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Breakout Rooms
Click to set up 
Breakout Rooms. 

Net dicator 
Sho nd quality 
of y nnection.

Presenter area 
Lists Presenter’s and 
Co-presenter’s names. 

Previous and Next 
Click the arrows to select 
previous or next Agenda 
items. 

Import 
Click to upload a Microsoft 
PowerPoint slide or 
presentation to the Agenda. 
Agenda 
Shows items in the Agenda. 
The current item is highlighted.

Record and 
Pause 
Click to stop and 
restart the Server-
Side Recorder. 

Markup T
Click the a
tool to mar
slide or the
Whiteboar

3. Select Demote Participant to demote a 
Co-Presenter to Participant. 

Sending Text Chat 

1. Click the Chat button .  

2. Select the Public tab to send a message to 
everyone or the Private tab to send a 
message to a specific person. 

3. Type a message in the Message text box. 

4. For Private chat, select a name from t
Send To drop down menu. 

5. Click Send.   

Sharing an Application 

1. Launch the application to host.  

2. Click the AppShare button .  

3. Select the application(s) to host and c
OK. 

4. Interact with the application or use the 
AppShare markup tools. 

5. Click a different Agenda item or 
button/menu bar tem to stop Ap

eboard 
 to launch 
hiteboard 
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Begin Session 
Click to begin or 
end a session. 
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Live Video 
Click to launch 
the video panel. 

Summary
Shows tota s/no 
responses nds, and 
total Partic

Participant area 
Grant or remove all microphones 
and clear yes/no and raised 
hands. 
 
Lists Participants’ names. Right-
click name for more options. 
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Web Safari
Click to laun
the Web Sa
tool.
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Feedback 
Click to read 
Participant feedback. 

Next 
Click to pass 
microphone to 
the next 
Participant with 
a raised hand. 

Agenda 
Click to show 
the selected 
Agenda item. 

Speaking 
1. Press and hold the Control key or click the 

Talk button , and speak into your 
microphone. Or, click the Lock to Talk 

button  to speak for an extended time.  

2. Click the Lock to Talk button again to 
allow others to speak. 

Promoting a Co-Presenter 

1. Right-click on a Participant’s name in the 
Participants area. 

2. Select Promote Participant to Co-
Presenter. 
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AppShare 
Click to laun
the AppSha
tool.
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