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Welcome...

This guide takes you through the steps to using the GoMeetNow service.

Overview
GoMeetNow is an interactive presentation and web conference software used to facilitate remote

sales presentation and product demonstrations. The GoMeetNow service offers options for unlimited
meetings at a very reasonable cost, making web meetings fast and very affordable.

Prerequisites

In order to use the GoMeetNow service, you need to be connected to the Internet and have already
provisioned the service. See the “GoMeetNow Getting Started Guide” for more information on
provisioning users.

Definitions

The following terms are used throughout this manual.

GoMeetNow has two meeting types:
¢ Interactive Meetings — This refers to the conventional web conferencing.

e Seminars — This function ensures seminars easy, fast and reliable to join. Your
attendees can join your seminars without any downloads.

In a meeting, a participant can be either the Host or an Attendee:
e Host: The person who initiates the meeting. Host must have a GoMeetNow user account.

e Attendee: The person invited by the Host to join a meeting. Attendee does not need
GoMeetNow user account.

The Host or an attendee can either be:
e The presenter showing their computer to all participants

e A controller controlling the Presenter’s keyboard and mouse

Constraints
Here are a couple of constraints related to using the system:
e At any moment in a meeting, there is only one host and one presenter.

e The host or the current presenter can assign any participant to be the presenter.
e The presenter can assign any participant or all participants to be a controller(s).
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Hosting a Meeting

If you are hosting a meeting on GoMeetNow for the firsttime:
1. Log in to the store using your credentials.

2. In the Service Management Console, click on the Single Sign On link for GoMeetNow
service. You will be taken to the Host Meeting page on the GoMeetNow portal.

3. If prompted, click the Yes or Always button to accept the TurboMeeting download.

Note: If you are not prompted, click the Download TurboMeeting link to manually
download and execute TurboMeeting.

Click "Yes" or “&lways" if prompted.

Launching the Meeting Manaoer ...

If TurboMeeting does not start within one minute, manually download TurboMeeting.

4. Once the TurboMeeting desktop plug-in is installed on your desktop, it will directly sign
you in the application. If however, the auto sign-on does not work enter
server.gomeetnow.com in the Meeting Server Address field.

5. Provide your Email Address and the Password in the TurboMeeting client.

6. Click the Sign In button to login to GoMeetNow server.

TurboMeeting h‘ B
Flla Tools Hslp

Home

Sign in to host a meeting:
Meeting Server &ddress:

server,gomeeknow. com

Ernall Address

Password:

|-l."l'l'li'! l

Remember e

__Signin_

{ Forget Password? 3

Powered By R-HUB
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7. Once you are signed in, you will see the TurboMeeting main window, as shown below:

TurboMeeting El |_-|| |E|
Flle Tools Help

Home | Sign Ouk

@ - Host an unscheduled meeting
@ = Join a meeting

- Schedule a meeting

List of scheduled mestings:

1. Recurring (ID: 7731-9123)
Daily review
Skark Invike Edit Delete

2, 03/22/2008 10:41 &M (ID: 7505-9357)
sales presenkation
Start, Invike Edit Dalete

Available mesting rooms: §
fvailable participanks: 2

8. From here, you can either host an unscheduled meeting, or join a meeting
or schedule a meeting.

9. Click the Host an unscheduled meeting link to start an instant meeting. You can also click
on Schedule a meeting link if you want to schedule a meeting at a future date or time.

10. Select a meeting type and click the Continue button, as shown below:

TurboMeeting

File  Toaols Help

Home | Sign Ouk

Maating Type:

(%) Interactive Mesting @
{:} Seminar @
Password: I:l {Cptional)

_ Continue

Powered Bv R-HLUB

Note: To see meeting type definitions, click the question marks next to the meeting type.
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11. If you click on Host an unscheduled meeting link, the meeting is launched when you see the
meeting launcher window as shown below:

TurboMeeting
File Help
® _ Showing my soreen

ﬁ
J Q) Chat g Send Filess—]

Shiow My | Desktop |=

Attendees
= John Doe (Hosk, Me) 1l

=

Change Change g" e S

Presenter  Controller
g; Anmotation  —

Invite

1. Mesting Server Address:
192.168.1.8

2. Mesting ID: 1772-5150

Invite Attendees |

Powersd by R -HUB

1T TITVV T

On/foff status of showing my screen

Start or pause showing my screen
Start chat

Start file transfer

Select a specific application or the
entire desktop to show

List of attendeas
Grant presentation rights to
another attendee

Give keyboard and mouse to one or
all attendees

Change color for clearer image or fast speed.
The lower color level, the faster speed

Start a drawing application

Highlight anywhere on the desktop

Basic meeting information for meeting
invitation

Display the detailed infarmation for meeting
inwitation including auto-filled ermail invitation

12.1f you clicked on Schedule a meeting link, you will be taken back to the TurboMeeting Main
Window where you can see the meeting you just scheduled.



<]
mw GoMeetNow Service from RHUB User Guide

TurboMeeting E)EX]
Flle Tools Halp

@ - Host an unscheduled meeting

@ = Jaoir & meeting

- Scheduls a meeting

List of scheduled mestings:

1. Recurring (ID: 7731-2123)
Daily review
Skark Invike Edit Delete

2. 03222008 10:41 4M (ID: 7S05-9357)
sales presentation
Stark invite St Delete

Available masting rooms: 1
fyvailable participanks: 2

13.Click on Start link for a scheduled meeting whenever you want to start the meeting. The
meeting will be launched once you click on Start link under a particular scheduled meeting.

14.Click the Invite Attendees button to invite your meeting attendees.

Invite Attendees r>_<|

Twio ways For attendees to join wour meeting

1. Join interactively:
(Attendes may present and remote-control)

Call Attendee and zaw:

1. Go ta the Meeting Servern:
192.168.1.8

2. Click the Join Meeting button,
3. Enter the Meeting ID: 1FF2-5150
4. Meeting Pazzword: Mo password needed

DR inwvike by

B BT cenpested ..

Z. Join a view-only meeting:

{easy and reliable - non download)

Call attendee and =ay:

Go to this URL:
192.168.1.84d=17725150

(Email Ll Copy JETNERPEN
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15.From here, you can either invite interactive attendees, or view-only
attendees.

Now the TurboMeeting application is installed on your desktop and you can use the desktop client
directly to host/join any meetings on the GoMeetNow server.
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Joining a Meeting

Joining a seminar (view-only) is simply a matter of typing the URL in your browser provided by the
seminar host. The following steps are needed o join an interactive meeting.

1. Click the “Please join my TurboMeeting session” URL from the invitation email sent by the
meeting host.

2. The Meeting ID will automatically be filled in. Insert the Meeting Password
(if one has been specified - leave blank if not) and your name. Click the
“Join Meeting™ button.

g'o_ “T=5% &
now
Join Meeting
Meeting ID 20406611
Host Meeting Meeting Password

Your Name

3. You will be prompted to accept TurboMeeting download to join your meeting. Click the Yes or
Always button to allow the download.

Click "ves" or "Always" if prompted.

Launching the Meeting Manager ...

If TurboMeeting does not start within one minute, manwally download TurboMeeting.

If @ manual download is not required, you are automatically joined in the meeting.

If a manual download is required, after the download has completed, click the “Join a
Meeting™ button.
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In the next screen, the Meeting Server Address, Meeting ID, and your name will automatically
be filled in. Click “Join Meeting” button.

TurboMeeting

File Tools Help

Home

Meeting Serwver Address

| server.gomeetnow.com |

Meeking ID
| 2610-0149 |

Meeking Password

YWour Mame

| Erian |

Powered By B HLUB

4. At this point, you have joined the meeting. You will see the Meeting Panel, as shown below,
with your meeting details:

TurboMeeting
File Help

Qﬂ Chat @ Send Files

Attendees

= Jobn Doe (Hosk)
Brian Smith {Me)

Meeting Info

1. Meeting Server Address:
192.168.1.8

2. Meeting |D: 8031-5561

Powered by R-HUEB

-9-
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Features

1. Pausing and Starting Application Sharing

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

® _ Showing my screen

Icon indicating active application sharing

To pause showing your screen, click the Pause @Jutton. The red icon indicates that the
meeting is being paused. -

)@ Paused

Icon indicating that application sharing is paused

To start showing your screen, click the Start @ button. The icon will now become green.

2. Changing Application Sharing

By default, your desktop is shown to the other attendees. The Show My drop-down list displays
all the applications open in your system. To show another application, click the Show My drop- down
and choose the application.

Show My | Desktop -

Option to change application sharing

3. Changing Presenter

The attendees who have joined the interactive meeting can also be the presenter to show his
computer screen to meeting participants. By default, the host will be the presenter. However, during
a meeting the host and the current presenter can assign any participant to be the presenter. To
change the presenter, click Change Presenter and choose the presenter.

&

Change
Presenter

Option to change presenter

-10-
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4. Chatting
While convening a meeting you can also chat with attendees. To chat with the attendees:

« Click Chat.

@ Chat

Chat button

« In the Chat window you have the option of choosing the attendees with whom you want
to chat. Click the drop-down arrow and select the attendees.

Chat @ TurboMesting Ai=13

Chat window

« Type in the text and click Send. To save the chat transcript click Save. Browse to the location
and save the file. The chat is saved as a text file or a rich text file.

5. Sending Files

During a meeting, there may be a need to send some files between meeting participants. Instead
of opening a mailing client and sending files, a participant can send files using TurboMeeting. To send

files:
« Click Send Files to open the File Transfer dialog box.

@ Send Files

Send Files button

-11-
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e Click Add Files/Folders.

File Transfer @ r'ujl.ﬂhhk'ﬂ'.'til'lp;

Add Files.Folders

B e Files/Foiders tn gersd
1] ©:headng. ta

Tatsl Fle Size: 1 KB
Taesl nusier of Fles: L

Mo ALL

scoaries S cucl )

Files Transfer dialog

« Select a particular folder from the drop-down list. All the folders and files in that
directory are displayed.

Folder Selection Dialog

Selact: | B | + Up
documents and setbngs  windows setaid2.log
he Xp_servicepack 2 samalatal], sam
i385 Ljpg sqmdatall, sgm
ine ol chksav.log sqmelatadz. som
el config.sys sqmdatall.sgm
my donvmnioads hpeeave.log sqmlatals.cgm
oracle icon_temp.bmp sqmdatals. sgm
program files kveupde.hst sgmidatals. som
swietup résoued document 1.0t sqmdatad?.som
temp rescued document.bct sgmdatals.sgm
4 »
.

Folder Selection dialog

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

« Click the drop down-arrow against To and select the participants to whom the files should
be send. By default, the files are sent to all other participants.

e« Click Send.

-12 -
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6. Changing Colors
There are three options available in TurboMeeting:
e Low Color (256 colors)
e High Color (16 bit)
e True Color (32 bit)

To change the color, click the Change Color button and choose the relevant option.

@ Change Colar

Change Color option

The Low Color is the recommended option for the best speed.

7. Using Whiteboard

While making the presentation you might have to illustrate some points. The Whiteboard option
in TurboMeeting is used for this purpose. Click Whiteboard and the Paint application opens, where
you can illustrate certain points or draw diagrams.

QJ ‘Whiteboard

Whiteboard option

8. Using Annotation

Using the Annotation feature you can highlight topics in your presentation. Click the Annotation
button and emphasize the interested area using the mouse pointer.

@ Annokation

Annotation option

When the annotate option is active, your computer screen freezes. Click Annotation again to
unfreeze your computer.

‘ R-HUB W TurboMeeting

Emphasis using Annotation feature

-13-
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9. Changing Controller

During the meeting, you as the presenter can assign a participant as the controller. A controller is the
person who can control your mouse and keyboard.

To change the controller, click Change Controller. You can assign the control right to a
specified participant or to all.
3

Zhange
Controller

Change Controller option

The option Reclaim Controller will reclaim the control right of the controller(s).

10. Recording

During a meeting, you can record the presenter screen. It also records the voice captured by your
computer microphone. To record meeting conversation, you need to turn on your speaker phone and
move it close to your computer microphone in order to capture the audio.

)

Record

Click the record button to start recording and click it again to stop recording. When stopping
recording, the system prompts to ask you where to save the recording file. The file is an executable.
Just run the file and it will replay the entire recording session.

11. Hide the Attendee List

As the meeting host, you can hide the attendee list from your attendees. Click the “Tools” and then
uncheck “Attendee can view attendee list”.

12. Disable Recording Function

As the meeting host, you can disable recording functions so that all attendees cannot record the
meeting session. Click the “Tools” and then uncheck “Attendee can record”.

13. Auto-Uninstall TurboMeeting from Attendee Computers

As the meeting host, you can tell the system to automatically uninstall the TurboMeeting client on the
attendee computers at the end of a meeting session. Click the “Tools” then “Options” and check “Remove
TurboMeeting from attendee computers at the end of sessions”.

14. Display Transparent Windows

As the meeting presenter, you can display all transparent windows on your screen. Click the “Tools”
then “Options” and check “Show all windows on my desktop”.

-14 -



