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Introduction

WorldSmart Web Conferencing makes it convenient for users of WorldSmart to organize and schedule
conferences with just a click. It provides you the ability to attend or give presentations by simply being at your
desktop. Web Conferencing can be used for training, sales demonstration or new feature release demonstration
with partners, clients, prospective clients and users. You can schedule conferences with as many people as you
want or if you want to start a conference right away, ad-hoc conferences can be convened instantly too.

System Requirements

Operating system

¢ Windows XP, Windows 2000, Vista

Minimum Hardware

e A minimum of 50 MB free disk space A minimum bandwidth of 128 kbps

Processor:

e Pentium Il or above

Software

¢ Java Runtime Environment/ Active X Control. (If you are using Firefox, you will need Sun JVM.)

Browsers

e Internet Explorer 5.5, or above, but less than 7.0, OR Mozilla Firefox 1.7(or higher)

Compatibility/Integration

e Microsoft Outlook 2003
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Terms

e Moderator: In Web Conferencing, a moderator is the one who schedules and conduct conferences. The
moderator, as the initiator of a conference, has access to the Web Conferencing presenter toolbar by
default.

e Attendee: An attendee is anyone who attends a WorldSmart Web Conference.

e Presenter: The presenter is the one who takes the stage. The presenter can share their desktop with
others, and in general be in charge of the conference.

The Moderator is the presenter by default and has access to the Web Conferencing presenter toolbar. The
moderator can make any conference attendee as the presenter. This presenter will then have access to the
presenter toolbar.

Ilcons

Description

@ The WorldSmart Conferencing icon is displayed in your system tray when you have a conference active.
You can right click on this icon to close the meeting.

This icon is on your desktop when you minimize your WorldSmart Conference window.

minimized.

This icon indicates that the attendee is the moderator.

= The white arrow turns to a pale red if you place the cursor over the Web Conference window when it is

This icon indicates that the attendee is the invitee.

This icon indicates that the attendee is the presenter.

i

This icon indicates that the attendee has the control of the desktop.

L
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Features

User friendly interface

Chat online: You can chat online with all the attendees in the conference.

Share desk: Share your desk with the attendees and make them feel that you are with them right there.

Drawing tools

Instant Outlook Integration: Schedule conferences from Outlook.

Instantly change presenters

Easy to invite: You can invite people by email--your emails are generated automatically-or you copy and
paste the invite link and send it WorldSmart chat, or public IMs like Yahoo, MSN, AOL, Gmail etc.

Starting a Conference

WorldSmart Messenger set up

For Moderator

The Web Conferencing application is embedded in the WorldSmart Messenger and runs only from the messenger.
Therefore, to initiate a conference you must be a WorldSmart user. You can invite anyone to

a conference by sending out a link by email or chat (using WorldSmart or any public IM systems such as Yahoo™,
MSN™ AOL™, Gmail etc.) By clicking this link anybody, including non WorldSmart users, can join your
conference. There are two ways of organizing a conference:

Instant conference

Scheduled from Outlook

WorldSmart Web Conferencing
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Starting a Conference Instantly

To start a web conference, click the Web Conference icon on the messenger panel as displayed in the following
screen:

¥ markaworldsmart

Start  Dashboard  Took  Wiew  Help

& =g |J__) W 2 %
-

v joe
v mark
W amith
v support
w  Support
v supporti@ wwor.dsmart.com

Alternatively, you can also click on Start > Web Conference on your messenger window as shown in the following
image:

¥ mark@worldsmart M=1:3
Start  Dashboard  Tools  VWiew Help
IM Chat Chrl+M :
SM3 Chat Chrl+T i =+
IM Conference Chrl+1
Conference Chel+W
&0 Live Monikor CkrH-Shift+L
Cperator Console Chrl4K
Fil= Transfer Chel+F
Worldsmark CCA ChrH-Shift-+E
Webcam CheHO
Exit Chrl-alk+x
¥ tierthres
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This opens a window as shown below:

Web Conferencing E]

Conterence Type
* Adhoc

--Start your web conference nght away.

" Scheduled

--Launch Outlook to schedule vour meeting and zend invitation
email to people.

I Copy Invite URL | Start Conference I

Cancel

e Select Ad hoc by checking the radio button against it, and click Start Conference.
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This launches the Web Conferencing window as shown below:

@ Participants

Name Time

00:06

-

: )

Hide Toolbar '] i Invite people 'vj

0 | Conf #: 4159462489

Your conference has started. The next step is to invite people to join the conference.

Invite People: Click on the arrow next to the button Invite People. This displays two options:

WorldSmart Web Conferencing
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e Send Email

Select this option if you want to invite people to your conference by email. This launches Outlook on
system automatically. Enter the email address of the people you wish to invite. The link for the meeting is

already included in the body of the new mail, along with a b
can edit this text as necessary, and click Send.

e Copy Conference link

rief explanation of what the invitation is for. You

Click this to copy the conference link to your system clipboard. You can now send this link to people you

wish to invite via chat systems such as Yahoo, AOL, etc.

The same function can be achieved if you click Copy Invite URL in

the window for starting a conference. This

copies the URL to your system clipboard. You can then paste the link and send it through chat or email to whoever

you wish to invite for your conference.

Web Conferencing g

Conference Type

o+ Adhoc

--Start your web conference right away.
" Scheduled

-Launch Outlook to schedule vour meeting and send invitation
email to people.

| Copy [rvite URL || Start Conference |
Cancel
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Scheduling a Conference

To schedule a conference select Scheduled and click Start Conference as shown below:

Web Conferencing P§|

Conference Type

" Adhoc

--Start paur web conference right away.

(v Scheduled

-Launch Outlook to schedule vour meeting and zend invitation
emaill to people.

| Schedule Eunferencell | Start Conference |
Cancel

This launches your Outlook, with the Schedule a conference window open, as shown below:
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fﬂn\'- HD O+ ¢ |+ Weekdy Updates Meeting - Appointment - O X
-”"l Appoinktment Insert Farmat Text Developer L7)
H 'ﬁa ] Calendar ﬁ —-=_-5_} B i sy ¥ Recumence (5 w Fﬂ
F= X pente = @ Time Zones | A5
Save ik [Dnwite . Appaintment| Scheduling 4 15 minutes - _ Speling || Mesting
Close Attendess kgp Forward = U Categorize = - Motas
Actions Shiow Oplions * Proofing OneMote
Subject | 'Weekly Updates Meeting
Location: 4159452481 PIN 1211
Start time: | Thu 7972009 | | 500 PM w | [ All day event
End time: | Thu 7972009 ¥ | (530 BM w
ix
Hello, -
| am organizing a web conference using the WorldSmart web conferencing toal.
Please join my mesting at:
http:/feentralwsphy. comWCSignin.jsp/ConflD=01234569
Click on the link above and enter your email address and name.
If clicking the link does not work, copy and paste the link in the address bar of your web browser and press Enter /
Go. z
Once the WorldSmart web conferencing interface is l[aunched, you will be able to see who else has joined the
meeting, and also chat f collaborate with them convenigntly.
Thanks!
)

You can here specify the time, recurrence, etc. just as you normally do in Outlook when scheduling conferences,
and send your conference invitation to people by email.

You can also click Start Conference to start a conference right away. The web conference interface will load
immediately on your system, and other people will be able to join you as soon as they get your email.

The Web Conferencing Outlook Toolbar

e Copy Conference Link: Click the Copy Conference Link button highlighted on the top left. The link gets
copied in the text pane. Enter the details and click Send. The invitees will only have to click on the link to
join the conference.

e Start Conference: Click the Start Conference link highlighted above to start a conference instantly. This
launches the Web Conferencing window from where you can copy the conference link and invite people
through any public IM system, or by email.
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Conference Number for Web Conference

You can specify a WorldSmart conference number for your Web Conferences. Whenever you initiate a conference,
this number will be visible to all attendees, who can then dial the number to join the audio conference.

This number needs to be specified in your WorldSmart Messenger preferences, as shown below:

Options [3_(|

General Web Conferencing

Connection "web Conferencing
SIP Settings
Audio Settings
Call Statuz
Call 5ettingz
AocezshyDezk
wiorklet Canference Ma |41 BI4E221
WhorldSmart [k
' ahoo M

FSH 1k
A0L IM Conference URL

Dizplay Marne |J ahin

http: //central wepbs. com: 8054 CSignin.|
zp?ConflD=01224R9

Web Integration
Outlook, [nkegration
Wieb Conferencing
E mnail Settings
Repart a Problem

enerate Mew LURL

WorldSmart

ok | Cancel Help

Once you save this information, your display hame and the number you save will be visible to all attendees who
join your conference.

Note: Be sure to enter a real conference number here. Entering any phone number or WorldSmart DID will not
work, as only two people will be able to join in. You may need to ask your Account Administrator to create a new
audio conference room for you and then assign it a number.

e You can generate a new conference URL by clicking the Generate New URL

Please note: Any conference you have previously scheduled will become invalid once you generate the new URL.
Be sure to send out the new URL to the participants as well.
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If a web conference is already in progress, you cannot make any changes to the Web Conferencing window. The
options in the Web Conferencing window are temporarily disabled during conference as shown in the following
image:

Options [3__<|

General Web Conferencing

Connection “Web Conferencing
SIP Settingz
Audio Settings
Call Statuz
Call Settingz
AcceszdyDesk
Worklet Conference Ho |
WhorldSmart [k
' ahoo |k

BSH (b4
AOL M Conference LURL ‘

Digplay Mame |

Web Integration
COutlook Integration

Web Conferencing
Email Settingz

Report a Problerm The “Web Conference optionz are termpararily digabled
because a conference iz in progress.,

WorldSmart

ok, Cancel Help

Once the conference ends, the options in the window are automatically enabled and you can make the necessary
changes if required.

Attending a Conference

You can join a WorldSmart Web Conference regardless of whether you are a WorldSmart user or not. Also, even
for non-WorldSmart users, the Web Conferencing presenter toolbar, along with options for share desk etc. is
available, even though they do not have WorldSmart.

Joining a Web Conference is simple. You get an invitation to a Web Conference in the form of a link, something
like:

http://central.wspbx.com/WCSignin.jsp?ConflD=01234589

You can either click on this link (most mail and chat systems support embedded active hyperlinks) or copy and
paste the link in your Web browser and click Go / Enter. Once the page loads, the following screen is displayed:

WorldSmart Web Conferencing
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Join Conference

Flease enter your name and email
address to continue.

Screen Name
John

Email Address

john{@mycompany

Join HNow

Enter your name and Email address in the appropriate fields and click Submit. This is all you need to do. In a few
moments the conference will launch on your system.

Note: A security warning (asking if you trust the software) may sometimes be displayed when you click Submit.
Click Yes, WorldSmart is perfectly safe.

The WorldSmart Conference will load in the following page. Once the conference is loaded, you will see the
following conference interface (the left hand panel in the following screen) on your system:

WorldSmart Web Conferencing
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irj Web Conference

Participants

Habia Tii
& john 0004
g lydia 0004

Please wail while the conference is loading.

I_@.chat M

If'Web Conferencing does not load successiully, please check if

‘: + Your web browser is compatible
+ You hava Jawa runtime environment installed on your system.

(2]

Firda Toolbar J _ Tnvite peapls -J

You can contact us by email al suppodiworddsmancantral corm

li.unf 7 4150462480

Note: The Web Conferencing interface you see is not actually embedded in the browser window. This is an
independent window on your screen. You can close the browser window if you wish to; this will not end the Web
conference.

WorldSmart Web Conferencing
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Being Presenter

This section outlines the range of features available in WorldSmart Web Conferencing. The toolbar explained
below is available to the moderator (the initiator of the conference). Thus, the moderator is the default presenter.

However, the moderator can make one of the attendees the presenter. This can be done by right-clicking the
appropriate attendee in the participants’ pane and selecting Make Presenter as shown in the following image:

@ Participants

Name Time

& John

B hiia

Q (2)

Hide Toolbar '] _ Invite people -_j

0 | Conf #: 415946281

Then the attendee temporarily becomes the presenter and can share desktop etc., with access to the Web
Conferencing toolbar. Once a participant is made the presenter, the icon against the particular user changes to &,

The moderator can always right-click the presenter-attendee and select Make Viewer to take charge of the
conference again.

WorldSmart Web Conferencing
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Using the Web Conferencing Interface

The WorldSmart Web Conferencing interface has three components:

e The main interface
e The Desktop Viewer

e The Web Conferencing Toolbar

The following is an explanation of the interface and the functions it offers:

The Main Interface

Name Time
‘ o 00:03 $ Orange icon indicates moderator, red icon
indicates attendee
[ hyidia 0mo1

& chat M

lydia: Hi

John: Hi Lydia, thanks for jeining in... 4 th_atdl?ahle an

John: Let's wait a minute, others will he =~ ——— Typedtextic displayed here

joining soon.

lydia: Sure.

Displays /Hides the toolbar
space for typing text chat / : /ﬁ
\Jll.r'"II[ Llll L \.ll?ll"\. rence
Transfer files, copy conference link,
or send conference invitation by Emall
-

| Hide Toolbar J Invlte pecple -
Atbendees dial this phone number to

l Conf #: 4159462489 = join the :anferencep

i 4
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The Desktop Viewer

When you as the moderator share your desktop with the attendees, or when the presenter shares their desktop, it
is displayed in the DesktopViewer shown below:

&= Welcome

WORLDSMART

On-Demand Unified Communications

WorldSmart Web Conferencing
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The Web Conferencing Toolbar

Fi e Click this icon to display or
hide the DesktopViewer.

Click this icon to share your
desktop with the attendees.

Enable this checkbox to use the
drawing / writing tools below.

Selects the width of the lines

to draw on your screen.

'sg’ e 22lects the color for the lines
to draw on your srcrean.

Click this icon to draw
an arrow on your screen.

—_——

"'r Type in text on your
screen with this tool.

Click this to erase g
your text or lines.

- Click this icon to share a specific
) aplication with the attendees

Zoom to a part of your screen
when sharing your desktop, we——— | +

J e pecify the zoom
level in percentage.

Cancels any active ‘59
zoom in share desk,  ———

WorldSmart Web Conferencing
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File transfer capability is available for web conference in the same format as for IM users. Conference moderator
has the option to send files to all the members in the conference. To send file via web conference click on the
Invite People button at the bottom of the web conference window and select the send file link.

@ Participants

Name

& John

W lydia

Time
0003

00:01

| [ Rchat

R lydia: Hi
John: Hi Lydia, thanks for joining in...
T John: Let's wait a minute, others will be
joining soon.
v,, lydia: Sure.
[
Y
A
< (1)
Hide Toolbar J " Invite people 'v]

‘0 | Conf #: 4159462489

Send File

Send Email
Copy Conference Link

By default, only the moderator of a conference has the capability to transfer files via web conference.

WorldSmart Web Conferencing
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From the pop up page, browse to the location of the file and click on Open.

Open

Laok ir: | e Local Disk [(E:) v O F &

P4y Fecent Documents

3 (&} Desktop
: My Documents

by Recent ¢ My Computer
Documents < Local Disk ()
= age Local Disk (D]
£ < Local Disk [E:)
Desktop a2 Local Disk [F2)

e CD-RW Drive [G:)
| Shared Dacuments

#} [ My Documents
i ‘:J My Metwaork Places
My Diacuments [ For Khangrah

I DpenDffice.arg 2.3 Installation Files

by Computer

g File: name: | hd | Open
My Network  Files of type: |l Files [ JF I v| | Cancel |

e Clicking on Open will transfer the file to all the attendees in the conference.

e The maximum size for file transfer is 10 MB.

Give Control

During a conference, moderators can give control of their desktop to another conference participant during their
share desktop session.

For instance, if you are the moderator in a conference with participants A and B, you can share your desktop with
both of them at the same time by clicking the Share button in the toolbar of the conference window. This will
display your desktop to both the users, though the control of your desktop will remain with you.

While your desktop is in share, you can pass control of your desktop to another participant in the conference, but
not to multiple participants at a time.
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To pass the control of your desktop to another conference participant:
e Click the share button on the toolbar.

¢ Right-click the appropriate attendee in the participants’ pane and select the Give Control option as shown
in the following image:

& John

Give Conkrol

Make Presenter

Q (2)

Hide Toolbar '] Invite people -_j

0 | Conf #: 415946281

4

The participant will now have the control of your desktop. Once you have given the control of your desktop to
the participant, the icon displayed against the particular user will change to'Z .

WorldSmart Web Conferencing
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