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1. Introduction:
MaX Meeting is an audio and video conferencing solution that offers advanced collaboration tools such as screen sharing

and whiteboard annotations. MaX Meeting is built into the MaX UC Desktop and MaX UC Mobile applications and can
also be accessed via the User Portal. A Microsoft Outlook plugin is also available, allowing Hosts to schedule or start

Meetings from Outlook.

There are two types of Meetings:
e Instant Meeting — Host invites Participants and starts the Meeting immediately

e Scheduled Meeting — Host schedules the Meeting for a specific date/time in the future

Meeting Hosts can create Meetings via:
e MaX UC Desktop or Mobile apps — Create a Meeting (Instant Meeting), Schedule a Meeting (in the future), or
convert a call in progress to a Meeting
e User Portal — Start an Instant Meeting using the “Start” button

e Microsoft Outlook (plugin installation required) — Outlook buttons for “Start Instant Meeting” or Schedule a Meeting”

Meeting Participants can join a Meeting by:
e Accepting an Instant Meeting invitation in MaX UC Desktop or Mobile apps
¢ Clicking on a Meeting URL

e Dialing in via phone
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2. MaX UC Desktop:

Use MaX UC Desktop to convert a call to a Meeting, Set up an Instant Meeting (Create Meeting), Schedule a Meeting,

view Upcoming Meetings and Recorded Meetings, and manage Meeting Settings.

2.1. Convert a Call to a Meeting:

e While on a call, click the [Meeting] E icon and

select [Start Meeting (IM Only)] or [Create Meeting

URL...]

e Invite Participants and click [Start Meeting] to start the

Meeting

Note: If the call was being recorded, the recording will

stop when the call is converted to a Meeting

2.2. Set up an Instant Meeting:

=3 JoANNE - 00:00:11

(&

JOANNE

&

Search Online

n® @

An Instant Meeting allows you to start a Meeting immediately after you invite contacts and click “Start Meeting”.

Note: Meetings are limited to a maximum number of Participants and hosts can only invite Participants up to their

permitted limit.

e Click the [Meetings] m tab, then click

[Create]:

o Invite IM Contacts - [Check the
box] to the right of each IM Contact to be invited.

Create

j-‘_

Schedule

Join a meeting

e Click [St

Contacts that cannot be invited are grayed
out. The IM Contact(s) will see an invitation
on their screen and can click to join the
Meeting.
Invite Others - click [Invite Others]
= Click [Send E-mail Invite] to open an
e-mail message with a Meeting invite
that can be sent to others. You can
also click [Copy Meeting Link] to
copy the Meeting URL to be sent via
other means.

art Meeting] to start the Instant Meeting

Select your IM contacts and invite directly from within MaX UC. Other contacts that do not have IM can be

invited via

Enter name

Q

Erin

O

@ botictDisturo =]

email or using the meeting URL.

I Invite IM Contacts Invite Others

Ellis |

Q

[
Hed

[ ]

X Create a Meeting

Select your IM contacts and invite directly from within MaX UC. Other contacts that do not have IM can be
invited via email or using the meeting URL.

[ Invite IM Contacts Invite Others ”

Invite by Link
Once you have shared the meeting invite return here to create the meeting.

=] &

Send Email Invite ‘Copy Meeting Link

Opens the defoult email client with a prepopulated  Copies the mee
il

ting URL so that you can send via
invite ema i

other means.

Start Meeting Cancel
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2.3. Schedule a Meeting:

Schedule a Meeting to occur in the future.

e Click the [Meetings] m tab, then click [Schedule]:

e Click [Save] to open the Meeting invite (Outlook e-mail, Google Calendar

Event, or clipboard with Meeting details):

o

o

o

o

o

Topic — enter the topic of the Meeting

When - select Start Date, Time, Duration, Time Zone, and

Create Schedule

check the box for a Recurring Meeting if desired

Meeting ID (Generate Automatically by default) - Select

Join a meeting

[Personal Meeting ID] (allows Participants to join Meetings

View upcoming meetings

you host with the same Meeting ID each time ,not

View recorded meetings

recommended)

If you received an invitation link, click on the
link to join the meeting

Password (recommended) — check the [Passcode] box and
enter a password to require Participants to enter a Meeting password.
Note: A numeric-only password is strongly recommended if participants will be joining by phone.
Video (Off by default) - Select [On] to change this setting for Host or Participants
Audio Options (Telephone and Computer Audio by default):

= Select [Telephone] only or [Computer Audio] only if desired

= Dial in is available from United States only
Calendar: [Outlook] is selected by default and an Outlook e-mail invite will be generated when the
Meeting is scheduled. Alternatively, you can select [Google Calendar] to schedule the Meeting via
a Google Calendar event or select [Other Calendars] to copy Meeting details to the clipboard to be

sent via other means.

Advanced Options - click to expand and view/modify Advanced Options ~

. . . .. Enable Waiting R
options (default recording save location is in the MaX et Waiing Roem
Enable join before host

UC application folder). If you are designated as a

Mute participants on entry

Automatically record meeting on the local computer

Scheduling Assistant for another user, you can

schedule a Meeting for them as follows: chedule for

Ryan Gimbel

»= Check the [Schedule for] box, select the user

you are scheduling the meeting for in the drop-down, and click

Joy Murphy's Meeting

[Schedule]. Verify that the meeting invite shows the user’s

name.

10y Murphy s inviting you to a scheduled meeting

Jain Meeting
hitps://popp. n/|/1157729546

Invite Participants Mecting 15 729508
Update Meeting subject, date/time, etc. as needed ket
Dia by your location
Assremeraus

The Meeting invite includes the Meeting URL, Password (if required),

iPhone one-tap numbers (from their mobile device, Participants can

touch the number/link to call in to the Meeting), and Join by phone (dial-in numbers).

e Click [Send] to send the Meeting invite. Participants will receive a Meeting invite and can accept/decline

the Meeting.
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2.4. Personal Meeting ID:
Your Personal Meeting ID allows Participants to join Meetings you host with the same Meeting ID each time.
Note: This is not the recommended method for creating a meeting. The recommended standard is to use auto-

generated (unique) meeting IDs.

e To view your Personal Meeting ID, click the [Meetings] tab, then click 0
[View upcoming meetings] = .
e Your Personal Meeting ID is displayed at the top of the screen. Hover © Create Sehedule
over it and click on: e
o [Start] to start an Instant Meeting using your Personal Meeting =
ID) @ Maeting -0
o [... ]and select [Copy Invitation] to copy meeting N Boste | s '3‘

details to clipboard or [Edit] to edit your Personal 115 3228 6622 =

My Personal Meeting 1D (PMI)

Meeting ID and settings

2.5. View Upcoming Meetings and Recorded Meetings:

e To view Upcoming Meetings (for which you are the Host or Scheduling

Assistant), click the [Meetings] tab, then click [View upcoming meetings]

Create Schedule

e Hover over a Meeting in the list and click on:
o [Start] to start an Instant Meeting using your Personal Meeting 1D
o [... ]and select [Copy Invitation] to copy meeting details to ng = :
clipboard. Do not edit or delete meetings using this option. Meetings — —
must be edited or deleted by modifying the Meeting calendar event. -

Meeting
11:14 AM-12:14 PM

Host: Joy Murphy
Meeting ID: 115-006-3013

e To view Recorded Meetings, click the [Meetings] tab, then click [View recorded

meetings]
Create Schedule

e Hover over a Meeting in the list and click on:

Join ameeting

View upcoming meetings

ed meetings

o [Open] to open the recording save location on your computer (default

save location is in the MaX UC application folder)

o Do notuse the[... ] option. Navigate to the recording save location

on your computer and delete recordings there.

Meeting
Thu, Nov 05, 2020
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2.6. Meeting Settings:

Note: You must log out of MaX UC Desktop and log back in for setting changes to be applied.
e Click [Profile] and select [Settings]

e Click [Meetings] at the top of the screen. These are the default settings for Meetings you host. Some of
these settings can be modified for a specific Meeting when the Meeting is scheduled.
e Join Settings:
o Default settings include “Disconnect audio when joining” (assumes that you will not be using your
computer for audio) and “Turn off my video when joining”.
Note: If your computer has a microphone and you'd prefer to use computer audio, uncheck
“Disconnect audio when starting or joining”
o Additional options are available. [Check/uncheck] the box to turn each setting off and on.

&=

.

General Calls

Meetings Chat Audio Video ‘Web Apps

Join

@ Disconnect audic when joining
[T Enter full screen when starting or joining
(] Mute ry microphone when joining

@ Turn off my video when joining

@ Copy the meeting URL to Clipboard when starting

e Scheduling & Invites Settings:
o Your Meeting Dial-in numbers are displayed
o E-mail invitation (language is English by default) - click [Edit] to select a different language.
o Scheduling Assistants — click [Add Assistant] to select contact(s) who can schedule Meetings on

your behalf (optional). The designated Assistant(s) will need to restart MaX UC Desktop before
they will be able to schedule Meetings on your behalf.

Scheduling & Invites

Dial-in numbers: 19327677677 or 1 7632319099
Email invitation Edit English (United States) R

Changing the email language will not affect custom messages.

Scheduling Assistants Add Assistant

A scheduling assistant can schedule meetings on your behalf,
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¢ Meeting Settings:

o Default settings include “Scale the shared screen to fit to window” and “Confirm before leaving

Meetings”. Additional options are available. [Check/uncheck] the box to turn each setting off and

on.

Meeting
() Enter full screen when viewing the shared screen
B Scale the shared screen to fit window

(] Hide non-video participants

Confirm before leaving meetings

] Use dual monitors

e Outlook Plugin (optional) — see Outlook Plugin Installation section
e Advanced Settings - scroll down and click on [Advanced Settings] (opens a browser window) to
view/modify advanced Meeting, Recording, and Telephone settings.

Advanced Settings

o There are tabs for Meeting, Recording, and Telephone settings at the top of the screen. Many of
the options listed are duplicates of the settings found in [Profile > [Settings] > [Meetings]

o Toggle the “Status” setting to change the default setting and turn a feature [On] or [Off]

o To set a feature back to the default, click [Reset]

Meeting Recording Telephone

Schedule Meeting

Features

Host video [ @) ocified  Reset
Si mee

ngs with host video or

Participants video

Start meetings with participant video on. Participants can change this during the meeting.

o Afew Advanced Settings you may want to be aware of are:
*= Inthe Meeting tab:

e Join before host (Off by default) — allow participants to join the meeting before the
host arrives

e Require a password for Personal Meeting ID (On and locked) - if the meeting
organizer selects the "Enable join before host" option for a Personal Meeting, a
password is required.

¢ Embed password in meeting link for one-click join (On by default) — meeting
password is encrypted and included in the join meeting link to allow participants to
join with one click without entering the password

e Require password for participants joining by phone (On and locked)

e Require encryption for 3" party endpoints (On by default) — require that all
Meetings are encrypted using AES
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e Polling (Off by default) — Add Polls to the Meeting controls. This allows the Host to
survey the Participants.

e Virtual background (On by default) — Allow users to replace their background with
any selected image. Choose or upload an image in the Meeting Desktop
application settings.

e Waiting room (Off by default) — Attendees cannot join a Meeting until a Host
admits them individually from the waiting room. If Waiting room is enabled, the
option for Participants to join the Meeting before the Host arrives is automatically
disabled. When enabled, can choose to place [All participants] in waiting room or
[Guest participants only] (users not in your organization or not signed in)

In the Recording tab:

e Local Recording (On by default) — Allows hosts and Participants to record the
Meeting to a local file

e Automatic Recording (Off by default) — Record Meetings automatically as they
start

Caution: Meeting recordings can consume a lot of storage on your device.

Note: The default recording save location is in the MaX UC application folder. The save

location can be changed in MaX UC Desktop > Tools > Options > General > Recordings.

© POPP.com, Inc. All rights reserved.
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2.7. Outlook Plugin Installation:

The Outlook Plugin adds buttons to Microsoft Outlook that allow you to quickly Schedule a Meeting and Start
Instant Meetings from within Outlook.

Note: This plugin is compatible with Outlook 2010 or higher and 2007 with limited features.

e Click [Download Outlook Plugin] Outlook Plagin

Create and schedule online meetings from within Outlock.
Download QOutlook Plugin

Qutlock 2010 or higher (2007 with limited features).

e The plugin will download. Right-click and select [Open].
'ﬁ! AccessionMeeting....msi ~

° CI|Ck [Run] to run the flle Open File - Security Warning X

Do you want to run this file?

© Name: .loads\AccessionMeetingOutlookPluginSetup (3).msi
Publisher: Metaswitch Networks Ltd
Type: Windows Installer Package

From: CAL h load: Out

Run Cancel

[] Always ask before opening this file

While files from the Intemet can be useful, this file type can
potentially harm your computer. Only run software from publishers
you trust. What's the risk?

o Click [Next] to start the Setup Wizard #

Wwelcome to the Accession Meeting Outlook Plugin
Setup Wizard

The installer il guide you thiough the stepe tequited to install Acoession Meeting utlook Plugin on
your computer.

“w/ARNING: This compLter proaram is pratected by copyright law and intemaional rzaties
Unauthorized duplcation of distibution of this progiam, or any portion of l, may resul in severe civi
o criminal penalies, and will be prosecuted to the masimum extent possible under the lau.

Cancel <Back

e Select Installation Folder — click [Next] ®

Select Installation Folder @

The installer willinstall Accession Meeting Outiook Plugin ko the folawing folder

Toinstal in this folder. click "Next”. Tainstall to a diferert folder. enter it belows or click "Browse”

Eolder
IC:\Program Files (+86/\MetaswilchAccession Mesting Oullok Plugi Biowse.

Dick Cost.

Carcel <Back
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e Click [Next] to Confirm Installation o
Confirm Installation @
e Click [Close] to complete installation #
Installation Complete @
Cancel <Back
o Close and re-open Outlook and you will see the newly added File Home  Send/Receive
[Schedule a Meeting] and [Start Instant Meeting] buttons in the ribbon lz' = B c
at the top of the e-mail screen ]
New New Schedule a Start Instant
Email Items - | Meeting -~ Meeting -
New Meeting
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3. MaX UC Mobile:

3.1. Convert a Call to a Meeting:

e While on a call with another MaX UC user, touch [Meeting] H to convert the call to a
Meeting
e Once the on-screen Meeting invitation is accepted, the Meeting will start

Note: If the call was being recorded, the recording will stop when the call is converted
to a Meeting

3.2. Set up an Instant Meeting:

An Instant Meeting allows you to start a Meeting immediately after you invite contacts and touch “Start Meeting”.

Note: Meetings are limited to a maximum number of Participants and hosts can only invite Participants up to their
permitted limit. To start an Instant Meeting:

(2]
e Touch the [Meetings] L™ | menu and touch [Create]

P4 Max uc e :

e Invite IM (Instant Message) Contacts:

o Start typing the name of each IM Contact and touch [IM Contact Name] to
invite them

Itz etbers by share the meetilink.

g w e r t y u i o p

4 z x c v bnm @

123 8 soace @ . return
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e Invite Others:

o Touch [Invite Others]
= Touch [Send Invite Link via E-mail] to open an e-mail message with a
Meeting invite that can be sent to others
= Touch [Copy Invite Link] to copy the Meeting URL to be sent via

other means Meeting Invite

e Touch [Start Meeting] to start the Instant Meeting

i o by
V8426 167 01 1 AE3ZAR0DY
Wzzting ID: 1151556302

Serttram my nare
aw e r tyui op
a s d f g h [ k|
@ z x cvbnm &

23 @ s @ retim

=] _ 9
3.3. Schedule a Meeting:
To schedule a Meeting to occur in the future: T 2
B
e Touch the [Meetings] L | menu and touch [Schedule & View Upcoming B‘
Meetings (Opens in Browser)]
e Log in with your MaX UC E-mail/Number and Password + #ﬁ#

e Touch [Schedule a Meeting]
o Topic — Enter the meeting topic

Schedule & View Upcoming Meetings
Opens in Browser

nlink, tap on the

o Description (Optional) — Enter a meeting description R
o When - Select the Date, Time, Duration, Time Zone, and check the Meetings
box to set a Recurring meeting if desired i oy ae®
o Meeting ID:
= Generate Automatically (On by default) — The recommended
standard is to use auto-generated (unique) Meeting IDs. jo‘;“;‘;“”“’” -
= Personal Meeting ID (Off by default) — This option allows you e
to reuse the same Meeting ID for multiple meetings (not ol
recommended)

GMT-6:00) E1 Salvador
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o

o

@)

o

Security:
Passcode (Off by default) — Check the box to turn On

Video:

Audio:

(recommended)

Note: A numeric-only password is strongly recommended if

participants will be joining by phone.
Waiting Room (Off by default) — Select this option to require the

Host to admit Participants to the Meeting

Host (Off by default) — Touch to turn Host video On, if desired
Participant (Off by default) - Touch to Participant video On, if

desired

Both Telephone and Computer Audio are selected by default. Touch and [Telephone] only

or [Computer Audio] only if desired.

Meeting Options:
Allow participants to join anytime (On by default) — Uncheck the box to turn Off the ability

e Touch [Save]

for Participants to join the Meeting before the Host, if desired

Mute participants upon entry (Off by default) — Check the box to turn On, if desired

Automatically record meeting on the local computer (Off by default) — Check the box to

turn On, if desired

e Touch one of the following options:

@)

Create Calendar Item (Google, Outlook, or Yahoo) — Add this Meeting to

your calendar

Copy Invitation Link — Copy the Meeting link to your clipboard to be pasted

elsewhere (e.g., into e-mail)

Scroll down and click [Start] to start the Meeting

My Meeting

Oct 20, 2022 02:00 PM El Salvador

addto | B «

@8 o coms
°., Calendar

116916 1430

Manage "My Meeting
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3.4. View Upcoming Meetings:
e To view Upcoming Meetings (for which you are the Host or Scheduling Assistant), touch [Meetings] menu
and touch [Schedule & View Upcoming Meetings (Opens in Browser)]

o Touch a Meeting in the list to: s1rs

& Meetings  Upcoming Meetings

= [Start] — Start the Meeting now
= [Edit] — Edit Meeting details
= [Delete] — Delete this Meeting

START
START

START

4. User Portal - Start an Instant Meeting:

e Click [Start] and select [Start Meeting] I J

Make Call
Start Meeting

e Click [Open Meeting] Open Meeting?
https://metaswitchebc.accessionmeeting.com wants to open this
application
Y <
° Once the Meetlng has Started, C||C|( [Par“c'pants] Participants then CIle hS:I::ao:;:h::;r:::’s;::n'r‘\;:t:rd‘ll::;y‘:::g:;lﬁlcmmnCommummor Other contacts that do nof
Invite IM Contacts Invite Others
[Invite] on the right side of the screen to invite Participants to SO ks by L :
ce you have shared the meeting invite return here to create the meeting.
join (opens invite screen with IM vs. Other contacts) h
Send Email Invite Copy Meeting Link

Opens the default email client with o prepopulated  Copies the meeting URL so that you can send via
invite emoil other means.

5. Using Microsoft Outlook Plugin:

Install a plugin, allowing you to Schedule Meetings and Start Instant Meetings from within Microsoft Outlook. See section
“Outlook Plugin Installation” section for more information.
Note: Outlook is the preferred way to schedule Meetings as it allows you to set a persistent password for your Meetings,

which is strongly recommended.
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5.1. Schedule a Meeting:

¢ From the Outlook Home Screen, click [Schedule a Meeting] B c
Schedule a Start Instant
Meeting ~ Meeting ~
Meeting
e Change Video, Audio, and Meeting default options as needed
e Itis strongly recommended that you set a persistent i
password for your Meetings by checking the box to Video fwhem joining 3 mecting)
Host: On e Off
[Require meeting password] and enter a password that Puiickomriin on @ o
will be auto-populated for future Meetings Audio Options
Note: A numeric-only password is strongly feephene Computerfudo
® Telephone and Computer Audio 3rd Party Audio
recommended if participants will be joining by phone
Meeting Options
¢ Note: If you are designated as a Scheduling Assistant | Require meeting password 12345667
for another user, you can schedule a Meeting for them i Enalie joinefore ot
Use Personal Meeting ID 116-9979-2130
as fO”OWS v Force include Join URL in location field
o Check the box [Schedule for] and select and /| Schedule for
. . Ryan Gimbel v
click on the user you are scheduling the ! :
meeting for in the drop-down S D
e Check the box to [Save and do not show again] to save
these default settings
e Click [Continue]
Note: To update the default settings in the future, click the [Change Settings] button in a Meeting invite,
change the settings, check the box to [Save and do not show again], and click [Continue] to save the new
default settings.
e Meeting details will populate including the Meeting URL, ’"‘“‘P“"‘”““"Q' By
File Meeting  Insert Format Text Review  Help  Tell me what you want to
Password (recommended), iPhone one-tap numbers (from @ ha st o E—;“ 8
. . . - . B v | | e 1-
their mobile device, Participants can touch the number/link to - el | et
call in to the Meeting), and Join by phone (dial-in numbers) u
. . . . > Subject Joy Murphy's Meeting
e To: enter the e-mail address(es) of Meeting invitees
) . . , tartime | Mon 41372020 B [1100am | O Andayeyere
e Subject: auto-populated with the Meeting Host’s name B neom -
Note: If you are designated as a Scheduling Assistant for ey MRV Inviing youto 2 schedied meetine
Join by URL:
another user and are scheduling a Meeting on their behalf, tps:/pomp accessionmeeting.com//1 160700868
verify that the Subject includes the Host’'s name (not your Or iPhone one-tap :
+17632319099,,1160700968# (US Toll)
name) +19527677677,,11607009684# (US Toll)
e Update the Start/End Date and Time orienbshers:
Dial: +1 7632319099 (US Toll) or +1 9527677677 (US Toll)
e Click [Send] to send the Meeting request Mg B e
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5.2. Modify or Cancel a Scheduled Meeting:

e Open the Meeting Calendar event:

o To Cancel the Meeting and the Outlook event - click [Cancel , .
File Meeting Insert

Meeting], then click [Send Cancellation] to notify Participants.
o To Cancel the Meeting and keep the Outlook event - click the Xl a

[Cancel] button (next to “Change Settings”) to remove Meeting Cancel _y | Cancel Change
details from the event, then click [Send Update] to notify BN Settings
Participants Actions Meeting

o To Update the Meeting details — modify the Subject, Date/Time as you would any other Outlook
Meeting, and click [Send Update] to notify Participants
o To Change Meeting Settings — click [Change Settings]:
= Video and Audio options — once a Meeting is scheduled, these settings (e.g., video on/off)
need to be adjusted once the Meeting has started
= Require meeting password (strongly recommended) — check the box to [Require meeting
password], enter the password, and click [Continue]. Then click [Send Update] to notify
Participants of the password that has been added to the Meeting.

Note: A numeric-only password is strongly recommended if participants will be joining by
phone

5.3. Start an Instant Meeting:

e From the Outlook Home Screen, click [Start an Instant

0Q =
Meeting] and select [Start without Video] open the Meeting 5% Clean Up
screen and start the Meeting immediately. Schedule a Start Instant F Junk -

- - Meeting -~ Meeting - ©-un
Note: All Instant Meetings started from Outlook will start g
without video (even when [Start with Video] is selected). Video Mel @4 Start with video
can be turned on once the Meeting has started. B¢ Start without video

have IM can be invited via email or using the meeting URL.

@ Create a Meeting X
H = H el H o InVite el our contacts and invite directly from within Accession Communicator. er contacts that do nof|
e Click [Participants] E<iEEEIE then click [Invite] on the et <o plephn = o contstoans

Invite IM Contacts Invite Others

right side of the screen to invite Participants to the Meeting:

o Invite IM Contacts - check the box next to each Sl cdes e
invitee’s name and click [Add] to send an invite B h
o Invite Others — [Send Email Invite] or [Copy Meeting

. . ) Send Email Invite Copy Meeting Link
Llnk] to be Copled/paSted and sent via Other means Opens the default email client with o prepopulated  Copies the meeting URL o that you can send via
invite emoil other means.
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6. Hosting a Meeting

6.1. Start an Instant Meeting:

e From Outlook (requires plugin) — click on [Start Meeting] button

e From MaX UC (Desktop or Mobile) — go to [Meetings] > [Schedule a Meeting]
Note: When a user is in a Meeting, their presence will display as “On the Phone”, unless they have set
their presence to “Do Not Disturb”

e From User Portal — click on [Start] > [Start Meeting]

6.2. Schedule a Meeting:

e From Outlook (requires plugin) — click on [Schedule Meeting] button

e From MaX UC (Desktop or Mobile)— go to [Meetings] > [Schedule a Meeting]

6.3. Start a Scheduled Meeting:
¢ From Meeting Calendar Event — click on the [Meeting URL]
e From MaX UC - Go to [Meetings] > [View/Schedule upcoming meetings] > [Start]
Note: When a user is in a Meeting, their presence will display as “On the Phone”, unless they have set

their presence to “Do Not Disturb”

6.4. Meeting Controls on a PC/Mac:
$ ~ w - % as . o - @ s

Start Video Security Participants Chat Share Screen Record Breakout Rooms
Meeting Hosts have access to the following Meeting controls, accessed at the bottom of the Meeting screen:

e [Mute/Unmute] microphone or click on menu to switch to/from phone audio and computer audio

e [Start/Stop Video] to turn your camera on/off

e [Security] to lock meeting (no one else can join), Enable Waiting Room, and Allow participants to Share
Screen, Chat, and/or Rename themselves

e [Participants] a window opens and lists Meeting Participants. [Mute/Unmute] one Participant, all
Participants or click on [More] for additional options to [Mute Participants on Entry], [Allow Participants to
Unmute Themselves], [Allow Participants to Rename Themselves], [Play Enter/Exit Chime], [Enable
Waiting Room], or [Lock Meeting]. Click [Participants] again to collapse this window.

e [Chat] — send chat messages to the Meeting Group (all Participants). Click [More] for additional options to
[Save Chat] (if enabled) and allow Participants to chat with [No One], [Host Only], [Everyone Publicly], or
[Everyone Publicly and Privately]. Click [Chat] again to collapse this window.

e [Share Screen] to share your screen or a whiteboard:

Note: Be sure to close any windows you do not want Participants to see (e.g., only share applications from
a screen that is not used to display pop-ups from Microsoft Outlook, MaX UC Desktop, etc.)
o Share your screen - select the [Screen/Window] you want to share and click [Share]

o Share a whiteboard — select the [Whiteboard] option and click [Share]
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o The Host or Participants (if enabled) can view the following controls, allowing them to type or draw

on the screen/whiteboard:

v K e 0O 9 O w & =

Stamp Spotlight Eraser Format Undo Redo Clear Save

o Click [Save] EZZE to save an image of the screen (image is saved in the MaX UC application
folder)
Examples:

P
= Click [Save] BEEN to save an image of the screen (image is saved in the Accessi
o New Process

folder)~ —

_— —
m = Click [Clear] and select to clear [All Drawings], [My Drawings], or [Viewers drawir}
& ook (Clear (A Dravings, My Drawigs. or ctort .

Add something here .
o Click on the arrow next to the [Share] BiEZE menu for additional options for one Participar|
multiple Participants to share simultaneously and Advanced Sharing Options for who can|
{Only Host or all Participants)

o Click on the arrow next to the [Share Screen] - menu for additional options for one
Participant or multiple Participants to share simultaneously and Advanced Sharing Options for
who can share (Only Host or all Participants)

¢ [Record] (if enabled) — click to record the Meeting. [Pause/Resume] and [Stop] recording using the options
that appear next to the Record option once recording has started.

e [Breakout Rooms] — use this option to create small groups of participants and place each group in a
separate Breakout Room (meeting “room”). You can select the number of rooms and assign participants to
a room [Automatically] (default) or [Manually], then click “Create Rooms”.

e [End] — [End Meeting for All] or [Leave Meeting] to assign a new Host and then leave the Meeting
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6.5. Meeting Controls on a Mobile Device:

Meeting Hosts have access to the following features, accessed on the Meeting screen:

© Meeting ~

e Top of the screen:
o [Speakerphone On/Off]
o [Flip camera] (when video is on)
o [End]
e Bottom of the screen:
o [Mute/lUnmute] microphone
[Start/Stop Video]

[Share Content] — select content to share (e.g., photos, website URL, etc.

O

O

and more depending on mobile device)

o

[Participants] — options to [Chat], [Invite] more Participants, or

[Mute/Unmute] one or all Participants

o [More...] — Additional options for:

=  Security — Optional settings to Lock Meeting, enable/disable
Waiting Room, Hide All Profile Pictures, or allow Participants to
Share Screen, Chat, Rename, Unmute, or Start Video

= Chat— Send a Chat Message

= Meeting Settings — Optional settings to Mute on Entry, Play Join
and Leave Sound, Always Show Meeting Controls, Touch Up My
Appearance, Show Name when Participants Join, Show Non-Video
Participants, Show Self-View, or Show My Connected Time

= Backgrounds & Effects — Virtual Backgrounds and Filters for the

Meeting screen
= Disconnect Audio
¢ [End] Meeting — you may end the Meeting for all Participants or assign a new Host and then leave the
Meeting
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7. Participating in a Meeting

7.1. Join a Meeting:

Meeting Participants can join a Meeting via:
e MaX UC Desktop or Mobile (if subscribed):
o [Accept] an on-screen Meeting invitation (when a call is converted to a Meeting)

e Meeting URL:

o Click on the [Meeting URL] in the Meeting invitation or enter/paste the URL in a browser and do

one of the following:

If the Meeting client is not already installed,
click to [Download and run Meeting] and the
client is seamlessly installed and the Meeting

user interface is launched

Open Meeting?

https://popp.accessionmeeting.com wants to open this
application

If Meeting client is already installed,
click [Open Meeting]

Click [Join from Browser] - the
Participant joins the Meeting from a

browser (Google Chrome offers the

f nothing prompts from browser, click here to launch the meeting, or

Please click Open Meeting if you see the system dialog

download & run.

best experience), and either joins the

audio by computer or dials in using their telephone

¢ Dial in to the Meeting via phone, using the phone number in the Meeting invite
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7.2. Participant Controls on a PC/Mac:

Meeting Participants have access to the following features on the Meeting screen:

o
b

Talking:

Meeting Topic: Ryan Meeting

Host: Ryan

Invitation URL: https://popp.accessionmeeting.com/j/11554 ?pwd=TVNsOWN¢
Participant ID: 20

oy

e

Join Audio Share Invite Others

Computer Audio Connected

~ 'A‘ ~ xn 2\ ‘

Start Video Invite Participants

¢ [Mute/Unmute] microphone or click on menu to switch to/from phone audio and computer audio

e [Start/Stop Video] to turn your camera on/off

o [Invite+] Participants to join the Meeting

e [Participants] — a window opens and lists Meeting Participants. You can [Mute/Unmute] yourself, [Raise
Hand] to alert the Host, or [Claim Host] if the Host designates you to become the new Host. Click
[Participants] again to close this window.

e [Share] your screen — select the screen you want to share and click [Share]

Note: Be sure to close any windows you do not want Participants to see. Be sure to share applications
from a screen that is not used to display pop-ups from Microsoft Outlook, MaX UC Desktop, etc.

e [Chat] — send chat messages to the Meeting Group (all Participants) or to individual Participants (if
enabled). Click [More] for additional options to save chat (if enabled). Click [Chat] again to collapse this
window

o [Record] (if enabled by Host) - Participants can record the Meeting (saved locally) and have the ability to

start/stop recording

[Leave Meeting] — exit the Meeting
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7.3. Participant Controls on a Mobile Device:
Meeting Participants have access to the following features, accessed on the Meeting screen:
o [Speakerphone On/Off]

e [Flip camera] (when video is on)

e  [Mute/Unmute] microphone ——

e [Start/Stop Video]

e [Share Content] — select content to share (e.g., photos, website URL, etc. and
more depending on mobile device)

e [Participants] — options to [Chat] with or [Invite] more Participants

o [More...] — additional options to [Chat], [Claim Host] (enter host key if you are
designated to be the new Host), [Meeting Settings], [Minimize Meeting] (moves
Meeting to a smaller window so you can access other content on your mobile
device), [Virtual Background] (apply a different background to the Meeting
screen), or [Disconnect Audio]

o [Leave] — exit the Meeting

8. Troubleshooting
The important factor in Meeting quality is the internet connection used by the Host and/or Participants. To ensure the
best possible Meeting experience:
e Make sure you are working somewhere with strong WiFi signal
e If possible, switch to a wired ethernet connection if using MaX UC Desktop
o If on a mobile device, try switching to the cellular data (4G) network if WiFi isn’t working well
e Ask others on your network to conserve bandwidth by closing bandwidth-intensive applications (e.g. video
streaming) for the duration of the Meeting
o The default setting for audio is to “Connect audio when starting or joining” (assumes that you will be using your
computer for audio). If your computer doesn’t have a microphone, you will need to dial in to the Meeting for audio.
In MaX UC Desktop, go to Click [Tools] > [Options] > [Meetings] and uncheck the option to “Connect audio when

starting or joining” to change this setting for future Meetings.

e A connection signal E| displays in the lower left hand corner of the screen when there are audio or video issues

For additional training and support:
¢ Visit www.popp.com or call POPP Communications at 763-797-7900
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