Setting up a SharePlus Session

FreeConference’

Simple, Convenient, Reliable. @ & @ = (7] a 1

ACCOUNT  MANAGE  SCHEDULE  CONTACTS  SETTINGS HELP Lo our Ho

Proaress Meter 1. Log in to your FreeConference account

Welcome to the conference scheduler. Please make your selection, then click the Select Conference Call Typ
“Next" button below to save your selection and continue. While scheduling a

conference, you can change any of your previous selections by clicking in the

Progress Meter to the right of your screen.

2. Schedule a conference as usual
‘Which type of Web-Scheduled conference would you like?
" web-Scheduled Premium 800

o Toll-Free Bial-in Number.

« Organizer pays $0.10 per minute for each caller.

o e e T A 3. Under conference options, select “Share my desktop

Can international callers access a Web-Scheduled Premium 80O

conference?

during this conference” (see figure 2)
(%) Web-Scheduled Standard
[~ Record this conference
[* Share my desktop during this conference

o (m e e 4. You will receive a confirmation email with a link to

+ Each Participant pays only hisfher normal leng distance rate for the
duration of the call.

enter your SharePlus session

" "Quick Scheduler” (Copies previous conference settings)
+ New 3 step process to quickly create a new conference
+ Select a previous conference and we'll copy over your settings
+ Allows modification of conference settings as needed

Q) What exactly is being copied with Quick Scheduler?
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Figure 2

Inviting Participants

docume

" participants (3)

You can 1

When scheduling your conference, an invitation email is sent to
your Participants which includes the conference information
and a link to enter the SharePlus session.

User 1
Invite...

Take Control Back

Set Display Name

Set Mood Once in a SharePlus session, you can also invite Participants

End Moot on-the-fly. The SharePlus invitation tool will simply send an
nd Meeting...
email with a link to enter the SharePlus session. Both the

Presenter and Participants can send invitations.

Figure 3
1. Select the “Invite” button or “Invite...” in the drop-down menu
(see figure 3)
Meeting Invitations P4
2. Enter email addresses separated by a semicolon (;)
To invite other people as attendees, please type their email (see ﬁgure 4)

addresses here separated by semicolon;

3. Enter a personal message (optional)

Enter an optional persenal message and send message using: 4. You may send your invitation either via your own local email
Please join my meeting

by selecting the “Local eMail” button, or via the SharePlus
invitation tool by selecting the “Web Meeting eMail” button

Web Meeting eMail

Figure 4

© 2009 Global Conference Partners. All Rights Reserved. FreeConference.com is a service of Global Conference Partners conferencing services.
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Now Sharing:

L) ‘Show Htems (2)

UKL Welcome to Web Conferencing!
> Sharo Whiteboard

[ sharo Documents You can view the participants attending this session on the left side of
For Presenter:

To begin presenting your desktop, please select “Share Desktop” undd
section on the left side of the screen. Then minimize this window to ry
document that you want to share.

You can share a specific PowerPoint presentation or PDF document by|
button within the “Show Items” section. Then locate the desired file o

Screencaster Install

950 the frst time you share P

[ OC G
For a better viewing experience, we recommend switching to full scref
"Full Screen” in the title bar of the "Now Sharing” window. To exit fror
Session just close your browser window.

Have a productive conference!

Figure 5

Screencaster Plug-in Installation

B
T

L
Screencaster Plug-in version 5.0 L\

|
s

The lstest Screencaster Plug-in 5.0 iz not installed on your maching

Pleasze click the Install button to begin

Figure 6

Figure 7

Figure 8

Installing the Screencaster Software

The first time the Presenter shares their desktop, they
will need to install the Screencaster software. Participants
do not need to install the software.

1. Select “Share Desktop” in the Show Items section
(see figure 5)

2. You will be notified that Screencaster Plug-in 5.0 needs
to be installed. Select “OK”.

3. Click the “Install” button (see figure 6)

4. Click “Run” (see figure 7)

5. Click “Run” (see figure 8)

At this step the publisher is being installed on your machine. As soon as the
installation is complete you will be sent back to your SharePlus session.

Note: The Screencaster software is only required to share your desktop
and is NOT required when using the Upload Tool to upload and share a
PowerPoint or PDF file within SharePlus.

© 2009 Global Conference Partners. All Rights Reserved. FreeConference.com is a service of Global Conference Partners conferencing services.
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[Z) Share Deskiop

~ # Share Whiteboard

Share Documents

You can

For Pres
To begin
section o
docume
" Participants (3) v
‘ou can §

User 2

Chat Privately...

Make Presenter

Remove From M

Figure 9

Info K

The host of this meeting has now made you the presenter.

Figure 10

" Participants (3)

User 1
Invite...
Take Control Back

Set Display Name
Set Mood

End Meeting...

Selecting a Different Presenter

1.

Select the drop-down menu for the Participant you wish
to make the Presenter

Select “Make Presenter” (see figure 9)

Participant will be notified that they are now the Presenter
(see figure 10)

Note: If the new Presenter has not installed the Screencaster software, they will
be prompted to do so when they select “Share Desktop” in the Show ltems
section. As soon as the installation is complete, they will be sent back to the
SharePlus session.

Restoring Presenter Control

Figure 11

Info X

The Host has taken the control back

Figure 12

Select the drop-down menu next to your screen name

Select “Take Control Back” (see figure 11)

Participant will be notified that they are no longer the Presenter
(see figure 12)

© 2009 Global Conference Partners. All Rights Reserved. FreeConference.com is a service of Global Conference Partners conferencing services. ‘
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Show ltems (2)
[ Share Desktop

7 Share Whiteboard

Share Documents

™ Participants (3)

User 1

Invite....

Take Control Back

Set Display Name

Set Mood I
1 Ag
End Meeting... | o

Now Sharing:

Welcome to Web

You can view the partici

For Presenter:

To begin presenting youl
section on the left side o
document that you want

You can share a specific
ton within the “*Show

end your desktop shai
k "Show Items” sectio

en your session is ovg

Particina
@ Nomal

i ¢/ Disa
&) BeRight Back
@ Busy

/A Problem

Figure 20

" Participants (3)

User 1
Invite...

Take Control Back

Set Display Name

Set Mood k

End Meeting...

Figure 21

Set Display Name

New Name:  gcpuser@tele

Figure 22

Setting a “Participant’s Mood”

Both the Presenter and Participants can edit their Moods.
A Participant’s Mood is a helpful tool for situations such as
voting.

1. Select the drop-down menu for the Participant you
would like to edit

2. Select “Set Mood” (see figure 20)

3. Select between list of Moods

Changing Display Name

1. Select the drop-down menu for the Participant you
would like to edit

2. Select “Set Display Name” (see figure 21)

3. Enter your desired screen name, 12-character limit
(see figure 22)

© 2009 Global Conference Partners. All Rights Reserved. FreeConference.com is a service of Global Conference Partners conferencing services.



Removing a Participant

N Participants (3)

You can o
button 1. Select the drop-down menu for the Participant you

User 2 would like to remove

Chat Privately...
Make Presenter 2. Select “Remove From Meeting” (see figure 23)

Figure 23
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Exiting a SharePlus Session

" Participants (3)

User 1 There are two ways to end a SharePlus session:

Invite... 1. Select “End Meeting” in the Participants section’s

Take Control Back drop-down menu (see figure 24)

Set Display Name
Set Mood -OR -

End Meeting...
2. Close your SharePlus window

The Participants will be notified when the Presenter leaves

Figure 24 the SharePlus session (see figure 25)

Web Meeting N

The Presenter has left this session.
You can click " OK" or the Close button

to end this meeting.

Thank you for your participation!

Figure 25

Customer Support

1. Rapid Response Email: Click Here to send a question
directly to our Customer Support team

© 2009 Global Conference Partners. All Rights Reserved. FreeConference.com is a service of Global Conference Partners conferencing services.


http://www.freeconference.com/SupportStart.aspx

