VisionCast Meeting®
User’s Guide

Presented by

Premiere Conferencing

© Premiere Conferencing, 2003



This guide is intended to provide an overview for using VisionCast Meeting from

Premiere Conferencing.

What is VisionCast Meeting?

VisionCast Meeting combines the cost-effective and convenient automation of
ReadyConference with the robust web collaboration tool VisionCast. VisionCast
Meeting is available when you need it, and how you need it. Best of all you can
schedule VisionCast Meetings in advance or start them instantly, all from your own web
browser. You are in complete control of VisionCast Meeting from Premiere
Conferencing. If you have a ReadyConference number — you are ready to use

VisionCast Meeting.

Using VisionCast Meeting is easy, follow these easy steps and you can be collaborating

on the web in no time.
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Getting Started

Go to http://www.premconf.com
Click ‘Moderator Log In’

Click ‘Moderator Log In’

to begin.
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http://www.premconf.com/

Enter your Client ID, web password, and time zone.

Click Log In

If you do not know your Client ID or web password please call (800) 813-5798.

Enter your Client ID

3 Premiere Conferencing - Microsoft Internet Explorer

J Links @ Organizet Login @ WC 351 @ YC Enter Mg @ Weather .com @ RiCast @ PremConf @ SC Admin @ P Extranet @ WC Preview

J & o= @ 73 | @ | %v 5 |J File Edit ‘iew Favorites Tools Help |J.°.gdressF@4.premconf.com,l'premiere,l'index.aspj _
>

Enter your web password

Select your time zone

Click ‘Log in’

| > S 1 - -
E{% f remiereConferencing
- B8 Login \
Please log in by typing your client ID and password below, then click the Log in buttaon,
client ID [177903
—’ Password I’“““““”““
Time Zone |Central |
Fargot wour password? Please call (8003 813-5798 ar {719) 457F2024,
PREMIERE CONFEREMCING 2001 1-800-234-2548
=
|@ Dane |_|E|D Internet v

Select VisionCast Meeting

- BB Conferencing Services Menu

Select from the following services:

ReadyConference Scheduling System

BeadyConference Peports

YisionCast Meeting ¢
BeadyClick & Conference

Click VisionCast Meeting

PremiereCall Auditorium Conference Registrants

Ahout PrermiereCall Auditorium
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You are now at the main VisionCast Meeting menu. From here you can launch an
instant meeting, schedule a meeting and manage your previously recorded VisionCast
Meeting enabled conferences.

<} Premiere Conferencing - Microsoft Internet Explorer i ] B
J = = - @ 7 |@ [ ®| |J File Edit ‘Yiew Favorites Tools Help |J.ﬂ.c_ldress I@ http:,f,l'wehserverﬂl,l'premiere,l'scj|
JLinks @Organizer Laogin @VC S5l @VC Enter Mbg @Weather.com @RCast @PremConF @SC &drnin @PW Exkranet @VC Freview ™
E{% PremiereConferencin
= T*':'—H g
- @& VisionCast Meeting Menu

1 Starta Now

SEE% ‘a Meeting

Manage Recordings
|-
|@ ’_’_ (2 Local inkranet v

Start a Meeting Now
Have a meeting up and running in a matter of seconds. Simply select a few simple
options and your collaborative web meeting with VisionCast is underway.

Schedule a Meeting

Allows a meeting to be scheduled for any date in the future. You will be emailed a
confirmation — hang on to this email it contains your link to start the meeting when the
time comes.

Manage Recordings

VisionCast Meeting allows you to capture both the audio and visual portions of your
meetings. Return here to view or delete these recorded sessions. A link to provide to
attendees so they may access your replay is included in your host confirmation email.
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Start a Meeting Now

~ @ VisionCast Meeting

Passcode:

Marne:
Email Address:

Company MName:

Meeting Type:

Mumber of Participants:

Estirmated Duration:

Send email notification for this Meeting.

changed,

(All fields are required)

Select the passcode to use

| [ < from the drop down menu.

W Include audio information

Enter your name,
< email address and
company name.

@ presentation ¢ Collaborative———

Select your meeting type.

EEC I P
[1/2hour =]

Select the estimated number of
participants and meeting duration.

| S Yioziing || Click ‘Enter Meeting’ to

Please note: If there is an on-going meeting for the selected passpods, you
will re-anter that meeting as the Presenter, However, the mesting|tyre,
duration, number of participants, and include audio options cannotbhe

launch your meeting.

Confirm you are ready to

Microsoft Internet Explorer x|

@ If wou've already sent email invitations For this meeting, click QK to enter meeting. (Click cancel if you need ko send

email invikations Firsk, )

v

start your meeting, or click
‘Cancel’ to send invitations.

'f Cancel |<
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Start a Meeting Now

Start a Meeting Now

ReadyConference Passcode — Select the passcode you'd like to use for this meeting.

Included Audio Information — Deselecting this default option will remove your
ReadyConference phone number and passcode from your invitations and the meeting
console.

Meeting Type — This selection determines the type of meeting center that will load for
you and your attendees.

» Presentation — Two different VisionCast consoles are used. The presenter
console is loaded for you as the presenter, allowing access to all options
available for a meeting and a complete set of presentation tools. Your attendees
will utilize an attendee console which focuses on your presentation and does not
allow audience access to the presentation tools. This type of meeting is best
suited for larger meetings in a one-to-many environment.

» Collaborative — The same VisionCast console loads for everyone in the meeting.
All tools can be made available to all attendees. This type of meeting is best for
collaborative meetings in a small setting.

Number of participants — Select the anticipated number of attendees to your meeting.
This is only an estimate, if needed additional participants will be allowed to join your
meeting.

Estimated duration — Select the approximate length of time for your meeting. This is
only an estimate, your meeting will continue beyond this length of time, if required.
Please note — your attendees will not be able to join a meeting after the scheduled
meeting duration has expired.

Send email notification for this meeting — This link will allow you to send emails to any
participants you wish to have join your meeting.

Tijp
Send the invitation only to yourself — this allows you to copy and paste the meeting

information into a new email to send to your attendees from your own email program.
You have the option to customize the invitation as well.
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To send invitations for your meeting, enter the attendees email addresses, separate
each email address with a semi-colon.

You may add comments to the top of the invitation if you wish.

~ @ VisionCast Meeting Email Notification

Send email notifications of my YisionCast Meeting Conference to the following:

Enter attendees email Attendee Email .ﬁ.ddrESSE;

addresses.

il

Kl

Separate each email address with a semi-colon ;).

Comments for top of email:

L]

Add comments to >
your invitations.

Kl

Click to send invitations and
start your meeting. >

Send Email Invitations |

|
Review confirmation

~ @ visionCast Meeting Schedler *

Thank you for your VisionCast Meeting conference reservation.
An invitation e-mail message has been sent to the email addresses you

specified.

Moderator Name: Scott Endsley
Participant Passcode: 134459
Moderator Passcode: 1344598

Toll Phone Number: 1-913-312-4155

Toll Free Phone Number:  1-800-351-5659
PO Number/Gost Center: Internal

Conference Time: Conference starts as soon as you enter the
YisionCast Meeting.

Click to start meeting. P Enter Meeting

YisionCast Meeting Main Menu

/ZJ Untitled - Microsoft Internet Explorer

Your meeting starts instantly.

|@ Done l_l_ (5 Local intranet &
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Schedule a Meeting

~ @ visionCast Meeting Scheduier )

(All fields are required)

Select the passcode to use
ReadyConference Passcode: - 4—
¥ | [ from the drop down menu.

W Include audio information

Mame:
I Enter your name,

Email Address: | €— email address and

| company name.

Company Mame:

Conference Time: [January  =l[27 =][2003 7], [s:00am =] <@ Select a meeting time.
(For VisionCast meeting) { Time must be valld for the passcode sbowve, ) T
e Zone: = J ‘ Select a time zone, duration
IMe cone: | Centra < and number of participants.
Estimated Duration: |1 hour "I
Mumber of Participants: |3 vl
Meeting Type: @ presentation © Collaborative<g Select your meeting type.
Attendee Email Addresses: =]
< Enter attendees email
addresses.
[
Separate each email address with a semi-colon ().
Comments for top of email: =]
< Add comments to
your invitations.
[

Click Schedule.

~ @ visionCast Meeting Scheduler )

Thank you for your YisionCast Meeting conference reservation,
AR invitation e-mail message has been sent to the email addresses you

specified.

Moderator Name: Scott Endsley i ] i
Participant Passcode: 134459 Review your confirmation.
Moderator Passcode: 1344598 Your meeting is now

Toll Phone Number: 1-913-312-4158 scheduled; invitations have
Toll Free Phone Number: 1-800-361-5659 been sent.

PO Number/Cost Center: Internal

Conference Time: 1/27/2003 at 9:00 am

YisionCast Meeting Main Menu




As the host you will receive a confirmation email for your meeting.
*Important** This email contains the link to start your meeting.
You must keep this email to start this scheduled meeting.

¥ ¥YisionCast Meeting Invitation - Message (Plain Text) — |EI|5|

JEiIe Edit Wiew Insert Format Tools Actions Help |

J!?dR_epIy|®Replyto.¢\l_||‘;!3Forﬂard |§ |‘;!3| ¥ |[B * | - - a3,

From: registrar@myconferencereservations. com

To

oo

Subject:  WisionCast Meaeting Invitation

This is an automated email. Please do not reply. =
Comuents

FTou hawve successfully scheduled a VisionCast Meeting with the following details.
Participant passcode: 95547
Conference toll-free phone number: 1-500-555-1234

Conference toll/international phone nuwber: 1-913-123-6314

Moderator Mame: Joe Smith
Duration: 60 minutes

Conference Time: 1/27/2003 at 9:00 am Central Time

Az 3 presenter for this meeting please use the following link: Use thlS Ilnk tO Start your
meeting on its scheduled

http://webhserver0l/VCH/PUNod. asp?1=30&2=134459£3=044=60&5=3 &6=T7 ‘— day ang tlme
If wou hawe additional participants [(not presenters) you would like to inwvite to this meeting
please distribute the following link: . 3
http://webserverll/VCH/PUPart . asp?1=30s2=13 4455 If you need to invite

additional attendees, send

them this link.

*Remember — As the host you will need this invitation to start your meeting.
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Schedule a Meeting

ReadyConference Passcode — Select the passcode you'd like to use for this meeting.

Included Audio Information — Deselecting this default option will remove your
ReadyConference phone number and passcode from your invitations and the meeting
console.

Number of participants — Select the anticipated number of attendees to your meeting.
This is only an estimate, if needed additional participants will be allowed to join your
meeting.

Estimated duration — Select the approximate length of time for your meeting. This is
only an estimate, your meeting will continue beyond this length of time if required.
Please note — your attendees will not be able to join a meeting after the scheduled
meeting duration has expired.

Meeting Type — This selection determines the type of meeting center that will load for
you and your attendees.

» Presentation — Two different VisionCast consoles are used. The participant
console is loaded for you as the presenter, allowing access to all options
available for a meeting and a complete set of presentation tools. Your attendees
will utilize an attendee console which focuses on your presentation and does not
allow audience access to the presentation tools. This type of meeting is best
suited for larger meetings in a one-to-many environment.

» Collaborative — The same VisionCast console loads for everyone in the meeting.
All tools can be made available to all attendees. This type of meeting is best for
collaborative meetings in a small setting.

Email attendees an invitation to the meeting — Enter email addresses for attendees you
would like to receive an invitation.

Tlp Send the invitation only to yourself — this allows you to copy and paste the meeting
information into a new email to send to your attendees from your own email program.
You will have the option to customize the invitation as well.

Comments for top of email — Add a personalized message to your email invitations if you
wish.

Starting your meeting
To begin your meeting, use your presenter invitation to launch the meeting console at
the scheduled date and start time.

Using VisionCast

Once your meeting is running you will be using Premiere Conferencing’s VisionCast for
the web portion of you meeting. If you require assistance using VisionCast and have
selected a ‘collaborative’ meeting type you will find instructions for using the VisionCast
meeting center of page 17 of this document. If you have selected a ‘presentation’
meeting you may contact your sales associate and request a VisionCast Presenter’s
Handbook. Additionally, Premiere Conferencing offers VisionCast training sessions,
your sales associate can assist you with learning more about a one-on-one training
session.

© Premiere Conferencing, 2003 -11 -



Recording your conference with VisionCast Meeting

With VisionCast Meeting you have the ability to record both the audio and visual aspects
of your conference. This replay is then available for on demand viewing. Follow these
steps to record your VisionCast enabled conference:

1. Click the ‘Record’ button in the lower left portion of the meeting console.

2. Enter your 10-digit ReadyConference phone number in the ‘Telephone Number
to Dial’ box. After the number, enter a comma followed by your
ReadyConference participant passcode followed by the ‘# symbol.

Example: 888-565-5555,987654#

3. Click Dial

4. You will see the ‘Status’ change to connected once the call has successfully
connected.

5. You will then hear entry tones into your ReadyConference (if you've chosen this

option for your ReadyConference) and the line will be silent.
To begin the record, click ‘Record’
You are now recording all audio, and all activity in the VisionCast console.
You should not click record until just before you begin your conference.
At the conclusion of your conference click ‘Stop’

. Select ‘Save’

. You will now be able to access your record via the VisionCast Meeting main
menu.

Click the ‘Recording’ button. > Reco rding |

l

i PlaceWare: Record Presentation [_ (O

T20eNe

- O

Enter your ReadyConference Record Telephene Audio; (& Yes OMo
number followed by a comma Telephone Humberto Dial:
and your passcode and a # 555055555 07 505aH -

symbol to record the audio of
your conference. Status: Mot Con
fit audio input lewel:  IRRIARANRRARANRRNNRNACTCCANNN

Click ‘Dial / Cheditelephone audio connection: { Check

)

ecord Presentation:

Click ‘Record’just Record Wl Pause | | Stop B
prior .to starting your 0:00:00
meeting.

|'-.-'-.-'arnin|;|: Applet WWindow
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To stop recording your VisionCast Meeting enabled conference:

Recard Frezentation:

Record W Pause 1] Stop Click ‘StOp’.

:00:30

|'-.-'-.-'arning: Applet Window

v

Click ‘Save’ to archive

Click ‘Erase’ to delete : : :
— (@) Click to discard the unconverted recording.

the recorded session.

Click ‘Cancel’ to —P@EIL) Click to cancel this dialog.

continue recording.

Stop Current Recording E

this recorded session. —P>@Z3)) Click to convert the recording for playback.

|'-.-'-.-'arnin|;|: Applet Window

Upon saving your recorded conference a new browser window will open verifying your
record has been completed. The playback of your session will not be available

immediately.

During your record you may see the following warning message. This simply indicates
that there is silence on the audio portion of your call. Verify that call is still connected

and click ‘Never Warn’ to remove this alert.

PlaceWare: Telephony Alert

WARNING: A long period of silence was detected on
the teleconference connection; please verify that the
call is still connected.

Telephone Humber to Dial:

S55-56:5-55955 | 9736548 Hang Up

Status: Fhonecall Connected 4

Listen to audia: 'ﬂ-j}First 30 sec {1-}:]Last'lﬂ sec

Do you want to be warned again after 1 minute of
silence, 5 minutes of silence, or never?

Verify your call is still
connected.

Click ‘Never Warn’ to
eliminate the silence

|'-.-'-.-'arnin|;|: Applet Window

© Premiere Conferencing, 2003
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Tips for optimizing slide quality for replays
Utilize the following information to ensure the highest quality replays of your VisionCast
Meeting recorded conferences.

Required during your meeting for best resulits:
» All slides in your presentation should be less than 80kb each
(For better results limit slide size to 50kb each)
» To verify the size of individuals slides in PowerPoint follow these
steps:
¢ Open your presentation in PowerPoint
From the File menu, select Save As...
Change ‘Save as type:’ to GIF Graphic Interchange Format
Answer yes to the pop up question
Open the folder that has been created in the location you
chose to save
¢ From the View menu, select Details
¢ You now see the size of each individual slide in your
presentation
Slides should be created using a maximum of 256 colors
Keep each slide displayed for a minimum of 15 seconds during your presentation
Use only solid color backgrounds — avoid using gradients
Avoid using photos in your presentation
» |f photos must be used follow these requirements:
e Compress the photo file as much as possible
e Avoid using back-to-back slides with photos
¢ Minimize amount of detail in photos

VVVY

Required for playback of enhanced replays:
» Latest version of Windows Media Player, 7.1 or later
>  Minimum of 64mb Ram, 128mb Ram Recommended
» Screen Resolution set to 1024x768 or higher

VisionCast Meeting FAQs

What if | entered the wrong time when scheduling a VCM event? Do | have to
cancel my reservation, and how do | update it?
Simply go back to the scheduling page and reschedule the event. You and your
attendees will receive new e-mails with the updated information. You do not need to
cancel the reservation. You will not be charged for scheduling an event in error (you
are only charge for actual usage).

How many attendees can | have?
You are limited to 75 meeting attendees. That includes the presenters.

What happens if | need support for using the VisionCast console?
Press *0 on your phone keypad while on your audio conference. Explain to the
support person that you are using VisionCast Meeting and have a question about the
web application.

© Premiere Conferencing, 2003 -14 -



What happens if an attendee tries to enter a meeting and | (the presenter) haven’t
started it yet?
Attendees will get a message explaining the meeting hasn’t started and to try to log
in again in a few minutes.

As the presenter, can | enter the meeting ahead of time to upload slides and
prepare in advance?
Yes, you can start the meeting anytime before the scheduled start time. However, if
you leave the meeting and restart it before the scheduled start time, you will lose any
uploaded material.

I’'ve never used the VisionCast console, how can | learn more about it?
Contact your sales person to obtain a copy of the VisionCast Presenter Handbook or
the VisionCast Collaborative Meeting Handbook. Additionally, your sales associate
can assist you with setting up a one-on-one training session from Premiere
Conferencing.

What is the difference between a presentation and collaborative meeting type?

The different meeting types are actually very similar. A slightly different meeting
console opens for each meeting. Think of the presentation meeting type as a lecture
hall where speakers can present to large numbers of attendees. Your attendee’s
console is designed to focus on the presentation. In comparison, the collaborative
meeting type is more like a small study group, where attendees can collaborate in a
less formal, roundtable style. The same, full function meeting console, is used by
both attendees and presenters.

Presentation

VisionCast presentation meetings are ideal for delivering structured presentations to
medium and large size groups. This one-to-many or few-to-many presentation
environment is perfect for delivering formal presentations for sales, marketing, or
corporate communications applications. VisionCast presentation meetings allow
multiple presenters and can accommodate several participants.

Collaborative

VisionCast collaborative meetings are best suited for smaller groups including
brainstorming, strategy sessions, sales demonstrations, hands-on learning labs,
project meetings, and staff meetings. With a collaborative meeting you can interact
more intimately with your audience by quickly allowing full control for all audience
members.

The link in my invitation is not working

If clicking on the link in your email does not work. Try copying and pasting the link
into your browser window.

© Premiere Conferencing, 2003 -15-



The Meeting Console will only load partially or is loading very slowly. What do |
need to do?

Shut down any applications they have open and clear your cache. This can be done in
Internet Explorer by clicking on Tools, selecting Internet Options, and clicking ‘Delete
Files’ under ‘Temporary Internet Files’. Try loading the console again. If this does not
work then there may be a problem with your version of Java. If so you can download the
latest version by following these instructions:

Go to www.java.sun.com/getjava

Click on the download button at the top

Go through the install

Disable the Microsoft VM by going into Tools, Internet Options, and click on the
‘Advanced’ tab and uncheck the JIT complier under Microsoft VM.

Close the browser, re-open, and try to log in

Technical Support

When using VisionCast Meeting in conjunction with ReadyConference you may press *0
at anytime during your call for technical assistance.

Additionally, you may call 888-569-3848 for assistance with technical issues.
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Using VisionCast for your collaborative meeting

2 peaple present

3 YisionCast Meeting Conference - Microsoft Internet Explorer

The VisionCast Collaborative Meeting Console — Overview

| W;B}ﬂ

Tide |mll§m| Web Slide | sﬁugor

PREMIERE CONFERENCING

jls...
onsole

rmation

[oTOE S oOIon
Upload Slides
Create Mew Slide Section

Enter Meeting Page
(Open Presenter Console

AUDIO INFORMATION

Toll-Free Dialin: 1-800-361-5659
Toll Diakin: 1-913-312-4155
FPaszscode: 1344502

Presentation | Whe's Here? ),

PM VisionCast Pres... 2

Slides Is Window

Audio o g

Information

[~}
E

Delete

Annotation Tools

Powearn By

X PLACEWARE

|€j Done

l_ l_ |4 mmternet

Meeting console
controls.
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Uploading Slides
Your first step in most meetings will be to upload your PowerPoint slides to the meeting
console.

1. Click the ‘Upload Slides’ button in
the lower left hand corner. The slide up
loader will open.

Click ‘Upload
Slides’ button.

2. To upload slides, you can click and " End Session

drag your file into the slide console.

. . 3 You can aISO Upload Slldes by “} Upload Slide Sets - Microsoft Internet Explorer i ;|g|5|
clicking the Upload button and locating your - - _ =
PowerPoint presentation on your hard drive. | Upload Slide Sets to VisionCast Meeting Conference

Upload to place: YisionCast keeting Conference

Drag r' Drop Slide Area

= I ) I = L
j
My Computer
Slide
Presentation Sta:’ Raadyto upload files.

e You Yave version 7 of the "PlaceWare Add-in for PowerPoint" Click ;I
to download an update. (It isn't needed to upload slides.)

Click and Drag

T /

s Or...Click Upload =
:llldtf
ation  cose |
To create .pwp flles of\use advanced slide set features, g 1 the PlaceWare Add-in

for PowerPoint.

Alternate uploader

—
I

& \ [ | |4 meemnet

1 12001 Blast Email DCL's

E‘] 1ES ReadyCast Demo Slides
n‘ Internet Services
iSlide Presentation

Locate your slide presentation

Hi
EA* e on your hard drive.

My Documents

Click Open 1

File name: ISIiu:Ie Presentatian j Open I
j Cancel |
F

Filez af pe: IPresentatiDns [*.ppt, . pwp)
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Choose a slide set to use in your meeting

You can load multiple slide sets, and select which to use one at a time.

f Upload EllgE_E Ehﬂﬂ&i_salldi'i

I Delete Slide F' Print to FOF
] M 1 o] i
r End Sesshon

Currently loaded slide set

Click to access your
slide control console.

Slide set controls

Preview of currently
loaded slide set

Using the slide set controls
» To make a different slide set active in
the meeting console, select the slide set
you'd like to activate and click >>Load’.

» To clear all polls in the selected slide
set, click ‘Clear Polls’.

» To clear all annotations in the selected
slide set, click ‘Clear Annotations’.

» To import a slide from one slide set into
the currently loaded slide set, single
click on the slide set you'd like to import
from, then select the desired slide in the
preview window and click the ‘Copy
Slide to Loaded Slide Set’ button.

' Get slides:

SLIDE SETS

5 4VE DV ATE #TIWE
VizionCast Executive Ove  1/22/20032 11:238 am
VisionCast Presenter Dem  1/22/2002 11:35 am
20 PM WisionCast Presentatic 102202003 11:33 am 25

=0l x|

SLIDES
2
18

Clear Palls

Clear Annotations

» Load - Uplead
. Mew I Save | Revert | Duplicate | Del.etel Renamé‘;g
PREVIEW
Slide 1 -

isionCast Invitation
Enter Meating Fadge

-

k‘ Previous | Delete |

MNext

o

]

FEAIEE (O TERETT L Ei i #f

4 o

is'iBﬂ

Show This Slide to Audience

|Warning: Applet Window

> To rename a slide set, select the slide set and click ‘Rename’. Enter the new

name and click OK.

» To delete a slide set, select the slide set and click ‘Delete’. Click OK to confirm
your choice. **Note — This does NOT delete the slide set from your hard drive,

only from the meeting center.

» To duplicate a slide set, select the slide set and click ‘Duplicate’. Enter a title for
the new slide set and click OK. You will now see this slide set on your list of

slides.

» Torevert to the original slide set (removing any added slides or added text),
select the slide set and click ‘Revert’. Click OK to confirm your choice.
» To save any modifications made to a slide set, select the slide set and click

‘Save’. Click OK to confirm your choice.

» To create a new, empty slide set, click ‘New’. Enter a name and click OK.

© Premiere Conferencing, 2003

-19 -




Using the slide set controls (continued)

Using the preview section of the slide set controls
» To preview the slides within any of your slide sets, simply select the slide set you
wish to preview. It will appear in the preview window at the bottom of the
controls console.
» To view the next slide in the preview window, click ‘Next’.

» To view the previous slide in the preview window, click ‘Previous’.

» To delete a slide in the slide set click ‘Delete’. Click OK to confirm your choice.

With your slides uploaded and selected, you are ready to begin your presentation.

Using the annotation tools

The set of annotation tools in VisionCast allows you to bring special emphasis to specific
portions of your presentation. When you display a white board, snapshot, or PowerPoint
image slide, the set of annotation tools appears on the console. In
the case of a white board slide, the only information on the slide will
be the annotations that you add by using these tools. The annotation
tools include:

>

>

A pointer. Use the pointer to lead participants from one
part of the slide to the other.

Stamp tools. Use these tools to add a stamp, such as an X
or check mark. For example, you might want to check off
each bulleted item as you discuss it.

Drawing tools. Use these tools to draw straight lines,
shapes, and scribbles on the displayed image slide. For
example, you might want to circle text or point to a
significant feature on a slide.

A letter tool. Use this tool to type text on the slide.

An eraser tool. Use this tool to selectively remove an
annotation.

© Premiere Conferencing, 2003
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To add and clear annotations on slides

While showing a white board, snapshot, or power point image slide to the audience.
The annotation toolbar will appear on the console on the right hand side.

VVV VYV VYV VYV

Click the drawing or stamp tool that you want to use.

To draw with a drawing tool, hold down the mouse as you drag it over the slide to
circle or point out items on the slide.

To work with a stamp, position the mouse where you want to place the stamp,
and click.

To type text, click the letter A tool, click the location on the slide where you want
to add text, and then start typing.

To erase all annotations, click the ‘Clear’ button.

The annotations remain on the slide unless you click the ‘Clear’ button.

To erase a specific annotation, click the delete tool, and then click the annotation
you want to remove. You can also click the delete tool, drag the mouse until the
annotation you want to delete is highlighted, then release the mouse.

To use the pointer

Click the pointer tool. Hold down the mouse as you drag it across the image slide to
point to the area of the slide you want the audience to look at. A red dot follows the path
of the pointer.

Using the chat feature

VisionCast lets you chat with others in your meeting. To access the chat functions,
select the ‘Who’s Here?’ tab, select the person you'd like to chat with and click ‘Chat 1-1’
to begin chatting. This opens a private window. **Note: This will not affect your
presentation in any way.

Presentation  Wha's Hereldg; Select the ‘Who’s

Here?’ tab to chat.

+ Scott Endsley
Your Attendees

Click ‘Chat 1-1’

PlaceWare: Chat x|

our Attendees

Lol Eqdsley enters.
rowr Atterndees enbers.

Chat1-1 JJ Soo# Exdsteyr: Hello

rowr Atterrdees Be sure to mention aur new promotion

Type your chathere | g |[Type chathere " send |
W arning: Applet Window
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Creating special slides for your presentation

VisionCast allows you to create white board slides, text slides and polls from
within your meeting. Additionally, you have the ability to take snap shots of anything on
your PC, show or share any application, and allow your audience to tour the web. All of
these functions are controlled from the top of the meeting console.

Create New Slide

2

Teut Slide

Palling Slide Web Slide Snapshot Sharing

White Board

> To create a white board slide, click the ‘White Board’ button. A new slide will be
inserted into your slide set. This will be a blank slide on which you can use any
of the annotation tools.

Text Slides
» To create a text slide, click the ‘Text Slide’ button. A new slide will be inserted
into your slide set. This will be a blank slide that allows you to enter text.

Using Polling Slides

To create a polling slide, click the ‘Polling Slide’ button. You will be presented with
instructions on how to create your poll. Type your question as the first line, with each
additional line (up to 7) as the potential answers. When you are ready to present your
poll to your audience, click ‘OK’.

To Create a Poll:
Enter the poll question on the first line (do not try to create
multiline questions).

On the succeeding lines, enter the choices, one per line, up to
a maximum of 7 choices.

Example: Where do you like Green Eggs and Ham?
In a box
With a fox
| do not like them, Sam | am

Type questions and answers here.

ok fCancel

You can take multiple polls in the same meeting by creating multiple polling slides; just
click the ‘Poll’ button each time you want a new polling slide.
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Using Polling Slides (continued)
Once your poll is open, you will have the ability to leave it open for as long as you'd like.
You also have the option of showing the results to your
audience or keeping them private. If necessary, you can clear Open/Close your poll here.
all votes for any poll you’ve created.

\4
How valuable to you feel web conferencing is for our meeting? §CI : Pﬂ g Keep results
y 9 g visible only to
: the presenter,
Click one ofthe hoxes below to select your answer. .
Attend e h or share with
endees vote here. > Very n e the audience.
(T
Somewhat - E
T See the results
Notatall| O 0% as they come
o .
n.
L clear vore
Web Tour

To allow your audience to take a Web tour, click the ‘Web Slide’ button. Then enter the
URL of the web site you wish to show. You’ll have the opportunity to preview the site to
ensure you have properly typed the URL. To skip the safety check, click the ‘Bypass
Safety Check’ box.

[Enter URL for new web slide:
Lr-.m.tru.premc-:nnf.c-:-ml

J Bypass Safety Checks w w

In the preview window, click OK to approve the site. At this time, the Web page will open
for all attendees.

Your attendees now have the ability to surf this website on their own. All links are live
and any actions taken during a Web tour are independent for each user. Any link you
click will not be seen by your audience. Likewise, any links they click will not affect the
presentation. To conclude the Web tour, select the next slide in your presentation. All
attendees will be brought back to your presentation.
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Creating snap shot slides

To create a slide by taking a snap shot of anything on your computer screen, click the
‘Snapshot’ button. A frame will appear over the console. Center this frame around the
information you would like ‘photographed’ and click the ‘Snap’ button in the upper left
hand corner. You may take as many snap shots as you’d like. Each one will create a
new slide in your slide set. When you are done, simply click the X in the upper right
hand corner.

**Note — If the word “Install” appears over the snap button, you will need to install this
functionality. Instructions on doing so are included later in this guide.

o ) =

Click here to create a slide of
everything inside the frame.

Close when done.

Using Application Sharing

Application sharing is an excellent way for you to demonstrate any application running
on your computer. You can also share control of your application with any attendee in
your meeting. Application sharing must be done live; you cannot create sharing ahead
of time, or return to see the content after you have shown another slide.

To begin sharing, click the ‘Share’ button. A frame will appear and you’ll see instructions
on using the sharing function.

**Note — If the word “Install” appears over the share button, you will need to install this
functionality. Instructions on doing so are included later in this guide.

App Sharing |v] Now Stopped

To show an application:

1. Minimize your Presenter Console.

2. Open the application or web site you want to show participants.

3. Center and re-size the Sharing frame around the application.

4. Click the "Start Wiew Sharing" button on the Sharing frame to start.

To share an application:

. Click the App Sharing pull-down menu at the top of the Sharing frame.

. Select "Share One Application”.

. Select the name of the participant who will share application control.

Minimize the Presenter Console; open the application you want to share

Center and re-size the Sharing frame around the application.

. Click Ol to share with selected participant; look for confirmation message on frame.

. Remind sharing participant to click Ok button on their pog-up window to initiate sharing.
. Click 5top All Sharing on the frame ar Esc on your keyvboard to stop sharing.

o0~ th s 0 R —

© Premiere Conferencing, 2003 -24 -



Using Sharing Slides (continued)

Minimize the presenter console and size this frame over the application you’d like to
share. To begin showing everything inside this frame, click ‘Start View Sharing’ in the
upper left hand corner of the frame. Your audience is now seeing everything you are
doing inside this frame. To stop showing this application, click ‘Stop View Sharing’.

To share the application you have been showing, click the ‘App Sharing’ button and
select ‘Share One Application’ from the drop menu.

[Aep Sharing I~ @4 Now Showing
Share One Application. .

Share Deskhop, ..
Change Wser, .,

Change Application, .,
Help

=10l x|

: Choose a Sharing Participant

Select the attendee you would like to give
control of the document to by clicking on their
name and then clicking ‘OK’. Your Atterdees

Select a participant and click OK to share control.

Select the application you would like to share.
This application needs to be running at that
time on your PC. Click ‘OK’.

Once your attendee clicks ‘OK’, they will be
able to control the document just as though
they were seated at your desk.

**Note — Your attendee does not need to have
the application on their computer to share with
you.

To stop sharing, click ‘Stop All Sharing’ or
press the ESC key on your keyboard. Warning: Epplet Window

Share Application x|

Faollow the instructions below to share contral. ‘hile sharing, pou
can press ESC to ztop sharing at anvtime.

1. Select an application by clicking on the application's window.

2. Click OF when you are ready to zhare

with Attendee

[k | Caricel I Help
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Allow attendees to use collaboration tools
You can let all attendees in your meeting have full functionality, including the ability to
load and share documents, annotation
tools, and slide controls.

Click here to select the
controls available for
your attendees.

7

Click here to allow
attendees to move
slides.

Click here to allow

attendees to edit slides.

Click here to allow
attendees to print the
presentation.

. EridSession

Upload Slides r'l:hl'.lt!'E-E Slides

Click here to allow
attendees to
create new slides.

i Share Tools: 1

Share controls with participants:

~lofx|

N st

(Show Hide
Slide Set Editing

{Show Hide

Printing

A

W

==

L
i

Slide Annotation

A

Warning: Applet Wwindow
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you are done.

Click here to allow
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Allow attendees to print presentation

Presenters and attendees have the ability to open the presentation in Adobe Acrobat as
a .pdf file. This allows for saving or printing of the presentation. Click ‘Print to PDF’ for
this option.

Fup lad_E_ll ;l E_s

Click here to allow
attendees to print the
presentation.

rDElE‘l‘E EI:::I;

] M 1 5
D
4 End Sesshon

Frint to PDF

-

Recording M

Print to PDF i

Opens a PDF file in a new browser window.

Orientation foom

Socale to paper size: I vI

CIPortrait

Landscape will
work best for most [ P®Landscape :

PowerPoint

presentations.
Click ‘OK’ oK Cancel
|'-.-'-.-'arning: Applet Window
\4
prining lopDF x
Generating PDF Document, page 4 of 28...
Presentation i 14% '
opens in Adobe
Acrobat to be
printed or saved.
|Warning: Applet Window

If not already on your system you can download Adobe Acrobat Reader at
http://www.adobe.com/products/acrobat/readstep2.html
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Slides in the Presenter Console

On the left hand side of the meeting console, you will see all the slides for the
slide set you have loaded. You can move from slide to slide by either clicking ‘Next
Slide’ or by clicking the next slide in the list.

Presentation ‘|Whu‘$ Here! )

PM VisionCast Pres... Z of 28

Move slides by clicking the title
of the slide you'd like to show.

Welcome!

isionCast Invitation
Enter Meeting Fage
Cpen Presenter Consaole
Mare Details...
FPresenter Console

The Controls Window

A dio [nformation

Or... Control slides here.

Slides Button

Lpload Slides

Create Mewy Slide Section
hiteboard -
I"rm{iﬂus Ngxt

ﬁ" Llide Slide -

Tlp Because the next slide is held in temporary memory of your attendees PCs, it is
recommended that you present your slides in order.

Tlp For a more professional look, give each of your slides a title. This can done with
the PowerPoint add-in tool that works with VisionCast. Instructions on using this tool are
included later in this guide.
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Audio Information

Dial-in information for your attendees to access the audio portion of your call is
displayed in the upper left hand corner of the meeting console. You may click ‘Set’ to

edit this information.

ALDIO INFORMAT IO

1-888-565-5555 Passcode:

Q27554

Type in new information

% Gives your audience the dial-in
' number to access the audio
Set portion of your presentation.

Click ‘Set’ to edit this information.

: Set Audio Information: YisionCast ™M -0 x|

TELEFHOME NUMBER /FIN FOR AUDIEMCE
ALDIO INFORMATIOMN

Currant: 1-288-565-5555 Passcode:;
=il atata

for the audio here.

Enter audio information here

Pchan;-:l'l—EBB—EEE—EEEE FPaszscode: O

TELEPHONE NUMBER/PIN FOR PRESEMTERA. IF DIFFERENT

Current: (same asdudience)

if different for audience.

Click ‘OK’ when done.

P Change:

|'-.-'-.-'arju=ﬁ Applet WindEM

Ending meeting manually for everyone

Clicking the ‘End Session’ button will I
terminate the meeting for all attendees and all  (EESEFEES I
presenters, including yourself. Be sure you

have stopped recording prior to using the end rDElETE <lide F‘rinttl:l EDF

session button.

Click here to end the meeting
for all attendees and all
presenters.

r B - -y .

r End Session
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Installing the Snap and Share Plug-ins
The first time you use the meeting center, you will need to install plug-ins to use

the snap shot or sharing features. If this installation is necessary, you will see the word
“‘INSTAL” over the buttons for ‘Snapshot’ and ‘Sharing’. To install these plug-ins, click
on the ‘Snapshot’ or ‘Sharing’ button.

INSTALL ggﬁgm_fu]
anapshat Sha:ring_\
_— \4 e e e
[ |
PlaceWare

Windows: Installing the PlaceWare
Snapshot/Application Share Plug-in

stitting pictures of screen images and live application demonstrations i PlaceWare Web Conferencing recuires an installed

Click on pwsnapshot-
installer.exe to launch
the installer.

copywf the Place™Ware Snapshot/ Application Share Plug-in

Installation Wigard for Windows:
Click on pwsnapshot-installer.exe then Run this program from its current location. (Detailed nstallation

nstructions. )

Tou will have to ext all browser windows to finish the matallation process.

The installer will launch. Select ‘Run this program from its current location’ or ‘Open’ and
click ‘OK’. Select ‘Yes’ at the next security warning to continue. Select ‘Yes’ when
prompted to confirm the installation.
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Installing the Snap and Share Plug-ins (continued)
File Download

“f'ous have chosen to download a fle from this locaton

prstapshol-ingtaler exe from sbb ops placeware com

What would wou e bo do with this file? Select ‘Run this
= i this oroaram from iz cusent icalionn <€ program for its current
(™ Gave this peogram ta disk location.

¥ Eliave sl Befere Gpemng this e Ghiie

Click OK |—— 5[ ok | cawel || Moeino

Securnity Warning

Do you veard to rztall and n '

F

" signed on 28402

le

1224 FM and distnbuted by,
Place ara inc.
Publizher authenticity verfied by Thawte Server A

Caubicer PlacedWane Inc. azserts that tes comntent 12 zalfe.
ou should only inztalAaew thiz content if pou st
Place'wfare Inc. to make tat azserhon,

! 'I-I"-I'I-"II'.-l
.\l...
kol

[ Absays st content from Placei/are Inc.
Click ‘Yes’ to

continue. —>  Ye: | i
V4

InstallShield Seli-exiracting EXE

Click ‘Yes’ to
confirm.
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Installing the Snap and Share Plug-ins (continued)
The setup process will start.
Setup

o Selup i= prepanig the InstalS hield(r) Wizard which wil
guide pou through the rest of the sehup process. Please
k.

Follow the instructions through the process to complete the installation.

Once the installation is complete, you must restart your computer before you can use the
plug-ins.

Log OFf to Finish Installation

Setup has firsshed copying es to your compuier

W,
¥
w MOTE: “owmust Log DF fom \Windows (use the Stat menu)
befors you can stant wsing the Plug-n i nternet Explonss,

PLACEWARE

et >

fRrnoo

Cancel

PO T
I
g RIS

[ I
ALt

If you experience any difficulties during installation, please call our Technical Support
team at (888) 569-3848.
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Using the PowerPoint Add-In

The add-in for PowerPoint allows you to fully customize your slides for use in the
VisionCast meeting center. You'll be able to enter the presenters name, add notes and
name your slides. Additionally, you can create special VisionCast slides such as Web
slides, text slides and polling slides seamlessly with the rest of your presentation.

The easiest way to access this download is to click the ‘Upload Slides’ button, and click
on the link to the PowerPoint add-in on the upload slides console. Or, you can point
your browser to

http://ebb.ops.placeware.com/etc/pwalvisioncastconferencing/placeware.aud/slides.html
to download the add-in.

rDE‘lETE Slide ¥ Print to PDF
C 1 0o X
4} upload Slide Sets - Microsoft Internet Explorer N ;IQI_X)
. _ _ PE p————
Upload Slide Sets to VisionCast Meeting Conference End Session

Upload ta place: YisionCast Meeting Conterence

Drag n' Drop Slide Area

f

Status: Ready to upload files.

Mote: You have version 7 of the "PlacetVare Add-in for PowerPoint". Click ;I
the link below to download an update. (It isn't needed to upload slides.)

8 Use this link to access the

Close / PowerPoint add-in.

To create .pwp files or use advanced slide set features, get the PlaceYare Add-in 4

for PowerPoint.

Alternate uploader

s

& ’_ ’_ | tnternet
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Using the Power Point Add-In (continued)
Click on the link ‘PowerPoint-Add-In-Installer.exe to download the add-in.

=l e T T T T bl L o T e S R LR e e L, s L L e e e e L |

Advanced Slide Set Creation

The Flace™Ware Add-In for PowerPomt etz wou add adeanced feabores to pour FlaceWare shde sets

Why Use the PlaceWare Adid-In for PowerPoint?

& Add apossenter mnage and pregecter name the add-in.
= Eupart PowerP oot presentaters to the FlaceWare Shde Set Fearnat {, pep).

« Drepace Web, Dol View!Apphieation Shars, and Teet Edit slides in sdvance, Click here to install

& Tlpkead shdes Borm a computer that daest have FPoweaPont
= Sawe tene when uploadicg a presectaton o meey bleetng:.

How to Dvvamload and Tnsiall the PlaceWare Ad ar PowerPaini:

2 Cleae all PowerPaint armdows b gritaling the Place Ware Add-In

How to Export a PowerPolgt Presentaton to the PlaceWare Slde Set Format:

I Cmpenyour PowerPont presqntanion | ppc Be)in PowerPont
#  Chek on Expert.. n the Plare Wane tookar or in the Placeiane memu
3 When the sxport process i ed, click on: Copy amd Lhismics

I Make sure o have PawerPaint 37, Pewr 1k 2000, cr PowerPaoint 2002 (n Oifice XF) estalled co o Widows computer,

3 Chck on PomerPeint- fdd-In-Tosealler exe {1 ME), then Open or Bun tes program froem ks cuerent locatian

File Download ]

o have chosen to download a fle from this locaton.

. Poirt-Add-lndnstalien, exe friom ebb, ops. placewesre, com

“w'hat would pou e to do wih thiz file?

& Fun s oraaran from ils cusrent cation <@
™ Save this program to disk

Change to ‘Run this
program from its
current location.’

[¥ | Alwars szl befoe opening this tyoes of fie

oK | Cacel | Moelnio

Click ‘OK’ to
continue.

© Premiere Conferencing, 2003

-34 -




Installing the Power Point Add-In (continued)

Click ‘Yes’ to continue, then ‘Yes’ to confirm the installation. Follow the instructions to
complete the installation. Once complete, you will have a new menu bar the next time
you use PowerPoint titled ‘PlaceWare’.

Security YWarning

F

le

EoaeiPoinl”
dishibuted b

-
"
#
*
L]
]
L
=
L]

x|

Do wou weant ta install and '
signed on 2782002 11:53 &M uru:[

Place'w are Inc.

Click ‘Yes’ to continue.

Publizher authentcity verfied by Thawte Server CA

Cautor: Placedare Inc. asserts that this contentg sate.
You should crdy nztallview thiz content IF pou
Place'Ware Inc. bo make that azserbon.

Click ‘Yes’ to
confirm the
installation.

Installshield self-extrocting EXE ..?ﬂ

This will instal or upgrads 1
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Installing the Power Point Add-In (continued)

Welcome ' x|

o whelcome to ke S etup program fioe the Placeiy are
Adddn for PoveerPoirt, This progiam instals the
= Addn on pour compube,

The Flacei'arz AddHn enhances PowerPoint 37, PowerPoint
PLACEWARE 2000, and PowerPor 2002 [in Dffice *F),

Toouze &, you muzt have one of those versions of PowsiPaint

instalied on your computer, . ;
Click ‘Next’ and follow the

IF yous are unning Poweront right now, chck Cancel to e simple instructions to
Setup, ext PowerPoint, and ther ne s Setup program again, complete the installation.

Cancel

After the installation is complete you will have added functionality in Power Point. To
access the add-in features, click ‘PlaceWare’ on the menu bar.

Microsoft PowerPoint - [Presentationl ] Click Here to
E& File Edit Yiew Insert Formet Tools Shde Show Window Help Flace'ware €——— customize your slides

for VisionCast.
DeEaleymes|-|&agEa 3w

? | PlaceWars Add presenter name
Create custom slides. ] ghout... | and image; add slide
[reert & hew Placeware Shie ¥ title and presenter
; notes.
Show this menu in a ARG
separate window. —————— Show/Hide the FlaceWare Tookbar : :
Save slide set as .pwp file

Ezpott as a Place®Ware Shids Set... <€

for quicker uploading to
the meeting center.
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Installing the Power Point Add-In (continued)

[ Create a custom
b | placeware YisionCast slide from
7] Pt | RIU S === inside PowerFoint.
Insert a Mew Placeiars Slide PowerPoint Slhids. ..
I Edit Slide Propertiss. .. Multiple Chaokce Poll. ..
ShowaiHide the Place’are Toolbar Yesito Poll...
Editable Text.,.

Expork 4% & Flaceiare Slide Set. .

Web Page,..
Yieswbpphcation Share. ..

VisionCast Technical Support
If you experience difficulty while using any part of VisionCast, please call our
Technical Support team at (888) 569-3848. They are available to assist you 24/7.

VisionCast for ‘presentation’ meeting with VisionCast Meeting

If you require assistance using VisionCast with your ‘presentation’ meeting type
please contact your sales associate and request a copy of our VisionCast Presenter’s
Handbook.
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