoow | Capy
Dalate

Submit | | Cancal

Eeleet a flle from your computer to share anling

Cick lo sefect fie.. |

I share irrmediately after upload |-_'|;-.iu|;.'.lult.c:|—|lu lipes

Thelink displayed in the dialog box is where other people can go to download the file. Click
Copy to copy the URL to your clipboard. You can then share the URL viae-mail, chat, or any
other way you desire.

5 When you are finished setting up the permissions or copying the URL, click Submit if you
made any changes or click Cancel if you didn't.
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Deleting an Uploaded File
You can del ete stored files when you are done sharing them so they don’'t take up your storage space.

1 Inthe meeting console, click Share Files.

Show ltems (5)

@ Share Screen

~# Share Whiteboard
Share Files

|=| share Polls

|53 Share Web Content

The resource manager opens in the collaboration area.
2 Click the %f + button under the Options column of the file you want to delete.
3 Inthe drop-down list that appears, select Delete.

m File: conferencing admin_gulde.pdf  Typs: Pdf Glze 1.9 MB

Files

Cptions

Storage Space

[ comierencmg sdmin_ guide.pdrf ShREET | pdi 1.5 8

=
T Preview o
L comimrancmg_sser qudapdl (£ i ME ‘, Linwnioad
& Femlsslons | 0_5%
i af 2 GH
7 files

10 EMA

Delste |

Eelect a file from your computer to share online

r
| Clink tn select file ] m

[ 2hae enmmechalsly afler uplead :_I'l_l Suppailed File Types

4 Inthedialog box that appears, select Yes.
Your fileis deleted from the Conferencing storage.
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2.10.4 Sharing and Managing Polls

Polls alow you to create questions that you can use to interactively survey your attendees during a
meeting. Polls can be used during several meetings and the results from multiple meetings can be
shown, or you can display the results from the most recent meeting. Conferencing allows you to
store up to 2 GB of files, polls, Web content, and recordings.

+ “Creating aNew Poll” on page 60

+ “Sharing aPoll” on page 61

+ “Editing aPoll” on page 63

+ “Deleting aPoll” on page 64

Creating a New Poll

Polls can be created before a meeting or during a meeting. To see how to create polls before the
meeting, see Section 1.4.10, “Managing Polls,” on page 24.

To create apoll during a meeting:
1 Inthe meeting console, click Share Palls.

;I Share Screen
# 5hare Whiteboard
@ Share Files
Share Polls

% Share Web Content

The poll manager opens in the collaboration area.
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2 |If you do not have any polls saved, fill in thetitle (question) and the multiple-choice answersin
the area on the right.

If you have saved pollsin Conferencing, click New Poll and fill in the information.

Selected Poll: Do you like this demo?

Polls (1)
e SRR Poll: Do yeu like this demo?
H Mo you like this demo?
[T e
Crptions Weoles
Hu i}
Yea 0
unaacitad 0

Delate | Edit Pall Mew Poil

3 Click Save.

Sharing a Poll

Polls can be created and shared in multiple meetings. You can see Current Results and All Results
when you select the poll before sharing it.

1 Inthe meeting console, click Share Palls.

@ Share Screen

_# Share Whiteboard
Share Files

[=] share Polls

@ Share Web Content

The poll manager opens in the collaboration area.
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2 Select the poll you want to share and click Open Voting.

Selectad Foll- Do you lika this demo?

Polls (1)

ik Foll: Do you like this demo?

& | Do yon liko this doma?

Cpiions Voles
Hu Li]
es L]
Undacidad L]

| EditPoll [ iow Poll |

Seese,

All attendees can now vote on the question.
3 When all attendees have finished casting their votes, click Close \oting.

LERLELEE | ive Poll Do you like this demo? _

Polls (1)

sk Poll: Do yeu like this demo?

Statistics

Mo you like this demo?

Crptions Votzs D Votas
e o
Lasf poll Eken
s o FFIFT- T
unaacidad n
OPEN

= oz
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Editing a Poll

After apoll has been created, you can edit the question or any of the answers. You cannot add any
additional answers. This can invalidate the results of the poll, so only use this when necessary.

1 Inthe meeting console, click Share Polls.

Show Items (5)

@ Share Screen

~# Share Whiteboard
Share Files

|=| share Polls

IE Share Web Content

The poll manager opens in the collaboration area.
2 Select the poll you want to edit and click Edit Poll.

Selected Poll: Do you like this demao?

Polls (1)
e Palll Do yeu like this dema?
H M you like: this dema?
T e
Cotons Veles
Hu (1]
Yoy ]
Undacidad ]

- o

You can edit the question or any of the answers you desire. You cannot add any additional
answers.
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Deleting a Poll
You can delete pollsthat are stored in Conferencing so they don’t take up your storage space.

1 Inthe meeting console, click Share Poalls.

Show ltems (5)

E‘E‘ Share Screen

~# Share Whiteboard
Share Files

= | Share Polls

% Share Web Content

The poll manager opens in the collaboration area.
2 Select the poll you want to delete and click Delete.

[ Cpen Voting |

Selacted Poll: Do you like this demo?

Polls (1)

Title =
Faoll: Do you like this demo?

& | Do yon ke this demo?.

[ s
Cutions Voles
Hu o
¥es 0
Undacidad 0
cavrol XD

3 Inthedialog box that appears, select Yes.
Your poll is deleted from the Conferencing storage.

2.10.5 Sharing and Managing Web Content

Novell Conferencing alows you to share Web content during your meeting. Web content can be
YouTube videos, Picasavideos, or any other video aslong as you have the embed code or URL. The
Web content can be stored in Conferencing before or during the meeting. To see how to store the
Web content before a meeting, see Section 1.4.11, “Managing Web Content,” on page 26.

+ “Uploading Web Content” on page 65

+ “Sharing Web Content” on page 66

+ “Previewing Uploaded Web Content” on page 67

+ “Deleting Web Content” on page 68
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Uploading Web Content

New Web content can be uploaded before the meeting or during the meeting. To see how to upload

Web content before the meeting, see Section 1.4.11, “Managing Web Content,” on page 26.
To upload content during the meeting:
1 Inthe meeting console, click Share Web Content.

T —
[} share Screen
< &hare Whiteboard
@ Share Files

Share Polls

3 Share Web Content

The Web content manager opensin the collaboration area.
2 Paste the embed code from avideo or the URL from YouTube or Picasain the box.

L2 Supporied File Trpes

3 Click Continue.

A preview window appears where you can change the name of the video or embed code.
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4 Click Share.
The Web content is now shared with all attendees.

Sharing Web Content
You can share Web content that has been uploaded into Conferencing.

1 Inthe meeting console, click Share Web Content.

@ Share Screen

_# Share Whiteboard
Share Files

|=] share Polls

IE Share Web Content

The Web content manager opens in the collaboration area.
2 Select the Web content that you want to share.

m File: Funny Novell commercial Type: youtube

Hame = Type " Date Added == Options

E Funny Novell commercial Sliare youtube 2010-12-27 ﬂ -

| Delete

Paste any embed code or youtube video and continue

A

) Supporied File Types

3 Click Share.
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Previewing Uploaded Web Content
You can preview Web content that has been stored in Conferencing before you shareit.
1 Inthe meeting console, click Share WWeb Content.

Show ltems (5)

@ Share Screen

~# Share Whiteboard
Share Files

|=| share Polls

|53 Share Web Content

The Web content manager opens in the collaboration area.
2 Select the Web content you want to preview.
3 Click the ¥ + button and select Preview in the menu that appears.

How Sharing:

m File: Funny Novell commercial Type: youtuba

Hame = Type " Date Added == Options

A Funny Novell commercial Share youtube 20101227 [o 20

€3 Delete

| Delete

Paste any embed code or youtube video and continue

o

[t supported File Types

A preview window appears where you can view the Web content and change the name of the
video or embed code.

4 Click Save if you changed the name of the embed code or click Cancel if you did not.
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Deleting Web Content

You can delete Web content that has been stored in Conferencing when you are finished sharing it.
This frees up storage space in Conferencing.

1 Inthe meeting console, click Share Web Content.

Show Items (5)

@ Share Screen

_# Share Whiteboard
Share Files

|=| share Polls

IE-I Share Web Content

The Web content manager opens in the collaboration area.
2 Select the Web content you want to delete.
3 Click the 3 + button and select Delete in the menu that appears.

How Sharing:

m File: Funny Novell commercial Type: youtuba

Hame = Type " Date Added == Options

A Funny Novell commercial Share youtube 20101227 [o 20

=] Preview

| Delete

Paste any embed code or youtube video and continue

o

[t supported File Types

4 Inthe dialog box that appears, select Yes.
Your Web content is deleted from the Conferencing storage.
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Modifying Settings

Novell Conferencing allows users to change many of their personal settings and meeting settings.

+ Section 3.1, “Changing Your E-Mail Address,” on page 69

+ Section 3.2, “ Setting the Duration of the Meeting,” on page 69

+ Section 3.3, “Extending the Duration of the Meeting,” on page 70
Section 3.4, “ Selecting Your Network Connection,” on page 71
Section 3.5, “ Setting the Return URL,” on page 72

Section 3.6, “ Selecting the E-Mail Address for Feedback,” on page 73

*

*

*

3.1 Changing Your E-Mail Address

When your Novell Conferencng account was set up, an e-mail address was specified for you to
receive Conferencing e-mail. Use the following procedure to change the e-mail address:
1 Loginto your Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe dashboard, click Preferences.
The Preferences dial og box appears.
3 Under the General tab, go to the E-mail field and specify your new e-mail address.

| Dead ATENCER

Conferencing ID: | test
Room Name: | default

Display Name: | test

E-mail: | test@nowvell.com

Default Time Zone: | GMT-05:00 Eastern Time |

Default Language: ;'Engrish_Uniteﬁ-S‘tates v-
4 Click Save.

3.2 Setting the Duration of the Meeting

If you are the meeting host, you can change the default duration for all meetings or for a meeting
that you are scheduling.

If you want to extend the duration of a meeting after the meeting has started, see Section 3.3,
“Extending the Duration of the Meeting,” on page 70.

1 Logintoyour Novell Conferencing account.
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For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Click Preferences or click Schedule Meeting.
3 Click the Features tab.
4 In the Resources section, go to the Meeting Length field and select the duration of the meeting.

AN & Chat
AudioNideo T ] Auto Camera P‘ o i
Audio/Video Options 'Camera and Micrqpncne_E Auto Mute fET_J
Private Chat TM_J Public Chat IFTIL_J
Synchrolive Resources
Computer Screen [.on,. N | Whiteboard [T
Web Content oL Documents ]
Participant List F‘l W I Participants :50 E]
Recording m Folls [ F ﬁﬁg
IMeeting Length |2 [v]Hours [0 [+] Minutesl
Advanced
Meeting Assistant — OFF Lobby F ™ !
Network | Cable/DSL [=] Attendee Invite [T

Return URL htlp:ﬂ'ww.navel].wnﬁcunfere
Feedback Email | conferencing_feedback@nov
Send Invites using @ Web Meeting © Local

Custom Bufton | hitp/fwww.novell. comiconfers Label | Conferencing

The default duration for a scheduled meeting is 4 hours. You can set the meeting to amaximum
of 12 hours and limit it to a minimum of 15 minutes.

If you want to change the default duration for al scheduled meetings, go to Preferences >
Features > Resources > Meeting Length.

3.3 Extending the Duration of the Meeting

If you are the meeting host, you can extend a meeting that isin session to continue beyond the
meeting length specified in your preferences or when you scheduled the meeting. The amount of
time you specify is added to the original length of the meeting, up to a maximum of 4 hours.

1 Start the meeting.

For information on starting a meeting, see Section 1.4.5, “Starting a Scheduled Meeting,” on
page 15.
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2 Inthe meeting console, click Tools, then select Settings from the drop-down menu.

Settings

Meeting Info

About

3 Inthe Conferencing Settings dialog box, specify the duration of the meeting in the Extend
Meeting Length by field.

‘Web Meeting Settings

Change settings for your meeting These will be effective only for the
duration of this meeting.

waiting Area:  [[EIW

AudioMideo: OFF
Maximum Participants: | 50 E[

Current Meeting Length: 2 hours 0 minutes

Extend Meeting Length By: |0 [=] hours| 0 [=] minutes

Return URL: :Htt.b:i}\m.nuvell.carﬁ-fc';

e )

If you do not extend the meeting before the meeting time runs out, you get a notification in your
browser that the meeting has ended and it gives you the opportunity to extend your meeting if you
desire.

3.4 Selecting Your Network Connection

Selecting your network connection lets Conferencing know the speed of your Internet connection.

1 Logintoyour Novell Conferencing account.

For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthedashboard click Preferences.

The Preferences dialog box appears.
3 Click the Features tab.

Modifying Settings

71



4 |nthe Advanced section of the Features page, go to the Network field and sel ect the connection.

Preferences

Cerer Y resures 1 o ] Peserszsion

AN & Chat
Audionvidgeo FT__J Auto Camera [T_J
Audio/Video Options | Camera and Microphone [«] Auto Mute [FTR_]
Private Chat T Public Chat [FT_J
Synchrolive Resources
Computer Screen F-". l Whiteboard F"'I_:l
web Content W] Documents FETM_J
Participant List m Paricipants | 50 E}
Recording IETM_J Polls [_JFOFE
Meeting Length |2 [«] Hours [0 [w] Minutes
Advanced
Meeting Assistant _ OFF Lobby m
[Network | Cable/DSL E|| Attendee Invite [ETIL_J

Return URL | http:/meww.novell comiconfere

Feedback Email "'édhféfénﬁhq_féédbaék@ﬁdﬁ

Send Invites using @ Web Meeting © Local

Custom Buiton [ http:/iwww.novell.comiconfers Label -Conferencirzg'

5 Click Save.

3.5 Setting the Return URL

The return URL iswhere the attendees are directed when they leave the meeting or when the host
ends the meeting.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthedashboard, click Preferences.
3 Inthe Preferences dialog box, click the Features tab.
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4 On the Features page, go to the Advanced section and use the Return URL field to specify the
URL of the Web page you want to direct the attendees to after the meeting has ended.

AN & Chat
AudiofVideo F'-"H I

Audio/Video Options ' Camera and iuii-:rnbhone;E

Private Chat T
SynchrolLive Resources

Computer Screen F-"‘ l
web Content [FTL_J
Participant List m

Recording IETM_J
Meeting Length |2 [«] Hours [0 [+] Minutes

Advanced

Meeting Assistant __ OFF

|Return URL | http:/mwww.novell. comicontere]

Feedback Email | conferencing_feedback@nov

Send Invites using @ Wweb Meeting © Local

Auto Camera P"". ]
Auto Mute F-". ]
Public chat FT_J

Whiteboard F*"- I
Documents P"‘l:l

Participants |50 [=]

Polls [__JTOFF

Lobby m
Attendee Invite [T l

Custom Button | http:/Awww.novell. comiconferg Label Conferencing

5 Click Save.

3.6 Selecting the E-Mail Address for Feedback

If you are the meeting host, you can set up an e-mail address to receive feedback about the meeting.

1 Logintoyour Novell Conferencing account.
2 Inthedashboard, click Preferences.

3 Inthe Preferences dialog box, click the Features tab.
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4 On the Features page, in the Feedback Email field under the Advanced section, specify the e-
mail address where you want the feedback for the meeting to be delivered.

Preferences

AN & Chat
Audioffideo m Auto Camera m
Audioideo Options | Camera and Microphone [+] Auto Mute [T ]
Private Chat T L] Public Chat IFTIL_J
Synchrolive Resources
Computer Screen m Whiteboard m
web Content W] Documents FETM_J
Participant List L] Participants |50 [=]
Recording m Polis | Fm
Meeting Length 2 :l Hours | 0 :| Minutes
Advanced
Meeting Assistant |_l OFF Loboy Y]

MNetwork |pslbr_g.'t_)s_; :l Attendee Invite F"!___I

Return URL | http:/iwww.novell.comiconfere

IFeedback Email | confsrencingjeadback@nwl

Send Invites using @ Web Meeting © Local

=] Custom Elutlon|hﬂu:me.nuvell.conﬂconfere! Label Cunferer‘:cing|
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Using Audio and Video

In the Novell Conferencing Pro 20 and Pro 50 rooms, four attendees are allowed to use two-way
video and audio (including the host). The host can control who uses the audio or video. In the
Webinar room, only the host is allowed one-way video or audio.

NOTE: Audio and video are not supported for Linux because of problems with Flash support.

Attendees who do not have audio and video enabled can still view the meeting, see the video, and
hear the proceedings.

*

*

*

*

*

*

Section 4.1, “Prerequisites,” on page 75

Section 4.2, “ Configuring Your Audio and Video Settings,” on page 76
Section 4.3, “Managing the A/V Broadcaster,” on page 77

Section 4.4, “Using Your Camera,” on page 82

Section 4.5, “Improving the Quality of Audio and Video,” on page 84
Section 4.6, “Using Teleconferencing,” on page 84

4.1 Prerequisites

Before beginning to use the audio and video capability in Novell Conferencing, make sure the
following prerequisites are met:

+ A webcam and microphone are available for all participants who need audio and video

capability.

+ The host has configured audio and video settings for the meeting. For more information, see

*

Section 4.2, “ Configuring Your Audio and Video Settings,” on page 76.

Both the host and the attendees have allowed the A/V Broadcaster to gain access to the camera
and microphone at the start of the meeting. For more information on the A/V Broadcaster, see
Section 4.3, “Managing the A/V Broadcaster,” on page 77.

+ All other recording applications are closed.
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4.2 Configuring Your Audio and Video Settings

The default audio and video settings can only be set by the host and cannot be changed after the
meeting starts. This setting determinesif audio and video are available during the meeting.

1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe dashboard, click Preferences or click Schedule Meeting.

Schedule Mesating »

Start Meeting

Preferences

Scheduled Meetings

Recordings

ary

g
g

Change Password

Use the Preferences dialog box to change the settings for all meetings, or use the Schedule
Meeting dialog box to change settings for only one meeting.

3 Inthe Preferences dialog box or the Schedule Meeting dialog box, select the Features tab.

oo Y s Y Ditin ] Peseraieion

AV & Chat

AudiofVideo: | Camera and Mistophone (W

Resources
Computer Screen: m Whiteboard: m
Mieb Pages: m Documents: m
Participant List: m_: Participants:
Recording: m

hieeting Length: I2 v |Hours |D v Jh-'rinutes

4 Inthe A/V & Chat section, select the audio and video option you want. You can choose from the
following:
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Camera and Microphone: The host’ s webcam and microphone are broadcast. The other
attendees have access to three other webcams or microphones.

Camera Only: The host’'s webcam is broadcast, but no audio is available. The other attendees
have access to three other webcams.

5 Tosavethe A/V settings, click Save if you arein the Preferences dialog box, or click Schedule
if you are in the Schedule Meeting dialog box.

You can completely turn off the audio and video by clicking the Audio/Video button. This turns off
the A/V Broadcaster, but saves your preferences in case you decide to turn the audio/video on for a
meeting. To see how to turn on the A/V Broadcaster inside the meeting, see Section 4.3.1, “ Starting
the A/V Broadcaster,” on page 77.

4.3 Managing the A/V Broadcaster

The A/V Broadcaster alows the host and the attendees with access to webcams to configure and
control how webcams are used in a meeting.

+ Section 4.3.1, “ Starting the A/V Broadcaster,” on page 77

* Section 4.3.2, “Turning Off the A/V Broadcaster,” on page 78

+ Section 4.3.3, “Restarting the A/V Broadcaster,” on page 79

+ Section 4.3.4, “Pausing the Video,” on page 80

+ Section 4.3.5, “Muting the Audio,” on page 81

+ Section 4.3.6, “Maximizing and Minimizing the Video Screen,” on page 81

+ Section 4.3.7, “Adjusting the A/V Broadcaster Settings,” on page 82

4.3.1 Starting the A/V Broadcaster

If the webcams are not already assigned and the host has Auto Camera turned on in the meeting
preferences, the A/V Broadcaster automatically pops up when you start or join a meeting, and
requests access to your webcam.

Novell Conferencing Pro 20 and Pro 50 Rooms support video for four attendees, including the host.
Thefirst attendee who joins the meeting is automatically assigned the camera. However, if there are
multiple attendees who have access to a camera, the host can disable camera access for one attendee
and assign it to another attendee. For more information on assigning and reassigning camera access,
see Section 4.4, “Using Your Camera,” on page 82.

If you turned off the A/V Broadcaster in the preferences and want to use it in ameeting, you can turn
the Broadcaster on while you are inside the meeting.

1 Inthe meeting console, click Tools, then select Settings from the drop-down menu.

Settings

Meeting Info
About
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2 Turn the Audio/Video on.

Web Meeting Settings %

Change settings for your meeting. These will be effective anly for the
duration of this meeting.

Waiting Area: DN

|Audionvideo: T oFr |

Maximum Participants: |50

Current Meeting Length: 2 hours 0 minutes

Extend Meeting Length By: [EE hnursin— minutes

Return URL: : http:iﬁmmm.nnuell.cnnﬂc%

G «@EED

3 The A/V Broadcaster starts, allowing you to share your webcam.

4.3.2 Turning Off the A/V Broadcaster

Asthe host, you can turn off the A/V Broadcaster during the meeting.

1 Inthe meeting console, click Tools, then select Settings from the drop-down menu.

End Meeting »

Settings

Meeting Info

About
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2 Turn the Audio/Video off.

Change settings for your meeting. These will be effective anly for the
duration of this meeting.

Waiting Area: DN
Audionideo:  [EI

Maximum Participants: | 50 E[

Current Meeting Length: 2 hours 0 minutes

Extend Meeting Length By: [0 [=] hours|0 [=] minutes

Return URL: : Htt.p:i.a."mmw.nnuell.cnn’.l}cg

The A/V Broadcaster is now unavailable to attendees.

4.3.3 Restarting the A/V Broadcaster

If you decline to use the A/V broadcaster at the beginning of the meeting and want to useit later, use
the following procedure to restart the broadcaster. You also need to restart the broadcaster if you
plug in awebcam or microphone during the meeting and want to use it.

1 Click the button at the top right of the A/V Broadcaster. This rel oads the broadcaster.

Video Chat { Live ) iy
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2 Inthe Adobe Flash Player Settings dialog box, select Allow.

Video Chat { Live ) (1]

Adobe Flash Player Settings

Camera and Mioophone Access @'
testsite. novellconferencing.com is
requesting access to your camers and
microphone. If you click Allow, you may
be recorded.

I@ (@  Alow  |[@ Deny |

4.3.4 Pausing the Video

If you pause the video, other attendees can still hear you, but the video stops broadcasting. The other
attendees see only a still frame.

1 Inthe meeting console, mouse over the A/V Broadcaster window.

Video Chat { Live ) (1]

2 Click the [ button.
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4.3.5 Muting the Audio

If you mute the audio, other attendees can’t hear you, but the video still broadcasts.

1 Click the button on the bottom |eft of the A/V Broadcaster window.

Video Chat ( Live ) 1

4.3.6 Maximizing and Minimizing the Video Screen

All attendees can maximize the video broadcaster so it fills the entire screen.

1 Click the button at the bottom right corner of the video broadcaster screen.
The broadcaster expandsto fill the whole screen.

Press Esc to exit full screen mode.

2 To minimize the screen, click the button in the bottom right again.
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4.3.7 Adjusting the A/V Broadcaster Settings

If you have access to awebcam, you can adjust certain A/V settings during a meeting.

1 Click theo button in the bottom left of the broadcaster window.
2 Adjust the following settings as desired:

+ Devices: Allows you to choose the camera and microphone used by Conferencing if you
have more then one on your compulter.

+ Profile: Allowsyou to set the frame rate of the video: Low, Medium, or High.
Reducing the frames per second can free more bandwidth.

Video Chat ( Live )

3 Click Save.

4.4 Using Your Camera

Novell Conferencing Pro 20 and Pro 50 Rooms support two-way video for two attendees (including
the host). The host can assign who has access to the video, or can disable video and use only audio.
The Webinar room provides one-way video for the host.

+ Section 4.4.1, “Using the Camerain a Meeting,” on page 82

+ Section 4.4.2, “ Assigning a Camerato Another Attendee,” on page 84

4.4.1 Using the Camerain a Meeting

1 Make surethat the host has given attendees access to share cameras.

For more information on providing camera access, see Section 4.2, “Configuring Your Audio
and Video Settings,” on page 76.
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2 Inthe meeting console, right-click in the A/V window and select Settings.

Mac users can Control+click to see this menu.

Video Chat { Live ) (1]

Version 6.0_110110 +1 0

Debug Info

Settings...
Global Settings...
About Adobe Flash Player10..,

3 Inthe Adobe Flash Player Settings dialog box, click the camera button ‘

Video Chat [ Live )

Adobe Flash Player Settings

Camers

[ sirius USB2.0 Camera

@

i g A @[ o |

4 Select the camera from the drop-down menu.
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4.4.2 Assigning a Camerato Another Attendee

If the host has enabled the Auto Camera option in the Preferences menu, the first four attendees
(including the host) who join the meeting have access to the camera. If other attendees have
webcams, the host can disable camera access for one attendee and assign it to another attendee.

1 Inthe meeting console, click the name of the attendee who has camera access and select
Disable Camera from the drop-down menu.

@ test 0 ]

@ Anastasie... \i)lf} A
@ doty @O ® | Chat Privately_.
[ Invite... ] Disable Camera (1 left)

Make Presenter

Remove From Meeting

2 Click the name of the attendee you want to assign the camerato and select Assign Camera from
the drop-down menu.

& test »
@ Anastasie.. g » i
@ John < * Chat Privately
—- e
| Invite... ] [ Manage ] Assign Camera (3 left)

Make Presenter

Remave From Meeting

The attendee's video is shared.

4.5 Improving the Quality of Audio and Video

If you are experiencing problems with performance, you can improve audio and video quality by
changing the audio/video port. The A/V Broadcaster uses port 80 by default. However, the optimum
port for the A/V Broadcaster to useis port 1935. Opening this port in your firewall can greatly
improve the audio/video quality.

4.6 Using Teleconferencing

If you have a conferencing number where attendees can dial in for teleconferencing, the number and
the attendee passcode can be displayed in the meeting console for the attendees to see. Using the
teleconferencing number allows all attendees to speak, not just those who have access to the A/V
broadcaster.

Dial-in: SSESSS5555 Fas

1 Loginto your Novell Conferencing account.
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For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Under the Home tab, click Preferences.

Schedule Mesating »

Start Meeting 3

Preferences

Scheduled Meetings

Web Content

Recordings

Learch

Change Paszword

—
[—
<y
———
——
e
———
——
“—»

3 Inthe Preferences dialog box, click the Dial-in tab.

DD D CEED

International: [5555555555 |

Moderator Passeode; |.;l2345 |

Attendes Pass-;ode:!12345 |

4 Specify your phone number in the Dial-in number field.
5 Specify the passcode for the moderator and the attendees.
6 Click Save.

Depending on the agreement you have with your telephone service provider, you might need to pay
alocal or long distance service charge for using teleconferencing services.
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Using the Widget

Every time aNovell Conferencing meeting is scheduled, asmall control called awidget is
automatically created. Asthe host, you can share the widget on any Web site and anyone can use it
to register for your event just by specifying his or her e-mail address. It is also displayed on your
personal Conferencing Web page if ameeting isn’t currently in session. The widget sends e-mail
confirmation when someone registers for a meeting, and notifies attendees when the meeting starts.
The host gets aregistration report and the widget automatically updates to show when the meeting is
live. The widget can be configured to provide a place for the meeting recording or chat transcript
after the event is over.

+ Section 5.1, “Viewing the Widget,” on page 87

+ Section 5.2, “Sharing a Widget,” on page 88

+ Section 5.3, “Embedding a Widget,” on page 89
+ Section 5.4, “Customizing a Widget,” on page 90

5.1 Viewing the Widget

1 Create awidget by scheduling a meeting or Webinar.

For information on how to schedule a meeting, see Section 1.4.1, “ Scheduling a Meeting,” on
page 13.
2 Inthe dashboard, click Scheduled Meetings.
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3 Inthe Upcoming Meetings dialog box, select the meeting that you have scheduled.
The widget appears below the scheduled meeting. You can share the widget on any Web site.

Upcoming Meetings

Upcoming Meetings @ {x]
o1 Name: test[Edif] Agenda: Conferencing... 0
L Delete
Start Start Date: December 22, Recurring: Once
2010 Registrants: View

Start Time: 06:00 PM EST

Organizer. test

You just made a widget! ' =R e

Click on an icon to promote your meeting via : test
Facebook, Twitter, MySpace and mare!

‘Agenda: Conferencing Demo

Did you know?
Every time you schedule 3 meeting, we create a Date: Wed Dec 22 2010
widget here. Check out the new Widget tab inside the Time: 4:00 PM

Schedule Meeting dialog where you can customize

5.2 Sharing a Widget

1 Create awidget by scheduling a meeting.

For information on how to schedule a meeting, see Section 1.4.1, “ Scheduling a Meeting,” on
page 13.
2 Click Scheduled Meetings.

88 Novell Conferencing User Guide



3 Inthe Scheduled Meetings dialog box, select the medium you want to use to promote your
meeting. The mediums are displayed at the top of the widget. If the medium you desireto useis
not displayed, click More for a comprehensive list.

Meeting D... ‘Wed May12 2010
Meeting Ti... 400FM

Register by entering e-mail

Fowerad by

5.3 Embedding a Widget

A Conferencing user can copy the code for the widget and post it in another location. The code is
available when you schedule a meeting or when you edit a meeting.
1 Do one of the following:
+ To schedule a new meeting, click Schedule Meeting.

+ To customize the widget for ameeting that has aready been scheduled, click Scheduled
Meetings, select the meeting that you want to edit, then click Edit next to the meeting
name.

2 Click the Widget tab.
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3 Copy the code from the Embed field.

ESEE D

<script languages'javascript’ fa
L¥pe="text/javascript’ =
sre='hteps: //ny. dindin. com/static
Embed | | /J3/common_support. js'></acript>C
object cype='application/x-

~
Pl

Copy and paste the code
The code will change, based on your selections below,
Options
[ Countdown Tirmer
[ show Recarding after the Mesting
[] Show Chat Transcript after the Meeting
[C] Registration Fields

4 Paste the code in your Web site or blog.

5.4 Customizing a Widget

The Widget tab is available only when you are scheduling a meeting or editing a scheduled meeting.
1 Do one of thefollowing:
+ To schedule a new meeting, click Schedule Meeting.

+ To customize the widget for a meeting that has already been scheduled, click Scheduled

Meetings, select the meeting that you want to edit, then click Edit next to the meeting
name.

2 Select the Widget tab.

90 Novell Conferencing User Guide



3 On the Widget page, use the Options field to customize the widget.

" Schedule Meeting

<script lanquages='javascript' ™|

Lype="text/javascript’

sre='hteps: //ny. dindin. com/static
Embed |/J3/common support.js'»Cfacripr>< M|

object cype='application/x- i,

Zopy and paste the code

The code will change, based on your selections below,

Options

[0 Countdown Tirmet

[ show Recarding after the Mesting

[] Show Chat Transcript after the Meeting
[l Registration Figlds

You can add the following featuresin your widget:

+ Countdown Timer: A countdown timer starts one hour before the meeting starts. For
more information, see Section 5.4.1, “Using the Countdown Timer,” on page 91.

+ Show Recording after the M eeting: You can view the recording after the meeting. For
more information, see Section 6.2, “Viewing the Recording of Your Meeting,” on page 94.

+ Show Chat Transcript after the Meeting: You can view the chat transcripts after the
meeting. For more information, see Section 2.3.1, “Viewing Chat Transcripts,” on

page 39.

+ Registration Fields: You can check the number of attendees who joined or registered for
your meeting. For more information, see Section 1.4.7, “Viewing the Registration

Report,” on page 18.

5.4.1 Using the Countdown Timer

When you select the Countdown Timer field in the Widget tab, the widget automatically starts the

countdown timer one hour before the start of the meeting.

1 Click Schedule Meeting.
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2 Inthe Schedule Meeting dialog box, select the Widget tab.

[Gencrar Fesures ] b ] o

<script languages'javascript’ Al
Lype="text/javascript’ 3
sre="https: //oy. dindin. con/static

Embed |/J2/common support,js'>C/acriptxC ¥
object cype='application/x-

A
Copy and paste the code

Tha code will change, based on your selections below;

Options
[ Countdown Tirmer

[ show Recarding after the Mesting

[ Show Chat Transcript after the Meeting
[C] Registration Fields

3 Inthe Widget page, select the Countdown Timer check box under the Options field.

After the countdown timer starts, you must wait until the start of the meeting to register.

If you have selected the Pre-registered email only option in the General tab of the Schedule Meeting
dialog box, no one can register or join by widget after the countdown timer starts.
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Recording a Meeting

Novell Conferencing allows the host to record the webcams, the public chat, the shared screen, and
shared filesfor reference at alater date. Recordings are stored on the Conferencing server and can be
previewed, downloaded, shared, and deleted.

+ Section 6.1, “Recording Your Meeting,” on page 93

+ Section 6.2, “Viewing the Recording of Your Meeting,” on page 94

6.1 Recording Your Meeting

Each meeting can have only one recording. If the host makes someone el se the presenter while the
meeting is being recorded, the recording stops; if the host starts recording again, the origina
recording is overwritten.

1 Start the meeting.

For information on how to start a meeting, see Section 1.4.5, “ Starting a Scheduled Meeting,”
on page 15.

2 Inthe meeting console, click your name and select Sart Recording from the drop-down menu.

Participants (2)
@ test ol test
@ John ’G) * | wite..
m Take Control Back

Enter Your Mame

Set Mood B

Start Recording
End Meeting...

You can also click the Record button located just above the collaboration space.

e - e —
Diakin: 55555555655 P: : &2 00:25:55 End Meeting *

Public Chat 8

Welcome back, test Welcome to your Web Meeting
mURL: https:ftestsite.novellconferencing.comitest! | John is waiting in the Waiting Area.

3 Inthe Start Recording dialog box, select Yes.
The recording is saved on the Conferencing server.
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6.2 Viewing the Recording of Your Meeting

After the meeting ends, Novell Conferencing automatically sends an e-mail to the meeting host with
alink to the recording and chat transcript. You can use the e-mail link to view the recording, you can
use the Search feature in the dashboard to find and view it, or you can view the recordingsin the
Recordings section of the dashboard.

+ Section 6.2.1, “Using the Link in the E-Mail,” on page 94

+ Section 6.2.2, “Using the Search Option,” on page 94

+ Section 6.2.3, “Using the Recordings Option,” on page 95

6.2.1 Using the Link in the E-Mail

After the meeting ends, Novell Conferencing automatically sends an e-mail to the meeting host,
using the e-mail address that is set in the host’s Preferences. The e-mail contains alink to the
recorded session. It might take up to 24 hours to generate the recording.

1 To view therecording, click the link in the e-mail.

Novell. Conferencing

Hello test

You have a recording of a Web meeting -

Download Recording

Chat: View Chat (I blank, no chat was recorded)

Download Chat

Novell Conferzncing  Copyright @ 2010 Novell Inc. All Rights Reserved. Novell Tems of Uss

You can also forward this e-mail to others so they can view the recording.

You can also choose to download the recording file (FLV) and play it in any Flash player. You can
even embed the codes and paste the meeting player into your Web site or blog.

6.2.2 Using the Search Option

The Search option lets the host look for information about previous meetings, including registrants,
chat transcripts, or recordings.
1 End the meeting.

When you end a meeting, you are returned to your dashboard. For information on how to end a
meeting, see Section 1.10, “Ending a Meeting,” on page 36.

2 Click Search.
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3 Inthe Search Meetings panel, specify the search data and click Search.

You can choose to search by start date, end date, current/future date, past date, all dates, and by
text. The start date and end date are available only when Use Date Range is selected.

Search Meetings

Start Date [ December 15, 2010 End Date [ December 29, 2010
Show Meetings in @ Use Date Range ¢ CurrentFuture @ Past All
Containing

My Meetings

The search result appears.
4 Click the View link next to Recording.

Therecording opensin anew dialog box You can view the recording here or you can download
the recording or chat transcript.

5 Click the Flash Video (.flv) link to download the recording.
or
Click the Chat Transcript link to download the chat transcript.

Permalink | https:ftestsite novellconferencing .comichat/alldest/default/fdc8ed2 3-8 1604048 -i|

Embed Link | <iframe src=‘l1nps:mestsne.nwellconferen-:irrg.corn.fchat.fallnestrdefaunﬁdc8e922|

Download Flash ‘deo (flv) Chat transeript

6.2.3 Using the Recordings Option

The Recordings option in the dashboard allows you to access and manage your saved recordings.
Saved recordings share the same storage space on the Conferencing server as saved files, polls, and
Web content. The Recordings option allows you to preview, download, set access permissions, and
delete your saved recordings.

To view alist of your saved recordings:

1 Loginto your Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
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2 Click Recordings.

Start Meeting
Preferences

Scheduled Meetings

Recordinges

ary

f
g 5
b3 =
g
==}

Change Password

Your saved recordings are displayed. Each recording is named with the name of the meeting. The
following options are available if you click the button in the Options column of the saved

recordings.
!E‘C Or!anE
‘_-'!L‘uu:_p_- Space
o
2000-12-25 L

0.3%

sl 2010-5-13 21 MB 2 af2 A

test 2010-5-13 21 KB o & files

53MB

- e

+ Preview: Letsyou view the recording without requiring you to download it.
+ Download: Allows you to download and save a copy of your recording.

+ Permissions: Provides you with alink that you can share so others can download a copy of
your recording. Also enables you to set a password to protect the recording.

+ Delete: Deletes the recording from the Conferencing storage.
Previewing a Saved Recording
You can preview a saved recording before downloading, sharing, or deleting it.

1 Inthe recording manager, select the recording you want to preview.
2 Click the®¥  button in the Options column.
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3 Inthe drop-down that appears, select Preview.

!QC DF!IHQ E]

Storage Space
2010-12-33 | 9325K 0

Sm— g2 Froview |

0.56%
fial 2010-5413  24MB 1 of 258
teat 2010543 ZAKB i 7 files
109 MB
Delete

Preview

A preview window appears, alowing you to view and change the name of the recording.
4 Click Save if you changed the name of the recording or click Cancel if you did not.

Downloading a Saved Recording
You can download any saved recording to your computer.

1 Inthe recording manager, select the recording that you want to download.
2 Click the®¥ + button in the Options column.

3 Inthe drop-down list that appears, select Download.

!E COF!IHQS

Storage Space
HADA2-23 1

! 0.5%
# pup @ Femizsions

] ol GB
| €3 Dalete
] FM0E43 | ZAKB o Pl I | 7 files

0.8 WiH

201223 | 1.EKR

0515 21 MB 2

Delete

The recording is downloaded to your computer. You can view it with the program that you
prefer.

Setting Permissions

Permissions allow you to select who can view arecording. The recordings can either be public or
you can select Make Private and enter a passcode that people must use to view the recording.

1 Inthe recording manager, select the recording for which you want to change the permissions.
2 Click the®¥  button in the Options column.
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3 Inthe drop-down list that appears, select Permissions.

!EC DF!IHQ E]

Storage Space

2010-12-23 !
0.56%
fial 2010-5413  24MB 1 of 258
teat 2010543 ZAKB i 7 files
109 MB

-

4 (Optional) Select Make Private, then specify a passcode for people to use to view the
recording.

Change Permissions »x

Make private

Enter a password: [l ]
Video:
httos://testsite novellconferencing comy/viewRecording/all/ te
Copy

] m |

Submit Cancel

Thelink displayed in the dialog box is where other people can go to view the recording. Click

Copy to copy the URL to your clipboard. You can then share the URL viae-mail, chat, or any
other way you desire.

5 When you are finished setting up the permissions or copying the URL, click Submit if you
made any changes or click Cancel if you didn’t.
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Deleting a Saved Recording
You can delete a saved recording when you no longer need it so it doesn’t take up storage space.

1 Inthe recording manager, select the recording you want to delete.
2 Click the ¥ + button in the Options column.
3 Inthe drop-down list that appears, select Delete.

!E‘C or!lng s

Storage Space

2010-12-23

2010-12-23 !
0.6%
T 2010-513  24MB8 1 of 258
feat 2010-513  2AKB i 7 files
109 1B

oe

4 Inthe dialog box that appears, select Yes.
Your fileis deleted from the Conferencing storage.
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Using myScreen

You can use myScreen sharing to easily broadcast a continuous live stream of what is happening on
your computer to individuals connected viathe Internet at remote locations. When you share your
screen, attendees see whatever appears on your screen, such as presentations, documents, images,
and software that is running on your computer.

myScreen is easy and intuitive to use. Attendees do not need to install any specia software to view
your screen. You, as the presenter, smply use the myScreen icon to create a session. You then send
or share your unique URL and optional password to your selected invitees, and they canloginto
your screen-sharing session to seein real time what you are doing.

+ Section 7.1, “ Starting a MyScreen Session,” on page 101

+ Section 7.2, “ Starting a Private myScreen Session,” on page 103

+ Section 7.3, “Inviting People to amyScreen Session,” on page 104

+ Section 7.4, “Joining a myScreen Session,” on page 104

+ Section 7.5, “Ending amyScreen Session,” on page 105

+ Section 7.6, “ Switching to a Meeting,” on page 106

+ Section 7.7, “Installing the myScreen Plug-1n,” on page 107

+ Section 7.8, “Installing Automatic Updates,” on page 109

+ Section 7.9, “Customizing the myScreen Preferences,” on page 109

7.1 Starting a MyScreen Session

1 Click Sart > Programs > Novell Conferencing > Plugin > Novell Conferencing.
For Mac users: Click Application > Novell > Conferencing.
The myScreen icon appears in the notification area.

IEI/; @ *o 11:084M

If the plug-in is aready available in your notification area, you can simply double-click the
icon.
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2 Inthe Novell Conferencing dialog box, specify your Conferencing ID and password.

Novell Conferencing @
Account Metwark Advanced et alath
Sign in

Conferencing ID

Enker wour Conferencing I0... ‘

Password

| ... and wour passwiord ‘

Forgot Password ?

3 Click Sgnn.
The myScreen controller loads.

4 Inthedialog box, copy the URL and use e-mail or chat to share it with your friends.

%]

Conferencing

Powered by & Dimim
We copled this link to your clipboard - just paste to share

https: #testsite novellconferencing com/test!

[] Do nat shawy on lsunch
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7.2 Starting a Private myScreen Session

You can start a private myScreen session to connect and share your screen with only the people you
want.

1 Start amyScreen Session.
2 Right-click the icon in the notification area and select Make Private.

Stop myScreen

Make Private

Help ¢
about, .,

= Quit

3 Inthedialog box, copy the private key and giveit to your attendees.

Private Meeting 6

) " 4

This session is protected with meeting key 92111

Guests must provide this key to join.
To remove this restriction simply end this session and start a
nan-private meeting.
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7.3 Inviting People to a myScreen Session

You can invite people to your myScreen session by sending your unique screen-sharing URL (for
example, http://demo.novellconferencing.com/test/) vViae-mail or chat.

If you don’'t remember the screen-sharing URL, you can start a session and copy the URL from the
dialog box.

Figure 7-1 myScreen Dialog Box

Powered by & Dimdim

hitps:/ftestsite novellconferencing . com/test!

Flo:

7.4 Joining a myScreen Session

You do not need to be a Novell Conferencing member to attend a myScreen session.
You cannot join asession if the host has not started sharing the screen.

+ Section 7.4.1, “Joining a Public myScreen Session,” on page 104
+ Section 7.4.2, “ Joining a Private myScreen Session,” on page 105

7.4.1 Joining a Public myScreen Session

1 Click the meeting link in the e-mail you were sent or copy and paste the unique meeting URL
into a browser.
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2 Inthe Set Display Name dialog box, specify your name and click OK.

Set Display Name x

MName used to identify you to all room
participants:

|test

24 Characters hax

7.4.2 Joining a Private myScreen Session

1 Click the meeting link in the e-mail you were sent or copy and paste the unique meeting URL
into a browser.

test novell's
Web Conferencing
next Web Mesting session

test You can conduct vour own mestings
and webinars nght now wsing the world's
easiest online conference __ |

HAS STARTED
=2 share your deckiop
Yeaur host reguates the Tallowang information 1o joimn
e Show prasentalions
¥ Collaborate fve
Allerdes Key . and mauch, much mare

2 Specify the attendee key.
3 Click Join Mesting.

7.5 Ending a myScreen Session

Only the session host can end a myScreen session.

1 InamyScreen session, click the % iconinthe myScreen controller.
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2 Click Yes.
Your myScreen session ends.

myScreen @

Are you sure you want
\ to end your myScreen
session?

No Yes

7.6 Switching to a Meeting

If you are the myScreen session host, you can seamlessly switch from amyScreen session to a
meeting.

1 During amyScreen session, log in to your Novell Conferencing account.

2 Start ameeting.

For information on how to start a meeting, see Section 1.4.5, “ Starting a Scheduled Meeting,”
on page 15.

When you start a meeting, the myScreen session stops and the attendees automatically switch
to the meeting.

Figure 7-2 Attendee’s Screen During a myScreen Session
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Figure 7-3 Attendee’s Screen after Switching to the Meeting

SESSSSSSSE Froscode 17045 (TEEED D © oo:o4:as | Lewwe Mesting >

FRODIMCTS
Conferencing

Critrritre

Highlights

7.7 Installing the myScreen Plug-In

The myScreen plug-in enables you to share your screen without requiring you to be part of aNovell
Conferencing meeting. After you install the plug-in, all you need to do is simply click and start
sharing your screen.

1 Logintoyour Novell Conferencing account.

2 Start the meeting.

For information on how to start a meeting, see Section 1.4.5, “ Starting a Scheduled Meeting,”
on page 15.

3 Inthe meeting console, click Share Screen.

I:_i] Share Screen

# Share Whiteboard
Share Files

= | Share Polls

3 Share Web Content
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4 |nthe Download Plug-in dialog box, click Download.

{ Download Plug-in

N Please dick 'Download' button to
proceed.

Cancel || Download

5 Run the program when it finishes downloading.
The Installation Wizard dialog box appears and starts the installation process.
6 Select your language.

Select the language for this
installation from the choices below,

L
French
GZerman

7 Click Finish to exit the Installation Wizard when it has finished installing.

Novell Conferencing places the myScreen icon in the notification area. Click theicon to start
using myScreen.

%0 5o 11:054M
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7.8 Installing Automatic Updates

You can set up and turn on automatic updates to make sure that your myScreen plug-in stays
updated. When an update is available, you receive a notification viathe myScreen icon in the

notification area.

1 Right-click the myScreen icon in the notification area, then click Tools > Check Updates.

Share myScreen

L".—.l E p'i'.rl'.-
Preferences... Tools ¥
Disable myScreen Help -
Check Updates AboUL.

: Quit

2 Inthedialog box, select Yesto quit the plug-in and start the Installation Wizard.

3 Inthe Instalaton Wizard, click Next.
4 Click Finish.

7.9 Customizing the myScreen Preferences

You can set up and change the myScreen preferences.

1 To open the Preferences dialog box, right-click the myScreen icon in the notification area and

click Tools > Preferences.

Share myScreen

U.—.I- E p'i'.rh-

Preferences... Tools ’
Disable myScreen Help 3
Check Updates About...

: Quit

The Preferences dialog box has the following tabs:

+ Section 7.9.1, “Account Tab,” on page 110
+ Section 7.9.2, “Network Tab,” on page 110
+ Section 7.9.3, “Advanced Tab,” on page 111
+ Section 7.9.4, “About Tab,” on page 112
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7.9.1 Account Tab

You view important details like your unique screen-sharing URL in the Account tab.

Novell Conferencing @

Accounk Mebwork, Advanced About

Account Information

You are signed in as test
Provide URL 1o others to view your screen

hitps Atestsite novellconferencing.com/te st

7.9.2 Network Tab

You use the Network tab to configure your proxy settings.

Novell Conferencing @
Account Metwork, Advanced Abouk
Network Options

Autodetect Praxy
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You can configure the network settings to use a proxy server to connect to the Internet. A proxy
server acts as a security barrier between your internal network and the Internet, preventing others on
the Internet from obtaining access to information that is located on your interna network.

7.9.3 Advanced Tab

You use the Advanced tab to change your screen-sharing and myScreen settings.

Novell Conferencing @

Advanced

myScreen Options

Connection Timeout |3p |

ldle Timeout [30 |

@ Use driver Do not use driver

myScreen Options
Auto Sign-In at Launch | Do notrun on startup
Default Share Type: @ Desktop Region Application
Make All Meetings Private | Enable Copy to Clipboard Dialog
Quality Level: @ Default High { T1/Lan )

Screenshare Options

Connection Timeout: Sets or returns how many seconds to wait before canceling a connection
attempt and generating an error. The default is thirty seconds. However, heavy server use or high
network traffic can easily cause delays greater than thirty seconds.

Idle Timeout: Determines the period of inactivity after which the connection with the server is
closed. A value of 0 means that no timeout is applied. The default value is 30 seconds.

Use Driver: Enables or disables the driver used to capture your computer screen. Do not turn this
option off unless you are told to do so by Novell Conferencing support.

myScreen Options

Auto Sign-In at Launch: If this option is selected, you are automatically signed in when you start
myScreen. If this option is not selected, you need to provide your login credentials every time you
use myScreen.

Do not run on startup: By default, the myScreen icon does not appear in the notification area. If
you deselect this option, the icon is displayed the next time you start the computer, and it remains
displayed until you select this option again.

Default Share Type: Thisoption lets you select what type of sharing starts when you use
myScreen: Desktop, Region, or Application.
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Make All Meetings Private: All myScreen sessions are converted into private sessions. Attendees
must provide the private key in order to join the session.

Enable Copy to Clipboard Dialog: Copies the screen-sharing URL to the clipboard.

Quality Level: Setting the Quality Level to Default gives the best performance over arange of
networks. If you set it to High, myScreen transmits at the maximum resolution, which uses a
substantial amount of bandwidth.

7.9.4 About Tab

The About tab shows basic information about the currently installed release as well as the unique
screen-sharing URL.

Novell Conferencing @

About

Powered by & Dimdim

https: #testsite nowvellconferencing.cormdte st
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Securing Your Meetings

Novell Conferencing allows the host to secure meetings, so people cannot enter the meeting unless
they have a meeting key. Hosts can also require people to identify themselves and wait in the lobby
before allowing them access.

+ Section 8.1, “Making Your Meeting Private,” on page 113

+ Section 8.2, “ Securing Your Meeting Room,” on page 114

+ Section 8.3, “Allowing Attendees to Join the Meeting from the Waiting Area Lobby,” on
page 116

8.1 Making Your Meeting Private

When a host makes a meeting private, it allows more control over who enters the meeting. Only
attendees with the specific meeting key can enter the meeting.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe dashboard, click Schedule Meeting.

3 Specify the meeting name, agenda, start and end dates, start time, time zone, and the e-mail
addresses of the people you want to invite to the meeting.

4 Specify ameeting key in the Keysfield.

A meeting key can be any combination of numbers and letters that you desire to use. It is case
sensitive.

Room Name | defauit Room URL | hitpsitestsite novellconferen
Meeting Name [ test Repeat Option | Once Only [~
Enter a meeting Start Date | December 22, 2010
agenda
Agenda End Date
£

7 " ) StartTime [11[+] [30[x] AM[=]
Enter a liat of Timezone  GMT-05:00 Eastem Time E]

emails separated by
ret

iitligs MeetingLength |2 [=]Howrs [0 [=] Minutes

4
0 Registrations More... ¥ Send eMail when meeting
] (8 » starts

liceys [ Meeting Key
Meeting key makes meeting

private
"] Require  [] Pre-registerad
On Join h
elail amail only

" Schedu ‘
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8.2 Securing Your Meeting Room

The host can secure a meeting by requiring attendees to wait in an area called the “lobby” until the
host decides that the attendees can enter the meeting.

+ Section 8.2.1, “Securing All Meetings,” on page 114

+ Section 8.2.2, “ Securing a Single Meeting,” on page 115

8.2.1 Securing All Meetings

When the host enables the lobby in the Preferences dialog box, it is enabled for all meetings that he
or she schedules.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthedashboard, click Preferences.
3 Inthe Preferences dialog box, click the Features tab.

4 Inthe Features tab page, under the Advanced section, the Lobby option displays the current
setting of the feature. Make sure that ON is displayed.

[ General | reatures | Diakin | Personaization ]

AN & Chat
Audionvidgeo FT__J Auto Camera [T_J
Audio/Video Options | Camera and Microphane [+ ] Auto Mute FT_J
Private Chat T Public Chat [FTL_J
Synchrolive Resources
Computer Screen F_ DML I Whiteboard TN I
web Content Documents FM_J
Participant List m Paricipants | 50 E]
Recording IETM_J Polis [__JOFE
Meeting Length 2 E‘ Hours 0 E| Minutes
Advanced
Meeting Assistant [__J OFF

Network iﬁé_bieﬁfhs'l_'m Attendee Invite [T
Return URL hm:fm.noveli.mnﬂmnfére

Feedback Email conferencing_jeadback@ﬁw

Send Invites using @ Web Meeting © Local

Custom Button | http:/Awww.novell. comiconferg Label | Conferencing

114 Novell Conferencing User Guide



The Lobby option is atoggle switch that lets you restrict or allow access to the meeting room. If the
switch displays ON, it means that your attendees must wait in the lobby until you allow them to
enter the meeting room. If an attendee wants to join the meeting, you see a notification in the
meeting console. See Section 8.3, “Allowing Attendees to Join the Meeting from the Waiting Area

Lobby,” on page 116 for instructions on how to admit attendees to the meeting.

8.2.2 Securing a Single Meeting

The host can restrict attendees to the lobby after a meeting has started.

1 Inameeting that isin progress, click Tools > Settings.

Settings

Meeting Info
About

2 Click On next to Waiting Area.

‘Web Meeting Settings

duration of this meeting.

Waiting Area:

AudiofVideo:

Maximum Participants:

Current Meeting Length:

Extend Meeting Length By:

Return URL:

Change settings for your meeting These will be effective anly for the

TOFF

M|
50[~]

2 hours 0 minutes

0 E hnurs;U EI minutes

' httpiﬁmmmnnueﬂ cnm.fc

i i)

3 Click OK.
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8.3 Allowing Attendees to Join the Meeting from
the Waiting Area Lobby

Theinstructions in this section assume that the host has set up awaiting area lobby by switching on
the Lobby field in the Update Preferences tab.

1 Start the mesting.

For information on how to start a meeting, see Section 1.4.5, “ Starting a Scheduled Meeting,”
on page 15.

2 Check the meeting console for notifications about attendees who want to join your meeting.

Disl-in; 5555555555 P: = 12345 m Tocts © 00:02:56 [ EndMesting

3 Click Waiting.

4 Inthe Waiting to Join dialog box, click the green button next to the attendee’ s name to accept
the attendee into the meeting, or click the red button to deny access to the attendee.

Waiting to Join

 John
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Customing Branding

Novell Conferencing enables companies and users to customize the meeting name, the Web page
that attendees see when they enter a meeting, and the logo on your personal dashboard.

+ Section 9.1, “Customizing the Logo,” on page 117

+ Section 9.2, “Changing the Title of the Meeting,” on page 118

+ Section 9.3, “Changing the Collaboration Space Web Page,” on page 120

9.1 Customizing the Logo

Asauser, you can replace the Novell Conferencing logo on the dashboard with your company or
organization logo. The image must be 138 pixels by 58 pixels.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthedashboard, click Preferences.

" Start Meeting  »

Polls
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3 Inthe Preferences dialog box, select the Personalization tab.

Meeting Title

What's this?
You ¢an change the text on upper left of the Meeting Console to use your own text.

| Novell Web Conferencing

Watermark

What's this?
You can change the logo on the bottom left of the Meeting Console console to use your own
custom watermark image,

Upload = Custom Image (138 pixels X 58 pixels)

Choose File | ho file chosen

Select a file, then click Apply to make the changes effactive.

Apply  Preview  Clear

Collaboration Space Web Page

Withat's this?
You ¢an change the collaboration space Web page that attendees see when they join your

meeting by entering a URL or uploading your Web .zip file.

@ Enter s collaboration spacs URL O Uplead 4. 3p s

[hﬂp‘ Tharaeny _navell.carnfcl:q

Apply  Preview  Clear

Enter a URL or select a zip file, then click Apply’ to make the changes effective.

4 Under the Watermark section, upload your image, click Apply, and click Save.

tsite . nowellcol

P ——— i s s

9.2 Changing the Title of the Meeting

Users can change thetitle of the meeting that is displayed to all attendees. This setting appliesfor all
of your meetings.

1 Logintoyour Novell Conferencing account.

For information on how to log in, see Section 1.3, “Logging In,” on page 11.
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2 Inthe dashboard, click Preferences.

Schedule Meeting »
Start Meeting »

Prefarences

[

Scheduled Meetings

Files

Web Content

Recordinges

Search

Change Password

3 Inthe Preferences dialog box, select the Personalization tab.

Meeting Title Wirhat's this?

Wou ¢an change the text on upper left of the Meeting Console to use your own text.

[N-:mell Web Conferencing

Watermark What's this?
You ¢an change the logo on the bottom left of the Meeting Consale consale to use your ain
custom watermank image,

Uplozd = Custom Image (138 pixels X 58 pixels)
Mo file chosen Apply  Freview Clear
Select a file, then click Apply to make the changes effective.

Collaboration Space Web Page What's this?
*ou can change the collaboration space Web page that attendees see when they join your
meeting by entering a URL or uploading your Web .zip file.

@ Enter e collaboration space URL O Uplead a. 3p nis

[htlpc IMww.mvell.camfcci Apply  Preview  Clear

Enter a URL or select a .zip file, then click Apply’ to make the changes effective,
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4 Under the Meeting Title section, specify the title of your meeting and click Save.

Test's Meeting

Show ltems (5)
&] Share Screen

~# Share Whiteboard
Share Files
|=| Share Polls

:} Share Web Content

9.3 Changing the Collaboration Space Web Page

The host can replace the default Welcome to Novell Conferencing collaboration space Web page
with his or her own Web page.
1 Logintoyour Novell Conferencing account.
For information on how to log in, see Section 1.3, “Logging In,” on page 11.
2 Inthe dashboard, click Preferences.

‘Schedule Meeting  »

Start Meeting 3

Preferences

Scheduled Meetings

Recordings

—————)
PR———
[
D
e
———
s
-_
-
TS

Change Password

3 Inthe Preferences dialog box, select the Personalization tab.
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4 Under the Collaboration Space Web Page section, enter the URL or upload your Web file and
click Apply.

£ 20 T GRS

Meeting Title

What's this?
You ¢an change the text on upper left of the Meeting Console to use your own text.

Novell Web Conferencing

Watermark

What's this?
You ¢an change the logo on the bottom left of the Meeting Console console to use your own
custom watermark image,

Upload = Custom Image (138 pixels X 58 pixels)

Choose File_| Mo file chosen
Select a file, then click Apply to make the changes effactive,
Collaboration Space Web Page

Apply  Preview  Clear

What's this?
You can change the collaboration space Web page that attendees see when they join your

meeting by entering a URL or uploading your Web .zip file.

@ Enter s collaboration spacs URL O Uplead 4. 3p s

[hﬂp‘ Tharaeny _mvell.cam:'c:q

Apply  Preview  Clear

Enter a URL or select a zip file, then click Apply’ to make the changes effective.

Save

5 Click Save.
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Integration

Novell Messenger now has built-in integrations with Novell Conferencing. This allows you to
instantly start a meeting with any of your contacts. For more information, see “Using Novell
Messenger with Novell Conferencing” in the Novell Messenger user guide.

Novell GroupWise 8.0.2 now has built-in integrations with Novell Conferencing. Thisalowsyou to
schedule GroupWise appointments and convert them into Novell Conferencing meetings. For more
information, see “Conferencing” in the GroupWise user guide.

Novell Vibe OnPrem 3 now has built-in integrations with Novell Conferencing. This allows you to
schedule GroupWise appointments and convert them into Novell Conferencing meetings. For more
information, see “Using Novell Conferencing with Novell Vibe” in the Novell Vibe OnPrem 3 user
guide.
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