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Web Conferencing with WeblInterpoint

This guide contains the basics for starting a Web conference with Weblnterpoint. Review the requirements first to
ensure you have everything you need then read on to learn about how to conduct the Web conference. If you need
additional assistance getting started, or if you do not yet have an account, please contact us at 1.888.203.7900 or

1.973.671.0040 (M-F, 8am — 8pm, ET, weekdays) or support@infiniteconferencing.com.

Requirements

Once you sign up for a WeblInterpoint account, you will receive unique Chairperson and Participant entry codes.
Advanced planning or reservations are not required with WeblInterpoint - you can begin conducting Web
conferences with up to 100 participants instantly. The system requirements for hosting and participating in Web
conferences are as follows:

General System Requirements

. Current operating system & browser
e Windows, Unix/Linux OS: IE 5.0+, Netscape 7.0+, AOL 7.0+, Mozilla 1.0+
® Maclntosh OS with Netscape 7.0+

. 56Kbps+ Internet connection (128+kps is recommended for application/desktop sharing)
ActiveScripting/JavaScript and cookies enabled

. Pop-up blocking software must be turned off — it interferes with WeblInterpoint
Additional requirements for Application Sharing (Presenters*)

. MS Windows OS with IE 5.0+ and ActiveX enabled

. 128Kbps+ Internet connection recommended
Additional Requirements for Viewing Shared Applications

. Browser with an enabled Java Virtual Machine(JVM)

. 128Kbps+ Internet connection recommended

* A “Presenter” can be the Chairperson or any Participant that receives control of the Web conference from the Chairperson. A Chairperson is
the person who starts a conference by logging in under “Host Conference”.

Logging In
Begin using your Weblnterpoint account by opening the Conference Entry page (Figure A) at
http://www.infiniteconferencing.com/join and logging in. When you open this page you are presented with login

forms for joining and hosting conferences. To host a conference, complete the “Host Conference” (left-hand side)
form using your Chairperson and Participant codes.

Figure A. “Conference Entry” window
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Host (Presenter) Controls

After you have successfully logged in you are presented with a new conference window. At the top of the
conference window is a toolbar (Figure B) containing buttons used to conduct and manage Web conferences.
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Figure B. Toolbar (Host controls displayed)

Starting a Web Conference Q

Since Weblnterpoint Web Conferencing does not require pre-planning or scheduling, once you have logged in to
your account you can immediately start a conference.

To start a conference:
1. Click the START button on the toolbar. A dialog window opens displaying instructions for inviting
participants to join the conference.

2. Instruct participants to visit the Conference Entry page (http://www.infiniteconferencing.com/join)
and to complete the “Join Conference” form using the Participant Code that you provide them with from
the start dialog window.

As each user logs in to the conference, the user’s name appears in the Attendee List. Note: Participants will be
unable to join a conference until the Host has started the conference.

Locking a Web Conference f?i ‘
The LOCK button appears immediately to the right of the STOP button once you have started your
conference. Click the LOCK button to prevent additional participants from joining — even if they have the
Participant Entry Code. To unlock, simply click the LOCK button again — it works like a toggle.

L]
Publishing a Document
Once you have logged in to your Weblnterpoint account you can either start a Web
conference or you can prepare for a presentation by publishing Microsoft PowerPoint™,
Word™, or Excel™ documents.

To “publish” documents:
1. Click the PUBLISH button on the toolbar
2. Click the BROWSE button in the Publish dialog window
3. Select a document file path using the file explorer window
4. Click the PUBLISH button in the Publish dialog window

After you complete these steps, your document is automatically copied and converted into a WeblInterpoint
presentation and saved into the presentation library. A status bar indicates the publishing progress. Once
publishing is complete, the first page of your document appears in the conference window.

To present previously published documents:
1. Select the presentation in the Published Documents list
2. Click the PRESENT button

To delete a published document:
1. Click the PUBLISH button on the toolbar
2. Click the DELETE PUBLISHED button in the Publish dialog window
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Presentation Tools di E> |1 - Beginning of Document j % B =

Use the NEXT, PREV and the Slide List on the toolbar to move within your presentation, document
sections or worksheets. Use the POINT button to toggle the Pointer tool on and off when you want to
highlight the content of your presentation. Use the MARKER button to turn on the marker tool when you
want to annotate the content of your presentation in real time. Choose from 15 Marker colors by clicking on
the down arrow on the MARKER button. To turn off the Marker, click on the MARKER button again. To
clear the annotation, advance to the next slide.

3

The FULL SCREEN button allows you to reduce the amount of desktop space used by the conference
window and maximizes the size of the presentation or document.

Full Screen

To use the Full Screen option, select the FULL SCREEN button on the toolbar. The Presenter and
participant(s) application windows will enlarge to fill their respective screens. A participant may choose at
any time to close the full screen by selecting the close button. Use of the CLOSE FULL SCREEN option
by a participant will only affect his or her individual screen. Use of the CLOSE FULL SCREEN button by
the Presenter will close the full screen for the Presenter and all participants.

Hand Raising @

The HAND RAISING button enables participants to raise a virtual hand either to capture the attention of
the Presenter or in response to a question asked by the Presenter.

To raise a hand, the participant simply clicks on the HAND button on the toolbar once to raise the hand and
again to lower the hand. A hand will appear in the roster on the Presenter’s screen next to each participant
that has “raised” his or hand. The presenter will also see a tally of raised hands at the top of the Roster.

File Transfer

The FILE TRANSFER tool is accessed through the Roster and allows Presenters to transfer any document
to one or all of the participants.

Presenter to One Participant

To send a file to one participant, right click on a participant’s name in the Roster and choose SEND FILE
from the Roster Options Menu. A dialog box will appear on the Presenter’s screen, select the file to be sent
to the participant and click on the SEND FILE icon in the dialog box.

The participant will receive a CHAT message with a link to click to download the file. The participant
clicks the link, which opens the file in a browser window and the participant then has the option to save the
file to a designated location.

Presenter to All Participants

To send a file to all participants, right click on the “All Attendees” item in the Roster, which opens the
Roster Options Menu and select the SEND FILE option.

A dialog box will appear on the Presenter’s screen, select the file to be sent to the participants and clicks on
the SEND FILE icon in the dialog box.
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The participants will receive a CHAT message with a link to click to download the file. The participants
click the link, which opens the file in a browser window and the participants then have the option to save
the file to a designated location.

Application Sharing @

The SHARE button allows you to share specific applications or your entire desktop, thereby enabling your
participants to view changes as you make them and to see applications unique to your desktop. Once you
have selected the SHARE button, and if this is your first time using the application sharing feature, you will
be prompted to accept a download. After taking the download you receive a dialog box that shows a list of
your currently running applications (Figure D).

Application Sharing @
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Figure D. Application Sharing. The Host could decide to
select one, multiple or all applications to be viewed or
controlled by participant(s).

To share an individual application:
1. Select one or more applications from the list by clicking the box next to the active application(s)
2. Select Performance Setting*
3. Click the SHARE SELECTED button

To share all applications:
1. Select Performance Setting*
2. Click the SHARE ALL button

To stop sharing:
1. Open/restore the Weblnterpoint application window
2. Click the CANCEL button
or
1. Double click the icon for Application Sharing in the system tray
Click the UNSHARE ALL button

If you would like to allow a participant to make changes to your shared application, you must give control to that
participant.

To transfer control to a participant:
1. Click on the Participant’s name in the Roster
2. Choose GIVE CONTROL

To regain control of the application:
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1. Click on the Participant’s name in the Roster and choose DISABLE CONTROL

*NOTE: The Performance Setting option allows you to optimize application sharing performance and quality. The
options are as follows:

e 4 bit color map (best speed),
e 8 bit color map (recommended),
e True Color (best quality).

Remote Control
Remote Control allows you to share application(s) on a participant’s computer. Both the Host and the
Participant have the ability to control the application(s) during Remote Control.

To Remote Control:

1. Right click on the Participant name in the Attendee List

2. Choose REMOTE CONTROL

3. Ifthe Participant has not previously shared an application with Weblnterpoint, he or she will be
prompted to accept a small one-time download.

4.  The Participant receives a dialog box that shows a list of currently running applications

5. The Participant selects the application(s) they want to share and clicks the SHARE SELECTED or
SHARE ALL button

To stop Remote Control (Presenter):
1. Right click on the Participant’s name in the Attendee List and choose STOP REMOTE CONTROL

To stop Remote Control (Participant):
1. Open/restore the Weblnterpoint application window
2. Click the CANCEL button
_Or_
1. Double click the icon for Application Sharing in the system tray
Click the UNSHARE ALL button

Creating and Conducting Polls E

You must enter polling mode by clicking the POLL button to create and/or conduct polls.

Click the NEW button to create a new question. Click the SAVE button to save the question.

To edit a saved question, select the question and then edit it in the Question field.

To remove a question, select the question and click the DELETE button.

Click the ADD button to add answers as needed.

To remove selected answers, select answers and click the DELETE button.

To the change order of an answer, select the answer and use UP and DOWN buttons.

Click the CONDUCT button to save the question and start the poll (conference must be started).

NS0 R WD =
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Make a Participant a “Presenter”

To promote a Participant to “Presenter” (allow them to control the web conference):
1. Right click on the Participant name in the Attendee List
2. Choose MAKE PRESENTER
3. The Participant is immediately promoted to “Presenter”. They will now have all Presenter control
buttons across the top of their Weblnterpoint window, and the Attendee list on the right-hand side.
Note: The Chairperson can retake the Presenter role at any time by clicking the PRESENT button that appears when
he/she has made someone else the Presenter.

Ending a Conference o 'ﬁ

When you are finished with your presentation click the STOP button on the toolbar to conclude the
conference and disconnect all Participants. At this point you are still logged in and can start a new
conference or publish a new presentation. If you are finished you can log out of your account using the
LOGOUT button on the toolbar.

Outlook Integration

An optional Microsoft Outlook add-on allows you to schedule, invite, start or join Weblnterpoint
conferences from within Outlook. To use this feature, you will need to run our quick and easy installation
kit available at
http://wip3.webdialogs.com/brands/INF/INF_Weblnterpoint/INF_Weblnterpoint install.exe. Follow the
on-screen instructions and be sure to check the “Outlook Add-in” option.

Once the installation is complete, simply start Outlook and proceed to schedule a new Appointment as you
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Figure D. Outlook “Appointment” window

Weblnterpoint v7.0 Page 6 Revised 2/3/2006




i nfi n ite Weblinterpoint v7.0 www.infiniteconferencing.com
QuickStart Guide 1.888.203.7900

Click this button to proceed to the Web Conference Details window and follow the directions on the left-
hand side.

Web Conference Details
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Figure E. “Web Conference Details” window

On-Demand Recording @\

There are two ways to record your Web conference: a Full-Service Recording, by making an advanced
reservation with Infinite Conferencing, or an On-Demand Recording. With the On-Demand Recording
service, you are in complete control. You can record your Weblnterpoint session along with your audio on
the fly with just a few clicks.

To begin, click the On-Demand Record button on the toolbar. This will bring up the Terms and Conditions
page. *IMPORTANT? There are additional usage charges for the On-Demand Recording - unless your
recording is less than 3 minutes. Also, the On-Demand Recording service will NOT capture any of the
following: polling, text chat, or displaying of MS Word or Excel files via “Publishing.” If you require any
of these features to be recorded, please use our Full-Service Recording.

Recordings will be archived (stored) on our system for 30 days only; they will be automatically deleted
after that. We highly recommend that you download and store them locally soon after making the
recording.

To dial into your audio conference (to obtain the audio for your recording):
Note: If sound is not required, skip to [To start your recording]
1.  Ensure your PC speakers/headphones are turned on and the speaker volume is adequate.
2.  Enter the toll-free, dial-in telephone number into the onscreen dial pad, then click [Dial].
3. The audio bridge auto attendant will be heard from the PC speakers or headphones.
4.  When prompted, supply your Participant Entry Code to join the recording system to the audio conference.

To start your recording:
Tip: Before you start the recording: a) have yourself dialed into the audio conference, and B) have your PowerPoint
slide or application sharing pre-loaded in Weblnterpoint. Remember, as soon as you start the recording you are “on
air”...
1. Enter a [Recording Name]. This name will appear in the recording archive once the recording is finished.
2. Click on the [Start Recording] Button. A recording icon will appear on the browser status bar. The recording
window will close automatically to allow for viewing of the conference window.
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Figure G. Recording [New] Tab. This is where the host dials into the conference,
starts and stops the recording, and names the recording.

To stop your recording:
Note: If you end your Web conference session without explicitly stopping the recording, the recording will be
automatically stopped for you (and saved).
1. When you are ready to stop the recording, select either the recording icon in the status bar or in the toolbar.

2. Click [Stop Recording]. /

. Recording %
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Close

Figure H. Archive Tab. This is where you can download your
recordings for up to 30 days.
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To download your recording:

1. The Archive tab will automatically open when you explicitly choose [Stop Recording]. If you are
returning to Weblnterpoint to retrieve a previously made recording, click the On-Demand Recording
button and navigate to the Archive tab. From the Archive tab you can download your recording(s). The
recording can be downloaded as either an executable (.exe) file or as a compressed archive (.zip) file.

2. Click either the [Exe] or [Zip] link to initiate the download then select the location on the PC to for the

server to place the file(s).

To play the recording (for yourself):

Note: On-Demand Recording uses Macromedia’s Flash technology. The resulting media files from your

recording automatically play in a browser via Flash.

1. If you downloaded the executable (.exe) file, simply run/open it to commence playback.

2. Ifyou downloaded the Zip file, use a decompression utility to “Extract All”. In the target directory
(where you extracted from the Zip file), open the play.html or play.exe.

To make the Recording available for others:
Note: The recording media files are too large to e-mail to people, therefore, you will need to put the files on
your Website, or another suitable Web server, for people outside your local network to access:

1. Open an html editor, ftp program or other suitable application for working with your Web server

2. Create a new folder on your Web server (i.e. “meetingl”)

3. Copy the all files extracted from either the .exe or .zip file to the new folder**

4. Test your link/URL to the "play.html" (i.e. www.mywebsite.com/meeting1/play.html )

5. E-mail the link to people or publish it on your Web site.
**Both the self-extracting executable (.exe) and the Zip (.zip) file contain the same files. They include the following 5
files: Datal.wdx, Params.wdi, Play.exe, Play.html, & Play.swf

To delete a recording:

1. Navigate to the Archive tab if you aren’t already there.

2. Press the [Delete] button next to recording you wish to delete.

For additional help, access the online help through HELP F?D button on your WeblInterpoint toolbar or call us at
1.888.203.7900 or 1.973.671.0040 (M-F, 8am — 8pm Eastern, weekdays).
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