MXmeeting Quick User Guide
This guide covers the steps to host and join a meeting:

1. Host a Meeting
2. Join a Meeting

1. Host a Meeting

To host a meeting, you need a user account. Initially your system administrator needs to set up an account for
you and needs to provide you -

After MXmeeting is installed, you can launch it by clicking the MXmeeting icon from your MXIE toolbar. (The MXIE toolbar is at
the top of your MXIE screen and looks like the following)

File Actions View Help
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MXmeeting Icon

First time users please note: Your network / IT administrator must provide your meeting server address, userid (your email
address) and your password.

If you attempt to launch MXmeeting from your MXIE toolbar before the application has been downloaded you
will receive the following error message:

& MXmeeting S5

1 MXmeeting is not currently installed. Please contact
your Systemn Administrator for assistance,

To find out more details about Web Conferencing
solutions from Zultys visit

hitpe/Swww zultys.com/webconferencing (select
‘More details' to navigate to Zultys web site).

Moregetailsl ’ Copy URL ] | Close |

For first-time users, follow the steps below to host a meeting

Step 1 Open your internet browser and type your meeting server address, which is provided by your
administrator.
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Welcome to Zultys, Inc. MXmeeting!
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i Join Meeting
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Heat Host Meeting

v Quick User Guide
v Download MxXmeeting if your browser fails to auto-launch a meeting

Web Conferencing Server Management

Password Assistance

Version 3.4.2 (build#: 3.0.87-3.0.14)

Click the “Host Meeting” button

Host

You may receive the following warning notice -
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Warning - Security ﬁ
 — e . —
The application's digital signature has been verified. «
i i gy — |
Do you want to run the application? =
Name: Mxmeeting
Publisher: RHUBE Communications, Inc.
From: htkp: [ /mxmeeting. zulkys, com
#Always trusk conkent From this publisher
Run ] [ Cancel
g The digital signature has been validated by a trusted source, Mare Information...
L )

Select Run

Step 2 When prompted to accept the MXmeeting download, click “Yes” or “Always”. If there is no prompt,
click the “Download MXmeeting” link to manually download and run MXmeeting.
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Home
Click "Yes”, "Always"” or "Run” if prompted.
Launching the Meeting Manager ...
If M¥Xmeeting does not start within one minute, manually download MXmeeting.
Step 3 Fill in the Meeting Server Address, Email Address and Password assigned by your system

administrator. Click the “Sign In” button.
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Launch MXmeeting Home

1. Download MXmesting, save and then run it

2. After you run it, fill in the "Meeting Server Address” field with the following
address if it is not pre-filled.:

To Host a Meeting To Join a Meeting

mxmeeting.zultys.com mxmeeting.zultys.com

Sign in to host a meeting:
Meeting Server Address

Meeting Server Address; | |

| Meeting ID
Email Address | |

| |
Password: |Meetlng Passwiord |

| |
Your Mame
Remember Me | |

Signin_)

[ Forget Password? )

—Join Meating

Step 4 Click “"Host an unscheduled meeting” button (see the Figure above) to start a meeting

Step 5 Select a meeting type (you can hover over the question marks to see the definitions of each
meeting type) and click the “Continue” button
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File Tools Help File Teools Help
Home | Active | Profile | Sign Out Home | Active | Profile | Sign Out
Meeting Type:
@ Interactive Meeting & @ - Host an unscheduled meeting
() Seminar @
(Z) Remote Support @ | @ - Join a meeting
(71 Remote Access to This Computer &
Subject: :‘: - Schedule a mesting
Passwaord: {Optional) List of scheduled mestings:
1. 011372009 10:25 AM (I0: 1312-0982)
Date,/Time:
e/Time S )
["] Recuming Meeting i Start Invite  Edit Delete
Date:  01/13/2009 - |
| |
Start:  10:34 AM = |
End: 10:34 AM =
Securty: i
[ ] Orlly attendees from my networe @) |
[ To be published (2]

Available meeting rooms: 52
Available participants: 109

S

The launch of the panel below indicates that the meeting has started. Click the “Invite Attendee” button to
invite your meeting attendees
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File Tools Help
® _ Showing my screen

o @ QO @
J Chat Send Files  Record

Show My  |Desktop ha

Attendees

=2 Steve Momison (Host, Me)

@ a g Change Color

Change Change LRI

Presenter Controller
& Annotation

Invite Attendee

1. Meeting Server Address:
64 18617371

2_ Meeting 1D: 1312-0982

Invite Attendees
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Invite Attendees ﬁ

Two ways for attendees to join your mesting

1. Join interactively:
(Attendee may present and remate-control)

Call attendee and say:

1. Go to the Meeting Server:
hitp-//64.186.173.71

2. Click the Join Meeting button.

3. Enterthe Meeting ID: 1312-0982

4 Meeting Password: No password needed I
5. Edit Conference Call; 218-339-2408

Edit Access Code: 13120982 u
OR invite by:

| _Email__J  Copy [SE

2. Join a view-only meeting:

(easy and reliable - no download)
Call attendee and say:
Flease go to this URL:
http-//64_186_173.71/d=13120982

Edit Corference Call: 218-339-2408
Edit Access Code: 13120982

[ Email__J  copy [SSERPRS

L E—— e I i ™ o

To host a meeting by a second-time user:

Step 1 Click the MXmeeting icon on your MXIE toolbar.

MXmeeting Icon

Step 2 Go to the Step 4 under ‘How to Launch a Meeting’.



2. Join a Meeting
Joining a seminar (view-only) is simply a matter of typing a URL in your browser. The following steps are needed

to join an interactive meeting for the first time users.

Step 1 Open your browser and type the meeting server address. Click the Join Meeting button

oo

Jain

Step 2 Fill in the Meeting ID, Meeting Password, and your name. Click the “Join Meeting” button

Join Meeting

Meeting ID:

Meeting Password:
Your name: (the narme shown in the meeting)

Step 3 When you are prompted to accept MXmeeting download, click “Yes” or “Always”. If there is no
prompt (because your computer does not have a proper Java virtual machine installed), click the

“Download MXmeeting” link to manually download and run MXmeeting.
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Home

Click "Yes”, "Always" or "Run” if prompted.

Launching the Meeting Manager ..

If MXmeeting does not start within one minute, manually download MxXmeeting.

If the manual download is not required, you are automatically joined in the meeting.



If manual download is required, after you run the download, click the “Join a Meeting” button. Next,
fill in again the Meeting Address, Meeting ID, Meeting Password, and your name. Click “Join Meeting”

button. See the figures below.

] MXmeeting = | O [
File Toeols Help File Tools Help
Home | Active | Profile | Sign Qut Home | Active | Profile | Sign Out
@ - Host an unscheduled mesting
Meeting Server Address
@ mxmesting.zelda.com
- Join a meeting | ]
Meeting |D
4321-1654 |
- Schedule a meeting i
Meeting Password
List of scheduled mestings:
1. 01/13/2009 10:25 AM {ID: 1312-0982) Your Name |
Staff Meeting Raj
Start Invite Edit Delete
Awailable meeting rooms: 52 \
Awvailable partticipants: 109 i

At this point, you have joined the meeting. The meeting panel (the figure below) shows you the meeting
information, meeting attendees and buttons to start chat and file transfer.
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File Tools Help

@ Q Cl

Chat Send Files Record

Attendees

=2 Ben Leznik {Host)
Raj (Me)

Meeting Info

1. Mesting Server Address:
mxmeeting.zultys.com

2. Meeting ID: 1113-1459

3. Edit Conference Call: 218-339-2408
Edit Access Code: 11191459

To join a meeting by a second-time user:

Step 1 Click the MXmeeting icon on your MXIE toolbar

MXmeeting Icon

Step 2 Go to Step 3 above and follow the steps when manual download is required.
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