

Video Web Conference QuickStart Guide
This guide will cover:
· Downloading the presenter software
· Setting up a meeting
· Inviting participants

· Starting a meeting
· System Requirements

· FAQs
Download the Presenter Software
Log into your Video Web Conference Portal at http://web.infiniteconferencing.com
Under the "My Meetings" Tab, click on Download Presenter Software

Click the Download button to Download the ZIP file and install the software.
 

Setting up a Meeting
Under the "My Meetings" Tab, click on Add a Meeting

You can add any number of meetings. A meeting can be scheduled or unscheduled. Un-scheduled meetings will always be displayed under the “Today’s Meetings” section. Regardless if a meeting is scheduled or not, you can start a meeting anytime and as often as you want.

Select the Meeting Options you want for your meeting and click on the "Submit" button.
My Library Tab
The "My Library" is where you store multimedia contents, such as pictures, presentations, video, and audio files, that can be used during a meeting.
You can add a media file to the library by selecting a library and then clicking on the “Add” button. You will be asked to choose a media file to upload from your desktop.
For PowerPoint files, you can choose to upload a single PPT file or multiple JPEG or SWF slides. Uploading a PPT file requires “Presenter” software (Windows Only) to be installed on the computer.

Mac users need to export PowerPoint to JPG or SWF slides and import them into the library.
Inviting Participants 
To invite attendees to a meeting, you simply click on the Invite icon next to the Meeting name under the "My Meetings" Tab. Enter email addresses of the person(s) you want to invite: (separated by a comma). You may edit the title as well as the message of the email. You may also send the invitation with you default email application (such as Microsoft Outlook) by clicking the Open My Email button. If you configured your meeting with schedule information, it will be included in the email message as well as the teleconferencing dial in number and passcode.
Starting a Meeting
To start a meeting, click on Start Meeting next to the meeting name under the "My Meetings" Tab and the meeting viewer will appear.
Meeting Features
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	Click this icon, to invite participants to your meeting
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	Click this icon, to begin application sharing
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	Click this icon, to start whiteboarding
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	Click this icon, to share files (PowerPoints, Pictures and Videos)



	[image: image6.png]



	Click this icon, to take a snapshot of your desktop
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	Click this icon, to send a file to participants
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	Click this icon, to stop or restart your meeting




Presenter Controls

	[image: image9.png]Selected attendee's permissions:

/H RV





	[image: image10.png]



	Click this icon and a participant’s name to give annotation rights 
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	Click this icon and a participant’s name to make them a presenter

	[image: image12.png]



	Click this icon and a participant’s name to start a web cam session
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	Click this icon to lock a meeting, remove a participant or unraise a hand


System Requirments

For Meeting Participants

· Windows XP, 2000, Vista, MacOS X, Linux and Unix 

· Internet Explorer 6.0 or above, Firefox 1.0 or above, Safari 1.0 or above 

· Macromedia Flash 7.0 or above 

· 56kbps Internet connection minimum. Broadband Internet connection is recommended. 

· Webcam (optional) 

· Speakers (optional) 

· Microphone (optional) 

For Meeting Moderators or Presenters
· Windows XP, 2000, Vista, MacOS X, Linux and Unix 

· Internet Explorer 6.0 or above, Firefox 1.0 or above, Safari 1.0 or above 

· Macromedia Flash 9.0 or above 

· Broadband Internet connection is required. 

· Webcam (optional)
Troubleshooting FAQ
Q. Can I host a meeting from a Mac or Linux computer? 

A. Yes, you can host a meeting, including sharing your screen, from a PC, Mac, Linux or UNIX computer.

Q. What features of Presenting require a software download? 

A. A small (under 2MB) download is required for Screen Sharing, Library Access, and File Transfer. All other features are accessible to a presenter without a download. Attendees require no download at all.
Q. Presenter control was passed over to me, but I cannot access the library content? 

A. Only the Moderator that starts the meeting can access the My Library content. Presenters can manipulate the content once it is brought into the conference from the Moderator. Presenters can access the Public Library.

Q. When I click on a file in the Messages window, nothing happens?
A. Most likely a Pop-Up Blocker is presenting the download window from showing. Try holding down CTRL and clicking the link, or disable your Pop-Up Blocker.
Q. What format does Library content have to be in?
A. The Library and Meeting Viewer supports the following formats:

· JPG Image files

· MP3 Audio files

· PPT, SWF, JPG Presentation files/folders

· FLV Video Files
Q. When I try to share my screen it tells me “Screen Sharing is Already in Progress”?

A. Only one person in a meeting can share a screen at a time.

Q. I am trying to play a video/audio file or show a Presentation while sharing my screen.

A. The Library content is not accessible while screen sharing is in progress.

Many fixes to any kinds of glitches can be resolved by using the “Restart Meeting” feature accessible next to the STOP sign on the Moderators screen. All attendees will be automatically re-logged into the meeting if this feature is used.
If you require further assistance, please contact our Customer Service department at 

1-888-203-7900.
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