
Setting up a SharePlus Session  

1.   Log in to your FreeConference account

2.   Schedule a conference as usual

3.   Under conference options, select “Share my desktop

during this conference” (see figure 2)

4.   You will receive a confirmation email with a link to

enter your SharePlus session

Inviting Participants

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.

Once in a SharePlus session, you can also invite Participants 

on-the-fly. The SharePlus invitation tool will simply send an 

email with a link to enter the SharePlus session. Both the 

Presenter and Participants can send invitations.

1.   Select the “Invite” button or “Invite...” in the drop-down menu 

(see figure 3)

2.   Enter email addresses separated by a semicolon (;)

(see figure 4)

3.   Enter a personal message (optional)

4.   You may send your invitation either via your own local email 

by selecting the “Local eMail” button, or via the SharePlus 

invitation tool by selecting the “Web Meeting eMail” button

 

Figure 2

Figure 3

Figure 4
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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.

  
 

Figure 5

Figure 6

Figure 7

Figure 8
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Selecting a Different Presenter  

1.   Select the drop-down menu for the Participant you wish

to make the Presenter

2.   Select “Make Presenter” (see figure 9)

3.   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 Items 
section. As soon as the installation is complete, they will be sent back to the 
SharePlus session.

Restoring Presenter Control

1.   Select the drop-down menu next to your screen name

2.   Select “Take Control Back” (see figure 11)

3.   Participant will be notified that they are no longer the Presenter

(see figure 12)

 

Figure 9

Figure 10

Figure 11

 Figure 12
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 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)

Figure 20

Figure 21

Figure 22
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Removing a Participant  

1.   Select the drop-down menu for the Participant you 

would like to remove 

2.   Select “Remove From Meeting” (see figure 23)

Exiting a SharePlus Session

There are two ways to end a SharePlus session:

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

drop-down menu (see figure 24)

           - OR -

2.   Close your SharePlus window

The Participants will be notified when the Presenter leaves 

the SharePlus session (see figure 25) 

Figure 23

Figure 24

Figure 25
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Customer Support

1.   Rapid Response Email: Click Here to send a question 

      directly to our Customer Support team
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http://www.freeconference.com/SupportStart.aspx

