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Welcome to Premiere Conferencing’s VisionCast

A VisionCast event combines the power of online data collaboration with the
clarity of audio conferencing to create a unique audio-visual, interactive presentation
platform. Ideal for large-scale events and presentations, VisionCast not only lets you

conduct an audio conference, but also lets participants take Web tours and view slides,

workbook materials, charts and graphs on their own computer screens.

This guide will assist you in mastering the intuitive, easy-to-use functions of the

VisionCast presenter console.

If you would like assistance in preparing for your online web cast, we recommend
Premiere Conferencing’s consulting services. From assistance with your scripts to tips
about creating slides, or just some advice on transitioning your speaking style from the
podium to the telephone conference call, our Program Managers can help you deliver
the perfect Web presentation. To arrange consulting services, please contact your event

manager or call our Reservations department at (800) 776-0700.
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Getting Started
Your computer must meet the minimum requirements for presenting a VisionCast
event. Additionally, follow these simple suggestions to ensure optimal PC performance
during your meeting:
Browser
Netscape Navigator 4.06 - 4.7x
Microsoft Internet Explorer 4.0 or later
* Premiere Conferencing recommends using Internet Explorer v4.2 or later
for greater security.
Computer
Minimum 166Mhz Pentium-based PC with Windows 95, 98, NT, ME, XP or 2000
(Pentium Il or higher recommended)
Sun SPARCstation with Solaris 2.5.1 or 2.6
Audience: 64 MB RAM
Presenter: 128 MB RAM
Internet Connection Speed
56k or faster *High speed connection (cable, dsl or T1) is highly recommended.
Display
800x600 pixel resolution or greater (1024x768 pixels recommended)
Optimizing your PC Tips
1. Clear the Internet Cache
I.E. users- From the Tools menu, choose Internet Options.
Select the General tab.
Click Delete Files in the Temporary Internet Files section.
Netscape- From the Edit menu, choose Preferences.
Click the + sign next the Advanced. More choices appear.
Click Cache below Advanced. The Cache settings appear.
Click the Clear Memory Cache button.
When the message appears, click OK.
Click the Clear Disk Cache button.
When the message appears, click OK.
2. Conserve RAM
» Shut down all other programs running on the computer. One exception: If you
are conducting “Application Sharing”, please have the application running before
the presentation starts.

3. Avoid Internet Peak Times
Internet traffic tends to be higher during the noon hours. The busiest usage is
during 11:00-1:00 p.m. ET.

4. Shut down and restart your computer prior to starting the presentation. Rebooting
your computer will restore PC resources and improve overall performance, especially
in a Windows 98, 95, or Windows ME environment. Be sure to shut down any
programs that auto run on restart.

5. Utilize a high speed Internet connection (if possible)

Although the minimum acceptable connection speed is through a 56K modem,
for optimal performance, it is best to use the fastest connection available (T1, cable
modem, DSL). Itis most important for the presenter (host) to have a fast, reliable
connection.
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Launching Your Meeting

Once your call has been scheduled, you will receive an invitation via e-mail
(Figure 1) from your event manager. This email will contain a link to your VisionCast
event. Clicking on this link will take you directly to your meeting.

® PlaceWware Web conference invitation: Widget 3.0 M arketing Announcement - Meszage [Plain Text]

|5t @S| 0 =R R0 (@R 4] v |Eomns. 4|7,

| = - | A& fEEnE == e =

JEiIe Edit Wiew Insert Format Tools Actions Help |

|ﬂ This message has not been sent.
To.. [

ce |

Subject: IPIaceWare ‘Web conference invitation: Widget 3.0 Marketing Announcement

F¥ou are invited to attend a live PlaceWare Webh conference using PlaceWare Conference Center 2000, =

Topic: Widget 3.0 Marketing Announcement
Time: Wed, 29 Mar 2000, 10:00 AM Pacific S3tandard Tiwe (PST)
Duration: 60 minutes

Audio: 1-555-508-7924 PIN 4557644

Neeting URL: Click this link to start your meeting.

http://uww. placeware. com/ co/ putraining?key=kickoff:a:372 88'?(

Cutlook 2000 Users with Internet Explorer - You can add this meeting to your calendar by clicking on the ”

following URL: . . .
ht,t,p:.-"’.-"www.placeware.com.-"cc.-"pwt,raining.-"a.ics?key=kick0ff:a:3'?288'?&i=i.ics( CIICk here tO add thIS meetlng tO
To ATTEND THE MEETING your Outlook 2000 calendar.

1. Click the Meeting URL listed above.

2. Enter wyour name, and then click Attend on the page that appears.

3. Aoeoess audio for the meeting using the audio information in this invitation.

If you can't click the above URL, complete the following steps to attend:

1. Go to

http://wyw.placeware.com/ce/ pytraining Your Meehng ID and Meet”‘]g Key are

2. Enter the following information, and then click Attend: .
Your Neme: shown here for entrance to your meeting
Meeting ID: Kickoff P
Meeting Key: 372887 €€ at www.visioncast.com.

3. Aoeoess audio for the meeting using the audio information in this invitation.

—

If you experience difficulties using the link, you can simply enter
http://www.visioncast.com/ in your browser address bar and enter the Meeting ID and
Meeting Key manually.

From the VisionCast Enter Meeting page (Figure 2), simply enter your name (Meeting
ID, and Meeting Key if necessary) and click ENTER. This process is the same process
that your attendees will go through to access your meeting. The meeting key is different
for attendees and presenters and will define which meeting center loads.

Tlp Enter your meeting at least 15 minutes early. This allows you to display a
welcome slide for your attendees. Additionally, if you experience any technical
difficulties, they can most likely be addressed prior to the start time of your meeting and
will not adversely affect your conference.
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http://www.visioncast.com/

/2] Enter Meeting - Microsoft Internet Explorer . 1ol =|

J R R | 23 | ) | By S |J Flle Edit ‘Wiew Favorites Tools Help |J.0.g|dress I@ http:j,fwwwSl.pIaceLj _
¥

J Links @ Crganizer Login @ WC Enter Meeking @ Weather,com @ ReadyCask Login @ PremConf,com @ 5C Adrnin Tool

Y

Enter Meeting

Your Name Enter your name.

Hold Live, Interactive Meetings On-Line |

Meeting ID

Enhance B-to-B Communications ‘
T —

Enter the Meeting ID.

Web Events Meeting Key (if required)
Enter Meeting Key

Enter the Meeting Key.

Conduct worldwide presentations

for up to 2500 participants.

Corporate Communications

Deliver real-time content more
effectively and efficiently.

@ Interactive Meetings Click Enter

Collaborate with colleagues live with
visual content and interactivity tools.

[ -]

|&] pore ’_|_|° Inkernet Y
You will be asked for your name and e-mail address (Figure 3). Your attendees will be
prompted for this information as well. An attendance log will be provided to you at the
conclusion of your event.

Please SignIn

Please enter this additional information, then click Submit to present at the meeting
"Testing". {The organizer has requested this from everyone accessing this meeting.)

EMAIL ADDRESS
||5cuﬂ.endsley@premcunf.com <

- COMPANY

|Premiere Conferencing <€ Enter your company name.
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After a brief configuration check (Figure 4), the meeting center will automatically launch
if your browser has passed all checks.

/} Presenter - Microsoft Internet Explorer _|ol x|

J LR @ it | @ | %v = |J File Edit Wew Favorites Tools Help |JAc_IdressI@oncastconferencing}'j i
x>

J Links &]Organizer Login & ]V Enter Meeking & Weather.com & ] ReadyCast Login - & PremConf.com @] SC Admin Taol

Contacting conference server and checking your configuration.

Please wait a moment .

Finding conference ...

It can take up to a minute or two (depending on your Internet connection) to fully load the
console. Once the console has fully loaded, you are ready to start your meeting.

If for any reason the VisionCast console is closed, attendees and presenters can re-
enter the meeting easily by clicking the ‘Reenter Meeting’ button (Figure 5).

Enter T r Organize r Organize r Generate r EditUsers profile | Logout | Help
Meeting ini Meetings Recordings Reports & Groups 9 I

Presenter

You can safely close this window if you are done with your meeting. <|
Leave the meeting by mistake? < Click here to rejom_ a meeting
you have left by mistake.

o You may want to address the issue(s) below to improve your meeting experience.

s Click here to mstall {or update) the console code in ywour browser to avold download delays-

¥ Show this tip on startup. [
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The VisionCast Presenter Console — Overview

AR wisiencast desmnstration presenfcd by John Dasicly - Micresalt idcroet Baplorer

[~ A T Audio
sl b Information

BTN F o T Fue bneda ioal
Bt

Fracenler Conzole

Fasdio inlor=alan
Corthiod & Wirdine
aliin Tah

=T

Slides |

Mo

oy

B ]

5

¢
g
T
s

o reale Mesw Bldes
Fatile Hoard

Teal SHiga

sl Faly

Annotation Tools

Foalling Shds

e i Papa -
- HETEH ar
. iids Llide S

—rr— Create New Slides |
i~ A e
Ol

e e
E W —

Questions to Presenter

Audience Feedback

Uploading Slides

Your first step in most meetings will be to upload your PowerPoint slides to the

meeting console.
1. Log in to the meeting center

2. Near the upper left hand corner of the console, click on the ‘Upload Slides’

button.

ALDIC IMFORMAT IO

1-800-123-4567 passcode
987654 Press ™0 for technical
support

Click here to upload slides.

Enter Meeting
Browser Configuration
Fresenter Console
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3. The upload slides console will
open (Figure 6).

4. To upload slides, you can click
and drag your file into the slide

7

Slide
Presentation

console.

_ompuker

Presentation

[
o

My Documents

Internet
Explorer

5. You can
also upload
slides by
clicking the
Upload
button and
locating
your
PowerPoint
presentation
on your hard
drive.
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/3 Upload slide Sets - Microsoft Internet Explorer

Upload Slide Sets fo Visioncast demonstration presented by
John Daniels -
Upload to place: Wigioncast demonzstration presented by John Daniels

Drag r' Drop Slide drea

—>

Click and Drag

V.

Status: Beady to Ypload files.

Or...Click Upload

My Documents

by I:Zln:n_rniéu.lter
-l |

——y

Close |

To create pwp files or uze kdvanced slide set features, get the Place\Ware Add-in

for PowerPoint.

&1 Done \ ,_|_|° Internet

2l x|

uﬁ Internet
Slide Pre

File name:

Filez of type:

12001 Blast Email DCL's
EII IES ReadyiCast Demo Slides

Services

Locate your slide presentation
on your hard drive.

senkation

Click Open

Open

Cancel |
P

ISIiI:Ie Fresentation j
=

IPresentatinns [*.ppt, * pwp]




lp Itis a good idea to upload your slides well in advance of your meeting. This will
be one less thing you need to worry about on presentation day.

You can upload multiple presentations into one meeting center. Once uploaded, your
slides sets are managed from the control console. This is most easily accessed by
clicking the ‘Slides’ button near the upper left hand corner of the console.

ALDIO IMFORMATIOM

1-800-123-4567 passcode
Q27554 Press ™0 for technical

Click to access your
slide control console.

support

I SLIDES

VisionCast for Damo

Browser Configuration
Fresenter Console

f Llplna-:rf;iides

1 of 29

-

set

i PlaceWare Controls: ¥isioncast de

Currently loaded slide set

IDE SETS

L ATE ~TIME

SLIDES

Slide set controls >

Preview of currently
loaded slide set

0021005 am

nCastfor Demo
WisionCast Presenter Dem 14132003 254 pm
Screenshot-Contex 120 Gr2002 8:20 am 1

ReadyCast Presenter Dem 11/27/2002 7:08 am 20|
VisionCast Executive Ove 12/ 42002 942 am 26 LI
Clear Polls

3 Load Upload

Clear Annotations

Mew | Save I H.e'reri.'l Duplicate | [E_letﬂl Ilen.ame__g

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.
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[rvitation

Enter Meeting

Browser Configuration i

g Pre [Delete]  Nent ]

SREEAIEGE 0= e L]

%__ Show This Slide to Audience

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




Using the slide set controls (continued)

» Torename 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.

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.

Y VV

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

Tlp Start your presentation with an automatic slide show. By creating a special, short
slide set, you can welcome your joining attendees with a few slides automatically
transitioning from one to the next prior to your meeting.

Automatic Slideshow
i PlaceWare Controls: "r'isinnc-&'itflf' onskra

To begin an automatic slide show for
presentation prior to the start of your live
meeting, load the desired slide set as AUTOMATIC SLIDESHOW

=101 x|

Ee‘l‘up"'l Slide Sets  Presentation ‘| Cha.t"l Audience \Quutinns i

described above. Select the ST .
A stide show (TR |
Presentation tab (Figure 7) and click st S

‘Start’. To set the duration for each slide
to be shown, click the left/right arrows to seconds Between slides: (@l 10 [[) -

your desired interval for transition. When
you are ready to begin your live Slide Set:

presentation, S|mply click ‘StOp’, then VisionCast for Demo 2302003 10005 am
return to the Slide Sets tab and load your To Change Slide Set use the "Slide Sets" Card
slide set for the live presentation.
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Using the annotation tools

The set of annotation tools in VisionCast allows you to bring special K Paine
emphasis to specific portions of your presentation. When you display a
white board, snapshot, or PowerPoint image slide, the set of annotation ﬂ
tools appears on the console (Figure 8). In the case of a white board slide, ﬂ s
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. ﬂ
» Stamp tools. Use these tools to add a stamp, such as an X or ﬂ Braw
check mark. For example, you might want to check off each
bulleted item as you discuss it. ﬂ
» Drawing tools. Use these tools to draw straight lines, shapes, ﬂ
and scribbles on the displayed image slide. For example, you
might want to circle text or point to a significant feature on a S

slide.
» A letter tool. Use this tool to type text on the slide. 7 Clear -
>

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

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 (Figure 8).

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.

VVYVY ¥V VY VYV

To use the pointer

Click the point 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.
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Using the Chat feature
VisionCast lets you chat with others in your meeting. To access the chat
functions, click the ‘Chat’ button in the lower right hand corner of the console.

: PlaceWare Controls: Yisioncast demonstrat i |m]

Click here to chat Setup | Slide Sets') Presentation Cha.t\'l Audumm "imestumsi

SEATIMG ROW
\ + JED
To chat privately with someone in your :

row, select that person’s name and click Bo-Erasgntptiotaliandee
‘Chat 1-1’. A private chat box will appear
on your screen, as well as their screen.

Enter your message and click ‘Send'. SEI T -4]

**Note: This will not affect your /
presentation in any way.

ience Chat Allowed: @ ¥es (Mo
PlaceWare: Chat ) x| \
JED enters Seckion A, Aow 1

JED \

Control audience chat.
JED enters.

Co-Presenter or Altendee erters.

JEO: Please mention aur dth Quarer numbers during
the meeting.

Co-Fresenteror Alterdes: Thanks, | will.

tarning: Applet Window

If you prefer, you can chat to the entire
row by entering your text at the bottom
of the main chat console and clicking

‘Post’. Enter Chat text:
Chat with everyone /hlu—) e
in your row. arning: applet Window

You have the option of turning off audience chat from the chat console by clicking the
‘No’ radio button next to ‘Audience Chat Allowed:’.

Tlp We recommend turning off audience chat unless absolutely necessary. This will
help participants remain focused on your presentation.
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Feedback to Presenter

Located in the far lower right hand corner of the console, the Feedback to
Presenter allows your audience members to communicate without interrupting the
meeting by changing their virtual seat color. To change seat color, the participant simply
clicks on the desired color in the attendee console.

The default definitions for each color are T AUDENCE
shown here; however, these are fully
customizable through your dedicated event
manager.

Feadback to Prasenter

- 1 Need Hel
T;-ﬁ . I B B Proceed
" The Feedback to Presenter portion of L a0

the meeting center is a valuable tool for

gathering general information about your audience. For example, consider having your
audience use these indicators to display the region of the country or world they are
participating from, or display their interest in your call. Creating an instructional slide to
display as attendees join your web cast can communicate to your attendees how to
properly change their seat color. The possibilities are endless. A Premiere Conferencing
consultant can assist you with customizing this portion of your presentation.

Examples of using the Feedback to Presenter:

Please indicate wour intenest:

@ Potertial Inwvestor
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Audience Console

From the main presenter console, you are able to view a summary of your
audience. For more detailed information about your audience, click the ‘Audience’
button.

You can view the names of
people in each row by clicking
on that row. The names will be
shown below under ‘Selected
Row’.

Seating Chart and Mood Indicators allowed: () Yes (Mo

You are seated in row 1

You also have the ability to
move your virtual seat to
another row. To do so, click the
row you wish to move to and
click ‘Move to Selected Row’.
This will allow you to chat with

anyone in the conference. ' cClick on a row to view it.
. SELECTED ROW
You may turn off the seating
Feadback to Presenter JED

chart from this console by
clicking the radio button next to
‘No’ at the top of the console.

Co-Presenter or Att

B Procead

Current occupants: 2

'wﬂrning:ﬂppbt Windaows Total number of occupants in
— the meeting center.
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Questions from the meeting center
Attendees can ask questions by typing them from their meeting console. When a
question has been submitted, you will be alerted in the bottom portion of the console

(Figure 9).

I CILIESTICHMS

To access the questions console,
click the ‘Questions’ button.

Type an answer to the
question in the bottom portion of
the console. You may submit this
answer privately to the person
who asked the question, or post
this answer for the entire
audience to view along with the
original question.

If you prefer, you may
open a private chat with the
person who asked the question.
Simply highlight the question and
click ‘Chat 1-1’. This will open a
chat window on the attendees
screen and transform the bottom
portion of this console to a chat
window.

You also have the option
of giving the floor to a member of
the audience. This will allow them
to answer questions from any
other audience members. To
grant this access, select the
attendees question and click ‘Give
Floor'. To take the floor back,
simply click ‘Take Floor’.

1 gquestion, none marked.

An attendee has submitted a question.

X

=10l x|

! PlaceWare Controls: ?isinncbit-"dﬁ_i_iﬁ:'
Setup | Slide Sets'} Presentation | Chat | Audience Questions |

Questions allowed: ®ves (Mo

Questinand Arsver oy (D) (@D

1 guestion. Mone are marked.

P Set Mark |v {ari: show- @ All O Marked

Attendee: Where can | buy this product?

 Give Floor - | Dimis
ter Text A ] chati- Y

Type answer here. Answer publicly or
privately.
L : Post To Al ‘ - | © . Private Reply _‘ﬁl

|'-.-'-.-'arning: Applet \indow

Tlp Consider accepting questions from the web portion of your conference and then
answering those questions to the entire audience over the audio portion of the call.
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Creating special slides for your presentation

VisionCast allows you to create drawing 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 lower left hand corner of the meeting console.

Create New Slide . . . . ,
I Rkl : To create a drawing slide, click the ‘Draw’ button. A new

i \ i slide will be inserted into your slide set. This will be a
e = ) X .
s o F blank slide on which you can use any of the annotation
e o
q -
E z1 tools.
4 visioncast demonstration presented by John Daniels - Microsoft Internet Explorer -10] x|
E Point
2|
AUDID NECRMATION = How will this make us more efficient? Qf [ st

1-888-429-5715 passcode Set
152495

[ [P Al > 4

Invitation
Enter Meeting
Browser Configuration
Fresenter Consale
tudio Information
Controls Window
Fresentation Tab
EventiAuditorium
Lnload Slides
Fresenter Motes
Slides Tah

Create Mew Slides
hite Board

[Test Slide

Create Polls

Faolling Slide

2

Delete

Lo

Mext

Delete !
Slide

Slide

Previous
slide

| Create New Slide
Powearo Br

I~y A e PLACEWARE'
Vil
Controls

" End Session

Text

Web | Draw

Snap

resanter

1 guestion, none marked.

!

g . 11 duestion
|ﬂ Applet started l_ ’_|@ Internet 4

Tlp There are many uses for a drawing slide in VisionCast. For example, you can
create a flowchart of information live during your meeting.
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Text Slides
To create a text slide, click the ‘Text’ button. A new slide will be inserted into your slide
set. This will be a blank slide that allows you to enter text.

4} ¥isioncast demonstration presented by John Daniels - Microsoft Internet Explorer

=10l x|

You c¢ah type in this area for meeting information or to collect ideas from participants.

1-888-420-57 15

1]
Enter Meeting

fudio Information
Controls Window
Fresentation Tab
Eventiuditorium
Upload Slides
Fresenter Motes
Slides Tah
Create Mew Slide
hite Board
[Text Slide
Create Polls

ALDIC INFORMATICN )

Browser Configuration
Fresenter Console

Can we market this product in Europe?
passcode Ser

ekl Do we have sufficient tech support?

4th Quarter 2002 - $45,400]|
2003 1st Quarter Goal - 55,600

]

Delete
Slide

Pravious
slide

et
Slide

t

\ %

I Craate New Slide

Pawrass Br

Web | Draw

Snap Text
Slj)are Pall

_ @ % PLACEWARE'

7 End Session

1 guestion, none marked.
e
" Recording Il

tion

|@ Applet started

nkernet

l_l;lel

Tlp Use the text slide to collect ideas generated during the meeting or as a parking lot
to record items you'll refer back to if time permits.

You can return to a drawing or text slide at any time, just as you would any other slide in
your presentation, by simply clicking on that slide in your slide set.
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Using Polling Slides
To create a polling slide, click the ‘Poll’ 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?
Ina box
With a fox
| do not like them, Sam | am

Type questions and answers here.

(=T 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.

You will receive detailed results from all your polls from your event manager after your

event. This report includes which participants answered which questions, and their
responses.

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 all votes for any poll you've created.
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Using Polling Slides (continued)

Open/Close your poll here.

When do you intend to make a purchase? Clase Polls

Click one ofthe hoxes below to select your answer,

Keep results

visible only to
the presenter,

or share with

the audience.

Attendees vote here.

Immediately -
>

See the results

as they come
in.

3-6 months - 1
0% 4—
i
6-12 months | (= E07%
il
0%
1 year or more u 5

Tlp You can create polling slides during meetings or add them to your slide set prior to
your meeting once you’ve uploaded your slides.

Tlp There are many excellent uses for polls:
» Have your attendees rate their Internet connection.
» Create a poll at the conclusion of your presentation to gather feedback.
» Purchasing decisions for sales presentations.
» Demographic information.
A Premiere Conferencing Program Manager can assist you in fully utilizing this
powerful feature.

When you are ready to move on to the next slide, simply advance your slides as you
normally would.
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Web Tour

To allow your audience to take a Web tour, click the nter URL for new web slide:
‘Web’ button. Then enter the URL of the web site you i premeont .com

wish to show. You'll have the opportunity to preview the

site to ensure you have properly typed the URL. To skip — Bypas
the safety check, click the ‘Bypass Safety Check’ box. [ safety Checks -

Click OK to approve the site. At this time, the Web page will open for all attendees.

a ¥isioncast demonstration presented by John Daniels - Microsoft Internet Explorer

ATTEND A WEB MEETING @
Mo NE
. ey
(=== T% PremiereConferencing _
) SEARCH B)

AUDIO INFORMATION HOME PREMIERE CONFERENCING PRODUCT OVERVIEW PREMIERE DIFFERENCE SERVING YOU COMTACT US PRESS ROOM

16904305715 passcode Bt
152405 : o . .
Premiere Conferencing is o leading provider of

s HOW Business Talks automated, enhanced and Web conlerencing
} solutions for the global Fortune 1000.

elcome

['hite Board C] "

[ Text Side 6] Refer a colleague and receive a FREE GIFT! cick here o learm nore. =

[PDHE]

viaton WEBCOLLABORATION
Enter Meeting

Internet Conferencing

Browser Configuration
Fresenter Console

Ludin Informatian Wy | = 24-hour access * ReadyCast’
Controls Window e = Cost effective * VisionCast
Presentation Tah RO » Flexible billing * SoundCost
Eventituditorium maneie,, U7

Upload Slides ===

Fresenter Notes

Slides Tab learn More = { Learn More = Learn More =
Create MNew Slides

h\te Eloard =

Previous| Delete Mext b

Slide | shde slide R

I Create New Slide Chanae Country Count

E. @ (© PREMIERE CONFERENCING 2001 [800] 224-2544 PTEK. COM BE A PARTMER TELL A FRIEND  LEGAL EMPLOYMENT EI
— ==
1o 1 [E=
1 guestion, nane marked.
(“Frincio For ]

( Recording B

[ [ [ nterner 4

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.

p Remember — Your attendees are on their own when you launch a Web tour. You
can bring them back to the main presentation by clicking on another slide in the slide set.

Tlp Consider using a Web tour slide of your own Web site as the last slide in your
presentation. This allows you the opportunity to have your attendees view your Web site
without interrupting the 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
‘Snap’ 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.

X

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

Close when done.

Tlp You have the ability to use annotation tools on snap shot slides.

Tlp Snap shot slides can be created anytime after you have loaded a slide
presentation and will be retained when you return to your slide set.

Tlp Snap shot slides are an excellent way to take your audience on a tour of a Web
site without live links.
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Using Sharing Slides

Sharing slides is an excellent way for you to demonstrate any application running on
your computer. You can also use sharing slides to share an application with a
participant. To work with sharing slides, they must be created live; you cannot create
them 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.

op Sharing |~ Now Stopped Dix]

To show an application:

1. Minimize your Presenter Cansale.

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 View 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 QK to share with selected participant; ook for confirmation message an frame.

. Remind sharing participant to click OK button on their pop-up window to initiate sharing.
. Click Stop All Sharing on the frame or Esc on your keyhoard to stop sharing.

[ R ol YW o Y S R

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

[Aon Sharing |+ @44 Now Showin

Aﬂe n d an c e Re p '_:-|'|-E|r'E= one ﬁ:kl:ll:llil:atil:lrl i i
Share Beskiop...

Meeting ID Chanae User:,,

Description
Start Date and Time__ =P

Charge Application..,

=10 |

Select a participant and click OK to share control.

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

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 (T e
press the ESC key on your keyboard. -

|w5vﬁing: Bpplet Window

Share Application x|

can presz ESC to ztop zharng at anptime.

Faollow the instructions below ta share contral. Y hile sharing, .II'I':'U//

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

2. Click O when yau are ready ta share

with Attendee

)% | Carnicel I Help

Additionally, to share control of your desktop, you can select ‘Share Desktop’ from the
‘App Sharing’ drop down menu during sharing. This gives full control of everything on
your PC to the attendee you designate.
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Setup Controls
The controls console allows you to turn on and off the many presenter optional
functions of VisionCast. To access the controls console, click the ‘Controls’ button in the
lower left hand corner of the console.
The controls console will open on the Setup tab. Additional tabs in the console
will look familiar, as these have previously been discussed in this guide. From the Setup
tab of the controls console, you can control the meeting environment. The default
settings are shown below. To change a setting, click “Yes’ or ‘No’. Changes will be

reflected in your meeting center immediately.

i PlaceWare Controls: Yisioncast d

setup ) Slide Sets) Presentation’) Chat)) Audisnce \ Questians)

Determines if poll results
are show to the audience

by default. You can choose

to show or hide results in
the meeting as well.

=101 x|

Your Mame: | Fresenter. |

Turn on/off seating chart
and mood indicators.

Turn on/off presenter
notes.

Give your audience
members the ability to
print or save the
presentation.

¥ chow poll results when slide showm: (®fes (Mo
Audience Chat Allowed: @ ves (Mo
) Seating Chart and Mood Indicators allowed: @ Yes (Mo
Questions allewed: @ Yes (Mo
Presenter Motes allowed: @ives (Mo
/.ﬁudtence Slide Review allowed: @ ves CiNo
For best results, enable Printing for audience members affer you have

finished your meeting.
————) Audience Printing Allowed: ) Yes (®Mo

Allow or disallow
audience chat.

<€

Accept questions

<€

W

Warning: Applet Window

from audience via
meeting center.

Allows audience

\ members to

review slides on
their own.
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=10 x|

i PlaceWare Controls: Yisioncast dem
ence § Questions |

Setup | Slide Sets) Presentation | Chat | Audi

Printing a Presentation
You may give your attendees the

ability to print the slide Your Name: | Presenter |
presentation.
To turn on this Show poll results when slide showm (® ¥es (Mo
Iﬁnc‘gon’tdlld’( Audience Chat Allowed: ® Yes (Mo
e controls
. Seating Chart and Mood Indicators allowed: Yas M
button in the : ©es Oha
lower left hand corner of the Surations allames @ ves (Mo
meeting center. Presenter Motes allowed: () Yes (INo
Audience Slide Review allowed: ) ¥as (Mo

For best results, enable Printing for audience members affer you have
finished your meeting.

Audience Printing Allowed: () ¥as (®)Mo

Change to ‘Yes’ to allow
audience printing.

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

Print to PDF
Opens a PDF file in a new browser window.
After you have enabled Orientation Zoom

this option, your
attendees will see a
‘Print to PDF’ button in

Scale to paper size: ol

the lower left hand OlPartrait M‘M Select page layout. Landscape
corner of the meeting 5 Sri e is generally best for PowerPoint
center. They simply e | presentations.

need to click on this 3

i
Pk, a5, 3R] i B FRY CH §

button to convert the

slide presentation to a

PDF file format that

can be printed. Cancel

|'-.-'-.-'arning: Applet Window —— Click OK
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ETEE @
VisionCast for Demo 1 0of 29
Welcome

Inwitation

Enter Meeting

Broweser Configuratian

Fresenter Console <€

Audio Information

Cantrals YWindow

Presentation Tab

Eventiauditarium

I pload Slides

Presenter Motes

Slides Tah

Create Mew Slides
hite Board

Text Slide

Create Polls

Folling Slide

Live Weh Page

Recording

If your presentation is being recorded and synched with your audio conference

by Premiere Conferencing, you will see the ‘Recording’ button in the lower left hand

corner of your meeting console. **Note: Do NOT click this button — All recording will be
handled by Premiere Conferencing for Event calls. At the conclusion of your event, you
will receive a link to your replay.

{ Recording B |<7

Do NOT click this button. All recording
is done for you by Premiere
Conferencing for Event calls.

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.

Move slides by clicking the title

-

|
Delete Mext K
Slide Slide

of the slide you'd like to show.

Or... Control slides here.

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. This information will be
provided by Premiere Conferencing for event calls.

ALDIO INFORMATION : . . .
Gives your audience the dial-in number to
1-8080-123.9567 passcods € : :
, Bt access the audio portion of your
557890 - Far Technical . . h . .
e 2 presentation. This information is provided
istance press ™0 X i
i by Premiere Conferencing for Event calls.

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

“share” over the buttons for ‘Snap’ and ‘Share’. To install these plug-ins, click on the
‘Snap’ or ‘Share’ button.

[ Create Newsiide |
~NEE
@ §1@

%t

B

Web | Draw

Share | Poll

[N | LIS MISEUY e [ ITIET] LULNT e [ ISIISUTIL U e | UGS SO ST e | ISAUELS LU e | 9 SOUISHLLIT e | VLU D3OG e | Liau

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

PlaceWare

Windows: Installing the PlaceWare

napshot/Application Share Plug-in

ictures of screen images and bive application demonstrations i PlaceWare Web Conferencing recuires an installed

copy of the eWare Snapshot/Application Share Plug-in

Installation wizard for Windows:

Click on pwsnapshot-installer . exe then Run thiz program from its current location. (Detailed installation
instructions. )

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

The installer will launch. Select ‘Run this program from its current location’ 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
“fous have chozan bo download a e rom this location.

prishiapshol-ingtaler exe from ebbops placewars com

Wrhat would pou ke to dowith this file?

; : Select “Run this program from
'y
i ﬁmm_.mmmmmmmmgn <€ its current location.”

Save this peogram bo disk

W | daire el Batere Brenthy chik (e ah e

e

Click OK b 5F 0k | | taecel || Hoclio

Do pou veard 1o mslall snd wn '

" signed an 278402
1224 P and distibuked by;

PlaceWare inc.
Publizher authenbcity veriied by Thawte Server CA

Caubcer Placedars Inc. asserts that tes content iz zale
“ou should ool inztalSsaew thiz conbert if pou bnest
Place®are Inc. to make tat azserhon,

[ fhwas hiust content fram Placei/are |nc.

Click ‘Yes’ to
—> Yes i
continue. #I

InstallShield 5eli-exiracting EXE

Thez wil nztall or upgrade e Place'are Snapshob/&pphcation Share Plugln Do you wesh to confinue?

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

Setup

guide pou throwgh the rest of the setup process, Flease

g Setup is preparng the InstalShiekdir] 'Wizard which wil
wiak,

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 o Finizh Installation

Setup has fimshed copying fes (o wour compater,

w
F
w MOTE: “ow st Log OFF fom \Windoss (use the Stat menu)
beefore o can start sing the Plugdn i Internet Explones,

PLACEWARE

flest >

fRrnoo

Cancel

PO T
I
g RIS

[ I
“aulijel]

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/pwa/visioncastconferencing/placeware.aud/slides.html

to download the add-in.

ALCHD IMFORMATICH ]

1-888-123-4557 passcode
S67200 - Far Technical
Pezistance press "0

SLIDES Lipload Slides

VisionCast for Demo 1 of 29
Iwitation
Enter Meeting

Browser Configuration

] Upload Slide Sets - Microsoft Internet Explorer

John Daniels

Upload to place: Wisioncast demonstration

=101

Upload Slide Sets to Yisioncast demonstration presented by

prezented by John Danigls

Drrag n' Drop Slide Area

I

Status: Ready to upload files.

Use this link to access
PowerPoint add-in.

the

for PowerPaint.

Close |

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

!@ Done

l_ l_ |a Internet

KN
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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 a presenter mage and presecter name the add-in.
= Eupart PowerP oot presentaters to the FlaceWare Shde Set Fearnat {, pep).

« Prepare Web, Dol ViewlApplicetive Shars_ snd Text Ed shides in advance. Click here to install

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

How to Dvamload and Tnsiall the PlaceWare Add-DeAir PowerPoini:

2 Cleae all PowerPaint wmdows beforg ing the Place Ware Add-In

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

I Cmpenyour PowerPont presentyaon | ppc Be)in PowerPont
2 Chek on Expert.. n the Placefone tookar or in the Placeiane memu
% When the sxport process 15 fresed, click on Copy and Lhismres

I Make sure o have PawerPaint 37, PeseerBe® 2000, or PowerPoint 2002 (n Office 2F) mstalled co a Windows compater,

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

x|

You have chozen bo download a fle from thiz locahon.

... Point-Bdd- ndnstalien, exe from ebb,ops placevesre, com

What would pou e to do wih thiz file?

& i i pronian from iz cvsienl bcaion €
" Save this program ta disk

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

[¥ | Alwars szl befoe opening this fee of fie

0K o Cocel | Moelnio
~

Click ‘OK’ to
continue.
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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 Warning

Do wou vank bo install and un ! :

PoweFoint” signed on 2/8/2002 11:53 &AM and
diztibuted by

Placeware Inc.

Publzher authentciby verfisd by Thawte Servar CA

x|

Click ‘Yes’ to continue.

Cautor: Place' are . azzerts that thiz co Iz zafe.
“f'ou zhould orly instal/view this content if ut
Place'w are Inc. to make that azzerhon.

Click ‘Yes’ to
confirm the
installation.

This will instal or upgrade B

installshield self-extracting EXE

©VisionCast Presenter Handbook from Premiere Conferencing, 2002

-32 -




Installing the Power Point Add-In (continued)

Yelcome

n wieleame b ke S etup program fioe the Placeiy are
Bdddn for PowveerPoirl. This progiam installs the
= Addn on pour compubes,

FLACEWARE

The Placetare AddHn enharnces PowePoint 97, PowerPoin
2000, and PowerPord 2002 [in Ofice =P,

Touse &, you must have one of those versions of PoweiFoint
inztaled on your computer,

IF you are unneg PowerPamt ight now, chck Cancel to exk
Setup, exit PowePeint, and thers na this Setup program again,

Click ‘Next’ and follow the
simple instructions to
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]

J File Edit Wiew Insert Format Tools Slide Show indow Help  Blace'Wware <

ID=Eda 8% 2R -

pos|@a 2

J Times

1 | Place'are

ahout, .,

Create custom slides. ]

Click Here to
customize your slides
for VisionCast.

Irserk & Mew Placeware Shde ¥
Edit Skde Propesties... <€

Show this menu in a
3 ShowHide the Placesware Tookar

Add presenter name
and image; add slide
title and presenter
notes.

separate window.
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Installing the Power Point Add-In (continued)

Bl Create a custom
b |Eja,_.ewﬂ,e YisionCast slide from
3 dbe. | BRIU 8 === inside PowerFoint.
Insert & Mew Placeiyare Slide PowerPuoint Shds. ..
I Edt Slide Properties. .. Medbiple Chokce Pall...
ShowaiHide the Place’are Toolbar Yes o Pall...
Editable Text.,.

Export a5 & FlaceWare Slide Set...

Wb Page,..
Yiswhpphcation 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.

To schedule a consulting session with a Premiere Conferencing Program
Manager, please call (800) 776-0700 or contact your event manager.
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