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OMNIPRESENT (HTML5)

OmniPresent Login Page
You may sign in using either of the following:

e Confertel website: https://confertel.net/webinar-services/ then click on “Join a

H ”
meeting.
. Call Us Now: 1-866-930-4500 =] Customer Login | % Join a Meeting | (% SIGN UP
AUDIO CONFERENCING v WEB CONFERENCING~ WEBINARS v ﬁv ABOUT v
CanﬁrTCl aCivicom Company
Webinar Solutions
We provide everything you need to host a flawless webinar.
Most Popular
Managed Webinars
Closed Captioned Webinars Self Managed DIY Webinar with

Registration

Professional Moderator/Operator

Professional Moderator/Operator

OR

e Direct URL: https://af.confertel.net/omniPresentLogin.xhtml
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OMNIPRESENT (HTML5)

Below is the user interface for the login page:
ConﬁrTcl.mw

OmniPresent Login

Click here for a System Compatibility Check

Join as: * Participant -
Click here for the Moderator Guide
. . . . Passcode: *
OmniPresent web meetings require no plug-ins or downloads to get started.
Name: *
Email: *
Country: * United States of America v

***x please note that only 1 host can login using the login steps. *

Login as a host:

1. Note that the default in “Join as” field is “Participant.” Make sure to switch this part
by clicking the drop-down arrow then select “Host.”

ConferTel .cmicomcomen
OmniPresent Login
Click here for a System Compatibility Check $ Join as: * [Pamcipant [ = I
Click here for the Moderator Guide
. . . Passcode: *
OmniPresent web meetings require no plug-ins or downloads to get started. Host
Name: *
Email: *
Country: * United States of America -
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2. Enter your ***6-digit passcode and ***4-digit pin then click “Join.”

= ]
CCanﬁrTel e e—

OmniPresent Login

Click here for a System Compatibility Check Join as: * Host -

Click here for the Moderator Guide

Passcode: * 42

<=
Pin: * e <:
&

OmniPresent web meetings require no plug-ins or downloads to get started.

3. You'll be led to the screen below to set select the camera, speaker, and microphone
set-up screen.

Welcome

Please check your devices and choose how to join

@ Flip my image locally

& | USB2.0 VGA UVC WebCam (04f2:b52b) v
o  System Default Speaker Device v

& | Default - Microphone (Conexant SmartAudio HD) ~
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Setting up the room

Highlighted are device names based on the equipment that are either attached or
those that are built-in through the device you are using. In case there are external
equipment (webcam, speaker, and/or mic) that are properly connected to your
device, those will be included as one of the options available which will display upon
clicking the dropdown arrow.

1. As the host, select the necessary equipment to be set (webcam, speaker, and
microphone) then click “Turn on microphone and camera” to get inside the

meeting room.

*You may also select either “Just listen” and have everything else set once you’re
inside the room.

Welcome

Please check your devices and choose how to join

@ Flip my image locally

& USB2.0 VGA UVC WebCam -

o System Default Speaker Device v

&  Microphone (Conexant SmartAudio HD) -
inl

*Note: A message prompts to allow mic and camera access of your unit based on
the browser you're using. *



1. To turn the camera on or off, just click on the camera icon at the top left corner of

the room. The green light shows up as indicator once it's turned on. Just click the
same icon again to have it turned off.

To turn on your microphone, click the mic icon next to the camera icon. The green
light shows up that indicates it's turned on plus the circle around the initials of your

name appears to be illuminating due to the sound. Click the icon again then it turns
the mic off.

You unmuted your audio
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II.

OMNIPRESENT (HTML5)

Upload a document for presentation - Accepts various file types. However, for
the purpose of presentation; PPT, PDF, and WORD (doc, docx) are common file types

used as presentation materials.

Depending on the size of the monitor you're using, either the content
library icon displays predominantly (see screenshot below) -
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For smaller screen resolution, click on ellipsis icon (...). A toolbar comes up then
select the content library icon.

Follow the steps below after clicking the content library icon on how to upload your
materials.

1. Go to “"Media” tab then click on “Create new.”

Content library x

:

B Mowtodo =1
+ Lipload fia

B A YouTule vidan
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TO UPLOAD PPT, PDF, OR WORD

2. Click “Upload file”

M Media

Content library

»m

0 Create new

New folder

4+ Upload file

£ —

M Polls

3 Add YouTube video

OMNIPRESENT (HTML5)

3. File upload screen comes up then select the storage in your desktop where the
document is located then click "Open” (see example below).

@ File Upload

Folder where file is under
&« v > ThisPC » Documents

Organize v New folder

.dropbox.cache *

Audacity

A
Name

Archive

FILE LOCATI%rng

! This

Date modified

3/18/2020 3:34 PM
1/9/2019 11:40 AM

9 TL recommendation.txt 2/27/2019 2:36 PM

@ Error found.pptx

4/10/2018 4:58 PM

33 ThoughtLight 2.0_QA TEST MODULE O1....  12/3/2018 5:59 PM

(2 Thoughtlioht OA Tect M,

dule v01.pdf 7/26/2018 4:05 PM

D Music

[&] Pictures

B Vvideos

5 Local Disk (C:)
<= DATA (D)

¥ Network
v

13 ThoughtLight.pptx

4/10/2018 3:49 PM

File to be uploaded

Type

File folder

File folder

Text Document
Microsoft PowerP...
Microsoft Word D...
Adobe Acrobat D...

Microsoft PowerP...

X
v O Search ThoughtLight r

=~ @ @

Size

1KB
376 KB
250 KB
1,181 KB
8,385KB

File name: | ThoughtLight.pptx
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4. Upload media window comes showing the status of the upload.

X
Upload to media library

@ ThoughtLight pptx Uploading o

{

Upload status

Cancel

5. Wait until the upload status shows as "COMPLETE."” Then click “Done.”

Upload to media library

B3 ThoughtLight pptx
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6. Once completed, the document shows up under the media tab.

Content library

B koo L

ﬂ o

7. Hover the mouse at the right side of the file name then an eye icon appears.
Click on that icon to see a preview before opening the document.

Content library X
AR Media il
0 Create new
Name = -

B bugs@glidecentral.com.docx

@ Conferencing User's Guide

B ThoughtLight pptx
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8. Click on the right or left arrows to browse the pages of document while on
preview mode.

Content library X

B bugs@glidecentral com docx
@ Conferencing User's Guide

[ ThoughtLight pptx

= | ——)

Cratenem Thou gRtL ight= Fassurss

9. Then click on "Show” to display the full presentation.

Content library X
B Media @ Pols

e Create new

Mams = —

B bugs@glidecentral com docx
@ Conferencing User's Guide

B ThoughtLight pptx

L= | ——

Cieicaom Theunkilighi= Feasunss

o
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10. At the top right-hand corner of the presentation are share screen controls. Below
is the description for each icon.
e 1-Zoom in (enlarge view)
e 2 -Zoom out (shrink view)
e 3 - Fit to screen
e 4 - Full screen
e 5 -_Close

[ ] ThoughtLight pptx (page 1 of 16) @ e l'1" FD X
LJ J

Content library X

® Media

e Create new

Name = =

-

R
gE

N

» I FolderA-6/15/2020

» I8 Folder B - 6/16/2020

» I Folder C - 6/17/2020

@ bugs@glidecentral.com.docx

@ Building "If-Then" Statements in

B ThoughtLight.pptx

P ICIQIOICISIISL

Also, there are left and right arrows to hide either the left or right section of the
page -

e 6 - Hide page thumbnails

e 7 — Hide whiteboard icons

i a s ThoughtLight pptx (page 1 of 16 o x

Content library X ghtLight ppix (pag: ) ®0 &
|-

. (OL-L 7>,

e Create new

Name = =

—_IE

» @ Folder A-6/15/2020

» I8 Folder B - 6/16/2020

» I Folder C - 6/17/2020

@ bugs@glidecentral.com docx

@ Building "If-Then" Statements in

@ ThoughtLight pptx

0 S0000O®
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A. Add “YouTube” video - include a video presentation coming from the “YouTube”
website by doing the following steps:

1. Click on “Add YouTube video.”

Content library X
M Media M Polls
e Create new
New folder =

4 Upload file

& @ Add YouTube video >

2. A window comes up then enter the YouTube URL inside the field then click “Add.”

Add YouTube video
Paste YouTube link

Eﬂ ttps://www.youtube_com/watch?v=r

3. Link displays under the media library tab. Double click the link to have the video
displayed on presentation view then click the play button.

Building "f-Then" Statements in Excel : Advanced Microsoft Excel

@ create new

Name &

~ W FolderA- 6/152020

I
‘!’Iqj E:

» B Sub 1-Folder A-6/15/2020

1]
I

@ bugs@glidecentral com docx
e
1

@ Conferencing User's Guide. .

1./

I © Building "If-Then" Statements in I i
1

@ ThoughtLight pptx 1
»
el
o

I
!H}}l

fz

Lo "
|22 brvsawnan. -y [
Wl . Eonrre. o e ey e LA

(3 )

A
v 5 e

“

3

§ hpurnin, Luia

7 Apatng, e »
B Asatum, o

y .

1 ‘Weme Ran

11 Ganeren. Omve.

|§ Boba Erve A

4

I

%

w

s

13 o
2

2 L

d
o
Lol
o
o
o
N
Y
0y
o

23Ugeg - <2
§E§§i§§!ii
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B. Create folder - in case there are multiple files uploaded inside the library, you may
create various folders as a way to organize your media library. Below are the steps:

1.

Content library X

M Media M Polls

0 Create new

' New folder =

2 Upload file

= @ Add YouTube video

2. Enter name of folder then click “Add.”

3. Folder created should display under the media library tab.
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Create new folder

Folder A - 6/15/2020|

Cancel

Content library X

B Media M Polls

9 Create new

Order by Name = e

~ [ Folder A - 6/15/2020

@ bugs@glidecentral. com docx
@ Conferencing User's Guide....

@ ThoughtLight pptx

Under media tab, click “Create new” then select "New Folder.”
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TOOLS TO FURTHER ORGANIZE YOUR LIBRARY

1. Hover your mouse at the right side of the folder file name. An ellipsis (...) icon
appears.

Content library X

M Media M Polls

9 Create new

Name = _——

B Folder A - 6/15/2020 <<

bugs@aglidecentral.com.docx

Conferencing User's Guide....

B ThoughtLight pptx

2. Click on the icon and a drop-down menu comes out. It should display a list of
tools that can be used and directly on the folder created - either from the main,
subfolder, and/or even on your individual files.

Content library X

R Media M Polls

e Create new

Name =

| ~ I Folder A - 6/15/2020

bugs@glidecentral.com.docx New folder

Conferencing User's Guide.. Upload file

@ ThoughtLight pptx Add YouTube video
Move to
Rename

Delete
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e New folder - option to create a “"Sub-folder” under the main folder created. Steps
are similar to how the main folder is created.

Content library X

M Media M Polls

6 Create new

Name = —

~ [ Folder A - 6/15/2020

» @ Sub 1 - Folder A - 6/15/2020

B bugs@glidecentral.com.docx

B Conferencing User's Guide....

B ThoughtLight pptx

v' Click on the down arrow beside the “Main” folder to either
expand/collapse the subfolder/s under it.

Content library X

M Media M Polls

e Create new

rder by Name & ——

Folder A - 6/15/2020

ﬁ ~+ B Sub 1-FolderA -6/15/2020
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e Upload file - Have your materials uploaded directly to the subfolder. Follow steps
1 - 6 (from pages 7-10) on how to upload files. Once file is directly uploaded to
the subfolder, you can do either of the following -

v Click on the down arrow at the left side of the folder -

Content library X

M Media M Polls

e Create new

Name = T

~ I Folder A - 6/15/2020

¢' B Sub 1 - Folder A - 6/15/2020

@ Sample PDF pdf

OR

v" Point your mouse on the sub-folder filename then double click to see the
file inside that folder.

Content library X

M Media M Polls

a Create new

by Name = ==

t» i » Sub1-FolderA-6/15/... =

@& Sample PDF pdf
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Add a YouTube video and place it directly to the applicable folder selected (either
the main or subfolder). Follow steps 1 — 3 (from page 13) on how to add the link.
Once the link is added, it goes straight to the folder selected.

Content library X

M Media M8 Polis

e Create new
y Name = -
~ @@ Folder A-6/15/2020

~ I Sub 1 - Folder A - 6/15/2020

@B Learn JavaScript - Full

@ Sample PDF pdf

“Move to” - you have the flexibility to transfer either specific files inside the
library to any folders or even the whole folder (together with its content) to
another folder. See the steps below:

MOVE FOLDER TO ANOTHER
v' Click on the (...) beside the selected file the select "Move to.”

Content library X

M Media M Polls

6 Create new

Order by Name = S=

~ [ FolderA -6/15/2020

<o

New folder

~ @ Sub 1-Folder A - 6/15/2020

bugs@glidecentral....

Upload file

ﬂl»!@

Add YouTube video

Z Rename

© Dekete
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v" Window below comes up -

Move

Move item to folder...

~ Il 5Sub 1-Folder A-b/15/2020 ~

» @ Folder B - 6/16/2020 I

» I Folder C - 6/17/2020

@ ThoughtLight pptx

v Click the selected folder then click "Move.” The subfolder is now moved to

another folder. Just click on the down button to check the folder including
its content are moved.

Content library X

M Media M Polis

0 Create new
rder by Name = -
Im Folder A -6/15/2020

~ m Folder B - 6/16/2020

~ I Sub 1-Folder A -6/15/2020

@ Leamn JavaScript - Ful..

@ Sample PDF pdf

» B Folder C - 6/17/2020
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MOVE FILE/S INSIDE A FOLDER

You can also move those files displayed in media tab and place them inside the

folder.

Page | 21

Content library X

M Media M Polis

e Create new
Order by Name & =
~ I Folder A - 6/15/2020
~ I Sub 1-Folder A - 6/15/2020
@ Learn JavaScript - Ful...
Sample PDF pdf

Folder B - 6/16/2020

v

v
a rnr

Folder C - 6/17/2020

bugs@glidecentral.com.d..
< Move to ,

© Building "If-Then" Statemer

" & Rename
@ Conferencing User's Guid. i Downioad
@ ThoughtLight pptx ° Delete

X
Move
Move item to folder...
~ W Folder B - 6/16/2020 .
~ @ Sub 1 - Folder A - 6/15/2020 ﬂl

» Im Folder C - 6/17/2020

@@ ThoughtLight pptx

=3

OMNIPRESENT (HTML5)

v" Click on the (...) beside the selected file then select “"Move to.” Window
below comes up -

v" Click to highlight the selected folder then click *Move.”
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v' The file is now moved to the designated folder. Just click on the down
button to check file inside the folder.

Content library X
M Media @ Polis
e Create new
Name = .~

@ Conferencing User's G..

e Rename - in case you need to modify the name of your folder, just click on
“Rename.” Window comes up then enter the preferred name for that folder then
hit "Ok.” This step also applies in renaming a file.

Rename

Enter a new name

Folder C - 6/17/2020 ’
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Delete - select the folder to you opt to remove inside the library. Note that this
should include remove all files inside that folder. A validation comes up before
totally removing the folder. This also applies when deleting a specific file from
the library.

Delete

This folder is not empty. Do you really want to

delete it?




OMNIPRESENT (HTML5)

III. Start a recording
1. Click the recording button (circle).

2. The button blinks (showing yellow) and a message comes up that recording is
about to begin.

3. The button turns red which signifies that the recording has started. Plus, a
message also comes up. It shall record both the screen and audio which
output is to create an MP4 file.

Page | 24



OMNIPRESENT (HTMLS)

4. Click the same button to stop the recording. A message also comes up to
confirm once recording stops.

? . Recording stopped

Retrieving your recordings

1. To access the webinar recording, go to this link -

https://af.confertel.net/restricted/index.jsf and use your conferencing credentials to
login into your account.

2. Go to "OmniPresent” page then select “Recordings” tab.

OmniPresent Login Portal
¥ My Menu

© Account Info

Click here for a System Compatibility Check
& Secure Recording Playback

Click here for the Moderator Guide

v Dial-in Conferencing
L Live Conferences e

L. Passcodes
(10f 1) ol 1 » » 50 »
B Conference Planner

Passcode ¢ Date Created ¢ Description ¢ Playback Link ¢

Duration ¢
@ Recordings

https:// i.confe l.net/
© OmniPresent @ 963057 May 20, 2020 09:01 AM EDT 8248209 ps://omni.confertel.net/recor(

.
2b499543349fa5240326e797fea7 O OUI(E) 34 min 31 sec

¥ Reports

https://omni.confertel.net/recor(
: ;
963057 July 22, 2020 09:00 AM EDT 8248210 23edactdoddacdsoaressesasyl O NOUS)00 min 01 sec
& Call Summaries
https://omni.confertel.net/
& Email Reports 963057 July 22, 2020 09:00 AM EDT 8248210 bl mkettes)

45
e40914baadsedfe30ac3823cs0de 0 MOUI(S) 40 min 24 sec
Ll Polling Responses

(10f 1) . 1 * » 50 v
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3. Select the date then click on the playback link.

X } )
OmniPresent Login Portal

v My Menu

© Account Info .
Click here for a System Compatibility Check
& Secure Recording Playback
Click here for the Moderator Guide
¥ Dial-in Conferencing
T e e Passcodes | Recordings

L. Passcodes

(10f1) 1 50 v
8 Conference Planner = =
Passcode & Date Created & Description & Playback Link ¢ Duration ¢
@ Recordings
https://omni.confertel.net/recor(
Pres 963057 y 20, 2020 09:01 AM El 4 4
© OmniPresent 963057 May 20, 2020 09:01 AM EDT 8248209 2b499543349fa5240326e797feay. © NOUTS) 34 min 31 sec
¥ Reports https://omni.confertel.net/recor
7 ly 22, 2020 09:00 AM EDT 4821 h )
96305 July 22, 2020 09:00 AM ED’ 8248210 3226dac1dodd4cd5923e28c545a" 0 hour(s) 00 min 01 sec
8 call summaries '
https://omni.confertel.net/recor(
= s 7 ly 22, 2020 09: £ 4821 ) 124
& Email Reports 963057 July 22, 2020 09:00 AM EDT 8248210 D e40914baadBedfe30ac3823c50dd © NOUME) 40 min 24 sec
il Polling Responses
SOE RSP (of1) 1 S0 v

4. An MP4 file comes up which you can either choose to play or download. To
download, just click on the ellipsis button at the right side of the bottom page.

@ https://omni.confertelnet/storac X

& (¢} & omni.confertel.net/storage/recordings/mp4/3384-e40914baad8edfe30ac3823c50de5c20.mp4 g

HCG 2Q2020 investor call FINAL.pdf (page 1 of 42)

Welcome to the - Quarterly Investor Call

The call will begin shortly

Read our latest commentary at

-
> 001/40:24

5. A small drop-down window comes up then select “Download.”

¥  Download

E Picture in picture
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Iv. Chat channels
1. Click on the “Conversation” icon through the toolbar to open chat room.

2. Either click on the down arrow at the right side that says “Everyone” or point
your mouse on the word then double click it.

Conversations e X

@ ] o ©
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3. Two chat channels are displayed which can be used by the host during the
meeting -
v" Everyone - public channel to chat with attendees inside the meeting.
v Speakers - private channel available to hosts only and chat directly to a
specific attendee.

Conversations e X

m Everyone -

@ Everyone @
Q Speakers

Create chat based on the channel (public or private

EVERYONE (public chat) - all attendees inside the meeting will be able to view the
message trail.

1. Select and click “Everyone,” input your message, then hit enter. (Note: You may also
include an emoji through your message).

Conversations
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2. Message gets displayed -

Conversations

Q Everyone

@ Everyone @
@ Speakers

‘ Chat message goes here! @ )

Chat message goes here! :grinning

*bold* ~strike~

_italic_

3. Since “Everyone” is the highlighted, the message trail by all participants for this
channel is displayed. Note that the number shown are the number of participants in
that meeting (see example below) -

Conversations e X

Today
Lyn Cotton

° Where are the resources Dr.
is referencing? |
have the PDF of the
presentation. | do not have the
EEOC document or the
checklist he is referring to.

You can access it from the

confirmation email we sent out.
It's in the materials link.
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SPEAKERS (Private chat) - this channel can only be seen by the host and speaker.

1. Make sure to check settings first and have this feature enabled. Just go to settings,
then under “Workspace,” place a check mark on “Enable private chats,” then click

\\Apply."

Workspace

Language

2. Select and click “Speakers,” input your message, then hit enter. (Note: You may also
include an emoji through your message).

Conversations e X

m Speakers
\
m Everyone
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3. Message gets displayed and sent directly to the speaker only.

Conversations e X

Q Speakers =
Q Everyone 1
@ Speakers @

Today

Please dial in using your
passcode from your
confimation email

Edit chat messages - you may edit a message that is already posted (whether public or
private). The edit features included though may vary depending on whether if you're editing
your own chat or another attendee’s message.

e Edit your OWN message

1. Hover your mouse for ellipsis (...) icon to appear, click it, then select

Conversations e X

m Everyone =

m Speakers

2020/06/19
¢ o @ m
.
Participant 1

Hey Danny!ll ~»  Share

© Deete

M Moderator Role

Hi Luke!

“Edit.”
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2.

Conversations e X

Q Everyone n

Q Speakers €)

2020

08/18

I'm in the room||
Cancel Save changes
Participant 1 0
Hey Danny!!!

M Moderator Role

Hi Luke!

3. Message gets saved and displayed.

Conversations e X

Everyone

Everyone @

Speakers )

2020/08/19

‘ I'm in the room! )

Participant 1

° Hey Danny!l!

M Moderator Role

0 Hi Luke!

OMNIPRESENT (HTML5)

Input your message then click "Save changes” once done.
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4. However, in case you opt to discard the entry, just click on “"Cancel.” This
should keep the original message.

Conversations s X

@ Everyone -

.....

¢ Cancel Save changes

Participant 1

Hey Danny!!!

M Moderator Role

Hi Luke!

e Edit another attendee’s message - steps are similar to editing your own message.
However, in this part, you’'ll select the message entered by another attendee then
have it edited.

Page | 33

1. Hover your mouse for ellipsis (...) icon to appear, click it, then select

“Edit.”

Conversations e X

Q Everyone -

@ Speakers )

M Moderator Role

o I doseethat! (2) »oe €]

<>

~»  Share

Participant 1

° Alright please dem
again = .
N2 Remove participant

then let's try chatti 0

Delete
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2. Input your message then click “Save changes” once done.

Conversations e X

Q Everyone -

Everyone @

@
@ Speakers &)
=)

M Moderator Kole

What do you see here in
Everyone?

Participant 1
° Can you see this?

M Moderator Role

e

Cancel Save changes

3. Message gets saved and displayed.

Conversations e X

m Everyone

@ Everyone @
Q Speakers €)

M Moderator Kole

0 What do you see here in
Everyone?

Participant 1

° Can you see this?

M Moderator Role

o | do NOT see that!
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4. Click "Cancel” in case you want to discard your entry.

Conversations e X

m Everyone -

Everyone @

®
m Speakers )
o

M Moderator Kole

What do you see here in
Everyone?

Participant 1
° Can you see this?

M Moderator Role

° do [[®]lsee that!

$ Cancel  Save changes
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Share chat message/s - in case there is any previous message (either you own or from
any of your attendees) inside the trail that you either want to - specifically respond on,
highlight, or probably share to the other attendees -

1. Hover your mouse on the selected message for ellipsis (...) icon to appear, click it,
then select “Share.”

Conversations e X

m Everyone v

Today

Participant 1

o Hey Danny!l!

M Moderator Role

o Hi Luke!

Test from me, message 2!

Participant 1 0

° How about here? eee

& Edit
M Moderator Role

o What do you see her

Everyone? -
I: Remove participant

S © Deete

w7
*bold* _italic_  ~strike~

Type your message here

2. The blue arrow (see below) is your indicator that the selected message is about to be
shared -
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3. Place you reply above the selected message then hit “Enter” in your keyboard to
save the message. (Note: You may also include an emoji through your message)

Conversations

@ Everyone
Participant 1

o Hey Danny!ll

M Moderator Role

o Hi Luke!

Test from me, message 2!

Participant 1

o How about here?

M Moderator Role

° What do you see here in

Everyone?

Participant 1

° Can you see this?

‘es, | see it now. Thank you!

° How about here?
(+}

X

Your reply
goes here

Your
attendee's
message

®

4. If you do not want to proceed, click the small X button at the right to discard sharing

that chat message.

Participant 1

o Can you see this?

es, | see it now. Thank you!

o How about here?
Q
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Remove participant - you may remove an attendee by using the chat feature. Just hover
your mouse for ellipsis (...) icon to appear, click it, then select "Remove participant.”

Conversations

Q Everyone

Today

Participant 1

° Hey Danny!l!

M Moderator Role

o Hi Luke!

Test from me, message 2!

Participant 1

o How about here? e«

M Moderator Role

° What do you see here
Everyone?

Type your message here

*bold*

& Edt
~» Share

2 Remove participant

© Delete
7
_italic_ ~strike~

Delete message - have the ellipsis icon (...) to appear by hovering your mouse at the

right side of the attendee’s message, click it, then select “Delete” -
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M Moderator Role

Hi Luke!

Test from me, message 2!

Participant 1

° How about here? «e«

M Moderator Role

o What do you see here
Everyone?

& Edit
~»  Share

2 Remove participant

=
Type your message here .

*bold*

_italic_  ~strike~
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OR

If you want to delete your own message, hover the mouse at the left side of your message
for ellipsis icon (...) to appear, click it, then select “"Delete” -

Conversations e X

m Everyone w

2020/06/19

o - )

# Edit
Participant 1

Hey Dannyll ~® Share

0 Delete
M Moderator Ro

Hi Luke!

Test from me, message 2!

A dialog comes up to confirm if you want to proceed on removing the message. Select and
click “"Delete message” or “Cancel” to keep the it.

Delete message

Are you sure you want to remove this message?

Cancel

|

Delete message
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V. Polls
1. Click on the content library icon (refer to page 5-6 on how to access look for this icon)
then go to “Polls” tab.

Content library X

R Media
@ create new poll @

2. Click “Add question” field to enter you polling question then click on “Add option” to
place choice of answers. Either hit enter through keyboard or click “Add option” to
add more answer choices.

Content library X

M Media M Polis
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3. In case you wish to change or discard those entries (either the questions or options),
hover you mouse at the right side for the small X button to appear then click it.

Content library X

M Media @ Polls

@ Keto diet must have :> [}
® Seafood $ [ x]

® Cheese

® Avocados

® Eggs

@ Add option

D Multiple answers

Cancel Save Save and open

4. In case you want to have your participants select multiple response from your polling
questions, place a check mark on “multiple answers.”

Content library X

M Media M Polls

@ Keto diet must have (x J

® Seafood
® Cheese

@ Avocados

® Eqggs

@ Add option

Multiple answers |
arice Save  Save and open |
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5. Click on “Save” to save the polling questions and access it later during the
presentation by clicking “Open poll.” -
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Content library X

M Media M Polls

@ Keto diet must have (x J

@® Seafood
©® Cheese
® Avocados

® Eggs

@ Add option

Muitiple answers

Cancel Save and open

Content library X

M Media M Polls

e Create new poll

rder by Name & ===

0 Keto diet must have
® Seafood
® Cheese
® Avocados
® Eggs

® Coconut oil
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OR

6. After creating the polling question, click "Save and open.” This should open the
polling presentation -

B Media M@ Polls
e Create new poll
Order by Name & ==

° Keto diet must have

Seafood 20
0%

Cheese P
0%

Avocados 20
0%

Eggs 20
0%

Coconut oil 20
0%
Close poll

Content library X

Content library X

M Media M Polls

@ Keto diet must have £

@ Seafood
® Cheese
® Avocados

® Eggs

@ Add option

Multiple answers

Cancel  Save

o

Keto diet must have X

Keto diet must have

(0 Seafood
(J Cheese
(J Avocados
O Eggs

[ Coconut oil
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7. Click from the choice of answers based on your participant’s response then click
“Submit.”

- o 2 Keto diet must have X
Content library X
B Media M@ Polls
@ Create new poll Keto diet must have
Order by Name = ==
[ Seafood
@ «keto diet must have
Seafood 20 Cheese
0%
Cheese 20
0% [ Avocados
Avocados 2@
0%
Eggs
Eggs 20
0%
Coconut oil ) [J Coconut oil

0%

Close poll Q

8. The response statistics shows up at the left side of the page after submitting the

answers.
A o3 Keto diet must have X
Content library X
B Media M Polls
@ Create new poll Keto diet must have
Order by Name & =
() Seafood
0 Keto diet must have
Seafood 2 Cheese
0%
Cheese Y'Y
— 333% (J Avocados
Avocados 20
0%
Eggs
Egos 20
— 33.3%
Coconut oil T@ Coconut oil
O 333%

Close poll Q
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9. Once done, click “Close poll” then proceed to the next polling question (if any).

Content library X

M Media M Polls

e Create new poll

Order by Name & ==
0 Keto diet must have
Seafood 20
0%
Cheese
— 33.3%
Avocados 20
0%
Eggs 2
[ Yap— 33.3%
Coconut oil 2
[=————— 33.3%

Close poll

10. In case you need to reopen the polling question, just click the question, then click

“Reopen poll.”
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M Media M Polls

e Create new poll

Order by Name = =
I @ «eto diet must have I
Seafood 20
0%
Cheese 20
E— 33.3%
Avocados 2
0%
Eggs 2
= 33.3%
Coconut oil 20
— 333%

Reopen poll
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You may present the polling results to your participants by doing the steps below:

1. Hover the mouse at the right side of the polling question for ellipsis icon (...) to
appear, click it, then select “Share results”

Content library X

M Media M Polls

e Create new poll

rder by Name & =
@ «eto diet must nave ¢
Seafood FY0) Share results
O Clear results
Cheese 20
E— ¥ ¥ Export
Avocados 20 - -
0%
Eggs 20
e 33.3%
Coconut oil
e 33.3%
Close poll

2. The results shall display at presentation page -

E|_| 3 Keto diet must have

Content library %

M Media @ Polls

Keto diet must have
a Create new poll

—

Order by Name = ——
o - [ Seafood -
0%
@9 Keto diet must have
v
Seafood s @ Cheese :o
. 333%
Cheese 3
e % [0 Avocados e
0%
Avocados 20
0%
: Eggs i
Eggs F )
— 33.3% _ 333%
Coconut oil ‘e = » )
— 333% @ Coconut oil s
333%
Close poll
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3. Once done, hover your mouse again at the right side of the polling question for the
ellipsis icon (...) to appear, click it, then select "Unshare results.”

Content library X
B Media [ Polls
0 Create new poll

Order by Name = =

ey

0 3

@9 Keto diet must have $
Seafood Y0 B  unshare results

0 Clear results

Cheese 20
— % ¥ Export
Avocados 20
0%

Egos 2
———- 33.3%
Coconut oil 20
O 33.3%

Close poll

4. You may export the polling results by selecting “"Export” from the dropdown list.
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Content library

M Media M Polls

o 3

a Create new poll

rder by Name &

@ «eto diet must have ¢
Seafood 20
Cheese 30
Avocados 2
Eggs 20
Coconut oil 20

B
<=
—_—

B Share results

O __Clear results
0%
0%
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5. A window comes up then click on the drop-down arrow to select the file format you
wish to extract for the polling results.

Export polls

Choose file format

Plain Text Document (.txt) ~ c

Plain Text Document (.txt)

Portable Document Format (.pdf)

Comma Separated Values (.csv) ~

6. After selecting the file format click on “Export” button.

Export polls

Choose file format

Portable Document Format (.pdf) ~

Cancel | Export

| ~—mrempe—
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7. Depending on the browser in use, the file should start to download. You may open
the file right after.

Content library
M Media M Polls
e Create new poll

Name &

@ «eto diet must have

Seafood

Cheese
e

Avocados

Eggs

== 33.3%

Coconut oil 2

33.3%

Close poll

Polls_1592031359...pdf A

8. In case you'd like to restart the same polling question, hover your mouse again at
the right side of the polling question for the ellipsis icon (...) to appear, click it, then
select “Clear results.” You'll see that response choices goes back to zero (0).

. o3
Content library X
M Media @ Polls
e Create new poll
Name = =
o Keto diet must have
Seafood 30 B Share results
O Clearresults
Cheese 20
i Export
Avocados 20
0%
Eggs - 300
0%
Coconut oil 20
0%
Close poll
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VI. Question and Answer

Once question is raised by any of your participants, a number (in red) will appear above
question icon as indicator for a new question. Click on that icon to open the page. -

Content library

M Media

3 The Longitude Problem.pptx
B3 TurtleGraphics.pptx

B3 TurtleGraphics.pptx

Page | 50



TYPE-IN YOUR ANSWERS -

OMNIPRESENT (HTML5)

1. Select and click on the question you’d like to answer then type in your answer
at the bottom of the page. Hit enter using your keyboard or click "Answer” to
post it. Note that the answer you posted will be seen by all participants.

&

by Most recent =

Questions e X

i

Question by Ajna Test

Which resource did you get those
information?

Input your answer here

Here - htips://spreadsheeto comhow-to-use-
excel/

2. In case answer needs to be sent directly and privately to your participant, do
not forget to place a checkmark in box that says “Answer privately” at the left

side.

exc
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3. Your answer shows up under the question.

Questions e X
rder by Most recent = ——

Question by Ajina

@ Which resource did you get those
information?

Answer by you

@ https://spreadsheeto.com/ho

w-to-use-excel/

Editing your answers

4. You may modify the answer you’ve entered. Just hover your mouse at the right
side of your answer for ellipsis icon (...) to appear, click it, then select “Edit.”

Questions e X

rder by Most recent = —

Question by Ajna Test

@ How can we access that page?

Question by Apna Test
@ Which resource did you get those ‘
Q  information? O

Answer by you

@ https://spreadsheeto.comho  ***

w-to-use-excel/

© Deete
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6.
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The answer editor appears then input the change needed then click “Save.”
Otherwise, click “Cancel” to discard changes.

Questions e X

er by Most recent = ——

Question by Ajna Test

@ How can we access that page?

Question by Apna Test

Which resource did you get those
©Q  information?

Answer by you

@ los//spreadsheeto.com/h
ow-{0-use-exce

In case you wish to delete your answer, hover your mouse at the right side of
your answer for ellipsis icon (...) to appear, click it, then select “Delete.”

Questions e X

er by Most recent = -

Question by Ajna Test

@ How can we access that page?

Question by Ajina Test

@ Which resource did you get those
©Q  information?
Answer by you
@ https://spreadsheeto.com’ho  *** @
w-to-use-excel/ )
# Edit
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7. A dialog comes up confirming whether or not to proceed removing the answer.
Click on “Delete answer.” Otherwise, click “"Cancel” to undo deletion.

Delete answer

Are you sure you want to delete this answer?

Cancel k! Delete answer )
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ANSWER THE QUESTION LIVE

1. In case you’d like to answer a question verbally, select and click on the
question then click “Live answer” button. -

Questions

Most recent =

Which resource did you get those
information?

Type your answer here m
swer privately

2. Window comes up at the right side of the page which question is answered at
that moment and message “Being answered live” also shows under the

question at the left side.

Questions e X

Most recent = =

Which resource did you get those
information?

L)
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3. Once done, click “Stop” either at the window or at the bottom of the page.

Questions e X

Question by Ajina Test is being answered live

Order by Most recent = — @ Which resource did you get those
. ) B information?

Question by Ajina Test

@ Which resource did you get those
information?

@ Being answered live

4. Display will show as “Answered live” below the question.

Questions e X
rder by Most recent = 5'__:

Question by Ajna Test

@ Which resource did you get those
information?

(1) Answered live
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Question on queue - there can be instances where in questions may line up. You may queue
them by doing the steps below:

1. Hover your mouse at the right side of the question for ellipsis icon (...) to
appear, click it, then select “"Queue for live answer.”

Questions D

ler by Most recent = —

—

Question by Ajna Test

Which resource did you get those "'@ ~

information? )
Queue for live answer
Answer by you

R (® Request public vote
w-to-use-excel/ / Edit

© nDelete

2. A "Blue horn” icon appears below the participant’s initial as indicator that such
question is on queue for live answer.

Question by Ajina Test

Which resource did you get those
information?

(<

i)
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3. To remove the question on queue, hover your mouse at the right side of the
question for ellipsis icon (...) to appear, click it, then select "Unqueue for live
answer.”

Questions e X
rder by Most recent = ==

Question by Ajina Test

@ How can we access that page?

Question by Ajina Test
@0 Which resource did you getthose °** <§

information?

Answer by you

@ https://spreadsheeto.com/ho
w-to-use-excel/ / Edit

O Delete
I

@ Request public vote
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Public voting — you may ask your attendees to participate for questions that may need some
“Votes.” Just do the following steps:

1. Hover your mouse at the right side of the question for ellipsis icon (...) to
appear, click it, then select “"Request public vote.”

Questions e X

Drder by Most recent = o=

=

Question by Ajina Test

@ How can we access that page?

Question by Ajina Test

@ Which resource did you get those  **° @

information?

el Queue for live answer

Answer by you )
@Request publicvote )
https:/lspreadsheeto.cotho

w-to-use-excel/ / Edit

O Delete
|

2. The “Like” icon with a humber appears at the left side of the question.

Question by Ajina Test

AT Which resource did you get those

information?

3. Once the polling begins, inform your participants to place their vote using
their web access to click on that same icon through the “"Questions and
Answers” page. Once they've cast their votes, the icon will show the number.

Question by Participant 1

P1 Which resource did you get those

@ information?
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4. Once done, just hover your mouse at the right side of the question for ellipsis
icon (...) to appear, click it, then select “"Stop public vote.”

Questions e X

rder by Most recent = =

—

Question by Participant 1

@ Which resource did you get those
f ion?
m information

®( Queue for live answer

@Stop public voting

& Edit
Q Delete
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VII. Other functions
e Export history - chat and Q&A pages have this feature available. If you'd like to
export those trails of information from your meeting just do the steps -
1. Hover your mouse at the right side of the question for ellipsis icon (...) to
appear, click it, then select “"Export history.”

CONVERSATIONS (Chat)

) a2
Conversations w0 13
Everyone
Q — © Clear chat

@ cm o |

QUESTIONS AND ANSWERS

. o 2
Questions e X

* -
bv Most recent = s Export Questions

Q Clear Questions

Question by Participant 1

@ Which resource did you get those
information?
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2. A window comes for you to select the file format available for extraction then
click “Export.”

CONVERSATIONS (Chat)

X
Export chat history
Choose file format
Plain Text Document (.txt) ~
Plain Text Document (.txt) -

Portable Document Format (.pdf)

Comma Separated Values (.csv)

Export chat history

Choose file format

Portable Document Format (.pdf) ~

Cancel @
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QUESTIONS AND ANSWERS

Export Questions And Answers

Choose file format

Plain Text Document (.txt) v ¢

- Plain Text Document (.txt) -

Portable Document Format (.pdf)

Comma Separated Values (.csv)

Export Questions And Answers

Choose file format

Portable Document Format (.pdf) v

Include filtered content

Cancel € Export )
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3. Depending on the browser in use, the file should start to download. You may
open the file right after downloading it.

Questions e X
Most recent = ——

@ Which resource did you get those
information?

CONVERSATIONS QUESTIONS AND ANSWERS

chat_messages_15...pdf A QA _1592983571145.pdf A

e Remove chat
1. Hover your mouse at the right side of the question for ellipsis icon (...) to
appear, click it, then select “Clear chat.”

Conversations eee X

Q Everyone

s Export history

Q Clear chat
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2. A confirmation dialog comes up. If you want to proceed, click on “Clear
chat.” Otherwise, click “"Cancel” to close the window.

X
Clear chat

Are you sure you want to clear this chat?

e Remove questions
1. Hover your mouse at the right side of the question for ellipsis icon (...) to
appear, click it, then select “Clear questions.”

Questions e X

s Export Questions

by Most recent =

Question by Participant 1

@ Which resource did you get those
information?

2. A confirmation dialog comes up. If you want to proceed, click on “Clear
questions.” Otherwise, click “Cancel” to close the window.

Clear Questions

Are you sure you want to delete all questions?

Cancel Clear Questions
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VIII. Ending the session - there are 3 options on how to close the meeting. Follow the
applicable steps on which option you choose.

A. Disconnecting your attendees from the session - this will drop all the participants
from the meeting except you.

1. Click on the door icon E at the menu (left side of the page) then select and
click “Disconnect audience users.”

Demo MeetingPresentation.pptx (page 1 of 9) @O0 1o X

Content library X

@ Polls

A Media

=4
S Cnfor Tl s

Demo MeetingPresentation == Please also dial in

: using your credentials
: found on your

Jane Goodall Releases Chimp — B ; confirmation email.

Mediators On-Line. pptx

The Longitude Problem pptx

TurtleGraphics.pptx

TurtleGraphics.pptx

 IDIQIOIGISIDISIS

2. A confirmation dialog comes up. If you’'d like to proceed, click on
“Disconnect.” Otherwise, click “"Cancel” to close the window.

X

Disconnect audience users

Are you sure you want to disconnect all audience
users?

4 Disconnect )
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B. Leave session - this will exit you only from the meeting and keep your participants in
the meeting.

1. Click on the door icon E at the menu (left side of the page) then select
and click “Leave session.”

Demo MeetingPresentation.pptx (page 1 of 9) @O0 It

i

0
X

Content library X

L IDICIOIGISRISIS

o2
=

==l | Let’s get started o forTel v

M Media M Polls

ﬂ Create new
Disconnect audience users

eave session

End session

B Demo MeetingPresentation EIEI Please also dial in
using your credentials

B Mediators On-Line.pptx

e found on your
@ Jane Goodall Releases Chimp confirmation email.

B The Longitude Problem pptx =

B TurtleGraphics. pptx

B TurtleGraphics.pptx kd i—
[
g o

2. The session closes then will be routed to the Confertel website.

. Call Us Now: 1-866-930-4500 ) Customer Login | & Join a Meeting | (# SIGN UP

AUDIO CONFERENCING v WEB CONFERENCINGv WEBINARS v SUPPORT + ABOUT v

ConferTel .civicomcamry

Webinar Solutions

We provide everything you need to host a flawless webinar.

Most Popular

Managed Webinars

Closed Captioned Webinars Self Managed DIY Webinar with
Registration

We use cookies to give you the best experience on our website. By continuing to browse the site, you are agreeing to our use of cookies
You can change your cookie settings at any time but if you do, you may lose some functionality. More information can be found in our Cookie policy. ~ Accept and cle

Contact Us
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C. End session - choosing this option will exit both you and your participants from the
meeting.

1. Click on the door icon E at the menu (left side of the page) then select
and click “End session.”

o B

Demo MeetingPresentation.pptx (page 1 of 9) ® 06 1

ula

(8]
X

)

Content library X

A Media M Polls

ﬂ Create new
Disconnect audience users

Let’s get started o forTe e

Leave session

3y Demo MeetingPresentation (== Please also dial in

using your credentials
found on your

Jane Goodall Releases Chimp = confirmation email.

Mediators On-Line.pptx

¢]
o
B The Longitude Problem pptx
B TurtleGraphics.pptx

¢]

TurtleGraphics.pptx

L IDIQIOICISIRISIS,

2. A confirmation dialog comes up. If you'd like to proceed, click on “End
session.” Otherwise, click “"Cancel” to close the window.

End session

Are you sure you want to end this session? This
will disconnect all participants.

o [ e
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3. Message comes up confirming that meeting is closed. Click “"Ok” to close the
window.

Session has been closed

Session closed
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