0 ONLINE MEETING AND CONFERENCING
A MINORITY-OWNED BUSINESS ENTERPRISE
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Camera

Video Conference

v" Host B¢ oN
‘/ GueSt m OFF
Webinar

v" Host S DISABLED

Click the Camera icon to turn your webcam On or Off.

e The camera icon will appear disabled if you lack permission or ability to stream video.

Microphone
Video Conference

v" Host @ ON

v" Guest . o
Webinar ‘ :

v" Host &  DIsABLED

e Click the Microphone icon to turn your microphone On or Off.
e The microphone icon will appear disabled if you lack permission or ability to stream audio.
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~ Conference Details
@ Weekly Sales Meeting

Call In: 5= US +1(206) 928-9280 & David Smith
Conference ID: 146-2987

~ Attendees (2)
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Overlay

Video Conference
v" Host
v' Guest
Webinar
v" Host
v' Guest

Use the overlay to control your own video or other participant's videos.

e Full Screen: Put this image in full screen.
= Hit ESC (escape) on your keyboard to get out of full screen.

e Pin/Unpin Video: Pinning an image makes it the large video in the center of the meeting at all
times.

e Picture-in-Picture: Pops the camera image out of the browser window.

e Use Speaker/Tile Layout: Toggle between Speaker Layout and Tile Layout.

e Mirror Self Video (only available for your own camera image): Flips your camera image
horizontally.

e Stop Video (only available for your own camera image): Turns your camera image off.
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C & m4demo.videoconferencinginfo.com/meeting/?id=1462987 - 6 Guest

~ Conference Details

[# Weekly Sales Meeting
Call In: == US +1(206) 928-9280 4} David Smith

Full Screen

Pin Video
¥ Attendees (2) Picture-in-Picture
DOOEC
Mirror Self Video
David Smith m & =
Stop Video
Isabella Heal L T
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Screen Sharing

Video Conference
v" Host
v' Guest
Webinar
v" Host

Screen sharing can be used to show documents, websites, pictures, and other files from your computer
to your participants.

e Click the Screen Sharing icon to open the screen selection dialog.

e Entire Screen: Share your computer's desktop and all visible application windows.

e App Window: Share one specific application window.

e Chrome Tab: Share a specific tab from Chrome.

e The screen sharing icon will appear disabled if you lack permission or ability to screen share.

®0® v ® x +

< C @& mddemo.videoconferencinginfo.com/meeting/?id=2099265 - e Guest

E .. @ Q .J i _

mademo.videoconferencinginfo.com wants to share the contents of your screen. Choose what you'd
like to share,

¥ Conference Details
Weokly Sales Mastina Your Entire Screen Application Window Chrome Tab
Call In: 5 US +1 {206) 928-9280 & s vel
Conference ID : 209-9265

-
(o] &]o]s]

G Google

~ Attendees(2)
(= [=~]¢ [
s ]
David Smith [ |
)
Isabella Heal - &

Cancel

7

Genesis VideoToGo - Meetings User Guide - 4



Chat

Video Conference
v" Host
v' Guest
Webinar
v" Host
v' Guest

Send chat messages to participants.

e Click the Chat icon to open the chat window.

e Public Chat: during a video conference, public chat is available between all participants.

e Private Chat: during a video conference, private chat is available between individual
participants.

e Host Chat: during a webinar, the host can chat with each attendee, and attendees can only chat
with the host.

e The chaticon will appear disabled if you lack permission or ability to chat.

® ® #s VeI ® X +

& C @& m4demo.vi inginfo.com/ ing/?id=2099265 = ) cuest

¥ Conference Details

Weekly Sales Meeting
CallIn: =5 US +1(206) 928-9280 4
CoMerence ID 209 9265

David Smith - &

Isabella Heal [ T ]

PublicChat  Isabella Heal (21:26): This is a message to
_everyone connected to the meeting.
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File Sharing

Video Conference

v" Host

V' Guest
Webinar

v" Host

V" Guest

File Sharing is used to present uploaded files to your participants or to upload and download files.

e
&

Click the File Sharing icon to open the file sharing window.
Your Files: All files you have previously uploaded.
Meeting Files: Files that have been shared with this meeting by you or other attendees.
Upload: Add new file(s) from your computer.
Open: Preview file and start presentation.
Share/Sharing: Allow specific people to have access to your file or share it with an entire meeting.
=  When shared with a meeting, the file will appear in the Meeting Files list for that meeting and all
participants will have access to the file.
= When shared with a specific user, the file will appear in that user's Your Files > Shared With You
folder.
Save: Saves a copy of the selected file to Your Files.
Download: Save a selected file to your computer.
Delete: Delete one of your files.
The File Sharing icon will appear disabled if you lack permission or ability to share files.

® 4 va ® x +

C & mé4demo.videoconferencinginfo.com/meeting/?id=1462987 - 8 Guest

[# Weekly Sales Meeting
Call In: =5 US +1(206) 928-9280 &

~ Attendees (2)
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David Smith L
Isabella Heal - &

~ Conference Details

Genesis VideoToGo - Meetings User Guide - 6



File Sharing

Your Files Meeting Files

Show AllFiles / PDF Only @ Show AllFiles / PDF Only @

Name Sharing Name Owner
[ Assembly_Instructions_MK_2020.pdf Private A Assembly_Instructions_MK_3030.pdf Isabella...
[ Assembly_Instructions_MK_3030.pdf a8 Shared

[ Presentation for Updates and Features.pdf Private

[ Presentation_for_Updates_and_Features.pptx Private

[ Product_Launch_Video.mav Private

| Sales Charts Private

Uploading Files:

e C(Click on the Upload button to start uploading files to your meeting.

e You can drag and drop files from your computer onto your browser to get them ready to upload or...
e C(Click on the upload icon to browse for files instead.

e Folder Options: Click on Create a New Folder to upload your file(s) to a new folder.

e C(Click on Upload Now to upload your file(s).

Upload Files

&8

Drop Files Here to Upload
Or click here to browse.
(Max 25 files per batch / Max 100 MB per file)

Name Status

December Salesxisx Ready to upload

January Sales.xlsx Ready to upload

Folder Options

Sales Charts

Files uploaded in this batch will be added to folder: Sales Charts

Cancel Upload Now
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Presenting and Showing Files:

e Select a file from the list and click on the Open button.

e The file will open in a preview mode so you can prepare any mark-up or go to the right page.

e When you're ready to start showing your file to everyone connected to the meeting, click on the
Start button.

88 v ® x +
T

C @& mademo.videoconferencinginfo.com/meeting/?id=1462987 » 6 cuest
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Assembly_Instructions_ MK_3030.pdf

Start o@ Q x
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e Use the different tools to navigate your document and to add mark up.
e C(Click the Stop button when you do not want other participants to see your file anymore.
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Media Player

Video Conference
v" Host
v' Guest
Webinar
v" Host
v' Guest

Use the Media Player to play videos and audio files in your meeting.

Click the Media Player icon to open the Media Player.
Paste a supported link in the field and click Load.

= Supported Web Links: YouTube, Vimeo, DailyMotion, Wistia, Vidyard, Twitch, Streamable,

SoundCloud, Mixcloud
= Supported File Types: mp3, mp4
o Note: You must use a direct link to the file that is hosted on a public website

Click the Play button in the bottom left to play the video for all participants.
You can pause, fast forward, and rewind the video or audio for you and your participants.
The Media Player icon will appear disabled if you lack permission for the Video Player.

< C & mademo.vi ingi ing/2id=1462987 » ) Guest

4 © @

8 it

#
David Smith

Media Player

® http:/fyoutu.be/Bj7J6tldYsc
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Invitations

Video Conference
v" Host
Webinar
v" Host

Send Invitations to meeting participants.

ene #3 Vel ® x +

<« C & mademo.vi ingi 2id=1462987 = O cuest

~ Conference Details

[# Weekly Sales Meeting

Call In: 55 US +1 (206) 928-9280 & David Smith
987

~ Attendees (2)

LTS
David Smith LK 2
Isabella Heal -6

e Click the Invitations icon to invite participants to your meeting.
e SMS: Type a user’s cell phone number to send a text with the link for your meeting.
= Can only be used with the Open Meeting Link.
= Cannot be sent to Special Attendees.
= One cell phone number allowed per time.
e Email: Enter email addresses to send the Open Meeting link here.
= To enter multiple email addresses, separate email addresses with a comma.
e Special Attendees: Anyone added as a Special Attendee will be added to this section.
= Delete and Add Special Attendees using the drop-down menu near the top right of the
Invitations window.
¢ Adding from Contacts: Click to open your Contacts window. Quickly add previously saved
contacts.
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Invitations

Meeting

Weekly Tech Meeting

SMs @

v Email &= David Smith %  Chat Moderator %

B Add recipient from contacts

Meeting Name:
Weekly Tech Meeting

Date / Time:

Tue Dec 15 2020 1:30 PM (CST/UTC-06:00)

Conference Call:
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Breakout Rooms

Video Conference

v" Host
Webinar
v" Host

Send your participants to breakout rooms for privacy. Bring them back when they’re done.

® sAva ® x +

[ ]
< (o] & médemo.videoconferencinginfo.com/meeting/?id=1462987 - {9 Guest

~ Conference Details

[# Weekly Sales Meeting
Call In: = US +1(206) 928-9280 &
Conference ID: 146-2987

¥ Attendees (2)

EIEAEDER
David Smith LU
Isabella Heal L T

e  Click the Breakout Rooms icon to start moving your participants into additional meetings.
e  Click on New Breakout Room button and type a Meeting Name.
e Select users from the drop-down menu on the left-hand side of the screen and click the Move button.

Breakout Rooms

This Meeting Breakout Rooms

New Breakout Room +

Hawaii Team| v
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Breakout Rooms

This Meeting Breakout Rooms

Isabella Heal Gerry Nives New Breakout Room  +

Austin Team

®  Hawaii Team

e Use the drop-down menus on the right-hand side of the screen to select users connected to Breakout
Rooms.
e  (Click the Move button to bring them back into your original meeting.

Breakout Rooms

This Meeting Breakout Rooms

New Breakout Room 4

®  Austin Team

Charlie Harrison Tamika Henry
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Recording

Video Conference
v" Host
Webinar
v" Host

Record either the full conference or a single user.

e Recording can be started and stopped by using the icon at the top of the screen.
e When a recording is finished, you will access it from your Account Dashboard.

[ ] #3 vel @® x +

[ ]
& c @ mademo.videoconferencinginfo.com/meeting/?id=1462987 - e Guest

Record single user
¥ Conference Details

[# Weekly Sales Meeting Record full conference

Call In: 1 US +1 (206) 928-9280 & Stop Recordin,
Conference ID : 146-2987

~ Attendees (2)

David Smith

Isabella Heal [ T

e Click the Recording icon at the top of the screen.

e Select Record full conference to record all video participants and anything shown through
screen sharing.

e Choosing the option to Record single user captures the video of this participant and all audio for

the meeting.
= Screen sharing is not captured using this mode.
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Record a single user

Select a single user to record.
The video of the selected user will be recorded
Audio of all participants will be recorded

David Smith

Isabella Heal

e Click the Recording icon again to Stop Recording.

® #3 vel @® x +

[ ]
& C @ mdademo.videoconferencinginfo.com/meeting/?id=1462987 - 5‘\‘ Guest

~ Conference Details o

[# Weekly Sales Meeting
Call In: 1 US +1 (206) 928-9280 <*
Conference ID : 146-2987

b - |
~ Attendees (2)

BEEEE

David Smith LU

Stop Recording \

Isabella Heal - &

e To access your recording, leave the meeting and click on the Recordings icon in your Account
Dashboard.
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Go Live and Streaming

Video Conference

v" Host
Webinar
v" Host

This feature allows you to stream your meeting to another service (YouTube, Facebook, Twitch, etc.)

e Click the Go Live button.

® 4 v ® x +

®
& c & mademo.videoconferencinginfo.com/meeting/?id=1462987 [ ] 7(:\‘ Guest

~ Conference Details

[# Weekly Sales Meeting
Call In: 1 US +1 (206) 928-9280
Conference ID : 146-2987

T
~ Attendees (2)

BEEE

David Smith - &

Isabella Heal [ T

e Enter your Stream URL and Stream Key for whichever service you're sending your meeting to.
*= These values are found within your streaming account.
*= Do not share your Stream Key with anyone!

RTMP Live Streaming

Enter your Stream URL and Stream Key

You can stream live to any RTMP endpoint (Facebook Live, YouTube Live, etc.) by
entering the RTMP URL and Stream Key for the service. All video and audio from
this meeting will be streamed

rtmp://a.rtmpyoutube.com/live2

svgf-ebgp-bb78-fecy-8eqq
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Sidebar

Video Conference
v" Host
v' Guest
Webinar
v" Host
v' Guest

The sidebar contains the User List, Conference Details, as well as meeting controls for the Host.

e Click the menu icon in the top left to open the sidebar.

Conference Details:

e Displays the Call In Number(s) and Conference ID.

e Click the Globe Icon to see the International Conference Numbers available to participants.

e Users will dial the number for their country and use the same Conference ID that is listed in the
Conference Details.

°
- C @& mademo.vid ingi neeting/?id=1462987 = ) Guest

)

f /I -
~ Conference Details » v

[# Weekly Sales Meeting s
Call In: 1 US +1 (206) 928-92 David Smith
Conference ID: 146-2987

BB

~ Attendees (2)

(=] =]+« 8
David Smith LN
Isabella Heal [ T
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L] @ Select_Access.pub

x o+

ferencir

Select_Access.pub

Alabama

Birmingham (205) 639-0001

Arizona

Phoenix (480) 297-0061

California

Los Angeles
Oakland
Sacramento
San Diego
San Francisco
San Jose

(213) 992-4640
(510) 227-1017
(916) 588-1097
(619) 550-0986
(415) 655-0249
(408) 550-1724

Colorado

Denver (303) 993-0074

Connecticut

Hartford (860) 970-0199

District of Columbia

Washington (202) 864-0353

Florida

Jacksonville (904) 512-0099
(305) 677-1033
(407)337-0191
(813) 850-0013

Orlando
Tampa
Georgia
Atanta (404) 801-3222
Hlinois
Chicago (312) 348-8651
Indiana
Indianapolis
Kentucky

Louisville:

(317) 559-5415

(502) 242-0001

Louisiana

New Orleans (504) 383-0002

Maryland

Baltimore (410) 844-0095

Massachusetts

Boston (617) 213-1242

Michigan

Detroit (313) 209-3088

Minnesota
Twin Cities (612) 345-3002
Mississippi

Jackson (601) 882-0077

Calgary
Edmonton
Halifax

Hamilton
Montreal

(587) 316-9305
(587) 410-4214
(902) 701-7719

(289) 768-0028
(438) 794-9206

Missouri
Kansas City
St. Louis
Nevada
Las Vegas

New Jersey
Newark

New York
Buffalo

New York City
North Carolina
Charlotte
Raleigh

Ohio
Cincinnati
Cleveland
Columbus
Oklahoma
Oklahoma City
Oregon
Portland
Pennsylvania
Philadelphia
Pittsburgh
Rhode Island
Providence

Tennessee
Memphis
Nashville
Texas
Austin

Dallas
Houston

San Antonio
Utah

Salt Lake City

Virginia
Richmond

Washington
Seattle
Spokane
Wisconsin
Milwaukee

Ottawa
Quebec City
Toronto
Vancouver
Winnipeg

(816) 659-0001
(314) 932-0209

(702) 359-0440

(862) 902-0099

(716) 748-0992
(646) 307-1851

(704) 970-0043
(919) 324-0006

(513) 3860134
(216) 282-0591
(614) 907-7850

(405) 875-0102

(503) 360-0001

(267) 507-0091
(412) 430-0110

(401) 283-7133

(901) 267-0001
(615) 810-0001

(512) 807-0003
(214)997-0133
(832) 413-0162
(210) 714-4023

(801) 448-0007

(804) 665-0021

(206) 743-0193
(509) 413-0002

(262) 439-0043

Canada Access Numbers

(613) 6863261
(581) 702-8923
(647) 503-3824

(604) 7571372
(204) 272-4820

/meeting-conference-access-numbers.pdf

Argentina
Buenos Aires
Australia
Brisbane
Melbourne
Perth
Sydney
Austria
Nationwide
Belgium
Brussels
Brazil

Sa0 Paulo
Bulgaria
Sofia

Chile
Santiago
China
Hong Kong
Costa Rica
Nationwide
Croatia
Zagreb

+54 11 5984 4002

+61731528502
46138820 5697
+61 86556 1302
461280152835

+43 720883 950

+3225884183

4551131986124

+359 2495 2689

456 22 938 2481

+852 5803 3043

+506 4000 3944

438517757116

Czech Republic

Prague
Denmark
Nationwide
Estonia
Nationwide
Finland
Helsinki

Berlin
Munich
Greece
Athens
Hungary
Budapest
Ireland
Dublin
Israel

Tel Aviv
Italy
Milan
Rome
Japan
Tokyo
Latvia
Nationwide
Lithuania
Vilnius

Nationwide

+420255719 114

+4578773843

+372880 1352

+358 974790175

4331700699 76

+49 30 22403074
+4989 14367053

+3021 03009912

+3618480341

+3531 5314863

+9723 927 4614

+3902 9475 2988
+3906 9480 2258

+8134579 0086

+371 6868 8105

437052111764

+371 6868 8105

Malaysia
Kuala Lumpur
Mexico
Mexico City
Netherlands
Amsterdam
New Zealand
Auckland
Norway
Oslo
Panama
Panama City
Peru

Lima

Poland
Warsaw
Portugal
Lisbon
Puerto Rico
San Juan
Romania
Bucharest
Russia
Moscow
Singapore
Nationwide
Slovakia
Bratislava
Slovenia
Ljubljana
South Africa
Johannesburg
South Korea
Seoul

Spain
Barcelona
Madrid
Sweden
Stockholm
Switzerland
Geneva
Zurich
Turkey
Istanbul
Ukraine
Nationwide

USA Access Numbers International Access Numbers

+60 392121965

+52 554163 2563

+31202620975

+64 9801 0553

+4721999415

4507833 9672

+511708 6894

+48221168061

+351 308 805456

+1787 945 0205

+40317106112

+74993467795

+65 3158 2645

+421 23332 5680

+386 18280349

+27 105904608

482260222370

+34932206527
434911337129

+46 8403 088 14

+41225083033
+4144 5083062

+90 216900 1103

+46 8403088 14

United Kingdom

Birmingham
Liverpool
London
Manchester
Nationwide

Effective as of March 2019

+44 121 667 7163
+44 151 909 3032
+44 203393 1073
+44 161 464 6773
+44 330 088 9562

Edit Meeting: Change settings for your meeting.
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¥ Conference Details

eekly Sales Meeting
aiIn: 1 US +1(206) 928-9280 &

Conference ID : 146-2987

{ or J
EEEE

~ Attendees (2)

EEOE

David Smith LU

Isabella Heal - &

Edit Meeting

Note:

Updates to Details or Settings will not be immediately applied to this session. Existing users must refresh/reconnect to see any changes.

Details Settings Attendees Summary

Meeting Name @ *

Weekly Sales Meeting

Start Date / Time @

December 3, 2020 2:00 PM

End Date / Time @

December 3, 2020 10:00 PM

Time Zone @

CST/UTC-06:00

Repeat @

Every Week

e Entry and Exit Chimes: Click to toggle whether or not you and your participants hear the chimes
when users connect and disconnect.

e Lock Conference: Click to toggle whether or not new participants can join.
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¥ Conference Details

[# Weekly Sales Meeting
Call In: =1 US +1 (206) 928-9280 &
Conference ID : 146-2987

~ Attendees (2)

ENESERER

David Smith

Isabella Heal

e Kick Participant: Select a participant to disconnect from your meeting.

® 4 va @® x +

[ ]
& c @ mademo.videoconferencinginfo.com/meeting/?id=1462987 - e Guest

¥ Conference Details

[# Weekly Sales Meeting
Call In: =1 US +1 (206) 928-9280 &3

~ Attendees (2)

EIESEIEE

David Smith - &

Isabella Heal [ T
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Kick Participant

User Name: |sabella Heal

Isabella Heal

e Change Camera/Mic: Ability to change your camera, microphone, and speaker settings.

[ ] #3 vel ® x +

®
< (6 & mademo.videoconferencinginfo.com/meeting/?id=1462987 m 9 Guest

¥ Conference Details

[# Weekly Sales Meeting
Call In: ™ US +1 (206) 928-9280 & David Smith
Conference ID : 146-2987

~ Attendees (2)

EEIE

David Smith LU I

Isabella Heal [ T 3

e Available devices can be selected from the dropdown menus.

Change Camera / Microphone

Camera

FaceTime HD Camera

Microphone

Default - Internal Microphone

Speakers

Default - Internal Speakers
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Attendees List:

e Displays all users currently connected to the meeting.
e Authenticated users can hide all videos and mute all participants.

® sva @ x +

°
€ C @ mademo.vid ferencinginf eeting/?id=1462987 = ) Guest

¥ Conference Details
[# Weekly Sales Meeting

Call In: 1 US +1 (206) 928-9280 &
Conference ID: 146-2987

e v
~ Attendees (2)

(=1 ~]+]« NN

David Smith LU

Isabella Heal - &

e Hide all Videos: Click to hide all of the active guest videos on screen.
e Unhide all Videos: Bring active guest videos back on screen.

e Mute all Audio: Click to mute all guests connected to your meeting.
e Unmute all Audio: Allow users to speak.
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¥ Conference Details
[# Weekly Sales Meeting

Call In: 1 US +1 (206) 928-9280 & David Smith
Conference ID: 146-2987

~ Attendees (2)

David Smith L

Isabella Heal - &
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Live Polling

Video Conference
v" Host
Webinar
v" Host
V" Guest

During webinar guests can raise their hand in response to questions or for attention, and the Host can
view the status of all hands.

e Hand Raise (Host):
=  Total number of hands raised.
= Clear Hands button will remove all hands.

[ ] #3 Vel ® x <+

[ ]
& c @ mademo.videoconferencinginfo.com/meeting/?id=1462987 - e Guest

¥ Conference Details
[# Weekly Sales Meeting

Call In: 1 US +1 (206) 928-9280
Conference ID : 146-2987

e -
~ Attendees (2) Raised Hands: (1)

BEEmEE

David Smith LU S

Isabella Heal &9
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¢ Hand Raise (Guest):

® 4 va @® x +

°
- C @ mademo.vid ferencinginf eeting/?id=1462987 = ) Guest

¥ Conference Details
Weekly Sales Meeting

Call In: &1 US +1(206) 928-9280 &
Conference ID: 146-2987

“» 0 v

~ Attendees (2) Raised Hands: (1)

DEDEE

David Smith LU

Isabella Heal " & 9
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Exit

Video Conference
v" Host
v' Guest
Webinar
v" Host
v' Guest

The Exit feature allows the Host to end the meeting session and send all participants to the exit page.

e Click the exit icon from the meeting header.

(R}

¥ Conference Details
[# Weekly Sales Meeting

Call In: &1 US +1(206) 928-9280 & David Smith
Conference ID: 146-2987

e v
~ Attendees (2)

(= [=~[+ ]}

David Smith - &

Isabella Heal [ T 7

e Disconnect All: Only available to authenticated users, not guests.

- e Guest

»= Send all guests to the exit page, and logout: All guests leave the meeting and are sent to

the exit page.

= Disable this meeting to prevent further access (cannot be undone): Deletes the meeting

from the account.
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Exit Meeting

Disconnect All Leave Meeting
1 just want to leave the meeting

¥ Send all guests to the exit page, and logout

Disable this meeting to prevent further access
(cannot be undone).

OR

e Leave Meeting:
*  You disconnect from the meeting.
* Anyone currently connected will remain connected.
*= Does not prevent users from joining.
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