P.
=irstComm

UC MaX Meeting
for Desktop & Mobile

User Guide

Updated Version 05.09.20



UC MaX Meeting

Contents

UC MaX MEETING FOR DESKTOP ...ttt sttt sttt sht e st esabesabe e s st e ebeesbaesabeesnnenas 3
CrEAtE @ MEEBTING....c ottt ettt et e s e bt e bt e s ab e bt e s a b e e bt e sab e s beesabesabeesabesabeenabesabe e saesnbeebaesasesnsaenane 4
SCNEAUIE @ IMEETING ...ttt ettt et et e st e et e s e e s b e e be s bt et e estesbe et e eseesbeensaaseenbeentesseenbesssesseenne 5
JOINM @ IMBEEING ..ttt et s b e s bt e e bt e s b e e st e e s be e sab e e beesab e e bt e sabeebeesabeebeesnbesanees 5
EXplore the Meeting WINTAOW ........coiiiiiiiiieieeterteetes ettt sttt sttt sttt sae e s be et s bt e be et e sbe et e sseesbesntesanens 6
SEEUD YOUT AUGIO 1.eiiiriiiiieieeteseete sttt sttt ettt b et s at e s bt st e s ae e s beesbe s bt e s b e estesbe e st e ssae bt ensesseenbesntesbaenbessnesseenne 6
ACCESS the AUAIO SETLINGS IMENU ..ottt ettt ettt ettt s b s b s bt sbe s bt ebeebe e st et et ensensenbens 6
Invite Contacts to JOiN YOU iN the MEELING ....eoui ittt st s sbe e 7
ViIieW MEETING PartiCIPANTS ...ceeiiiiieiieiiieeie ettt sttt e be e st e e b e sabe s b e e sabesabeesbbesabeesbeesabeenseesaneas 7
SNAIE YOUE SCIEEIN .ttt ettt ettt e s b e bt e bt e bt s bt e st e st e st e st e b et e st e b e sbesb e e bt e st e st e st e st ens et ensennenne 8
Send @ Message t0 MeEetiNg ATLENUEES ......cc.ivirireeeeeetet ettt sttt ettt s b et st e s b s b s beebeese et eseeeenee 8
RECOIT YOUF IMEETING ...ttt ettt ettt sttt et s bt et s he e bt et e s bt et e s aeesbeeabesae e beeaeeebeenbeeatesbeenbesneensesnsensens 9
LEAVE TN MEELING ..ottt ettt sttt et sh et s a e st e st s bt e b e s ab e s bt et e satesbeeabe s bt e beesbesbeenbessbenbeensesanens 9
Additional Meeting WINAOW OPTIONS .....cicuiiiiriiriirieiint e siesitesieete st estesssessesssesssessesssesssessesssessesssesssessessseseensenss 9

UC MAX MEETING FOR MOBILE ...ttt ettt ettt sttt sttt ettt ebe st 10
CrEATE @ MEETING. . ceiieeeiiieeeee ettt ettt s e e st e e st b e s sab e e s bt e e sabbe e s b beesabeeesabeessnseesasaeesasbeesanbeesaseeenaseessnneenans 11
SCNEAUIE @ IMEETLING ...ttt sttt et h et et e s bt et e s bt e bt e e e sbe e b e sabenbeeabesaeenbeensesbeesennees 11
JOINM @ IMBEEING ..ttt st b b et e s bt s it e e bt e sab e e bt e s ab e e bt e sabeebeesab e e bt e sabesbeesabesbeennnenas 12
IMEETING OPTIONS ..ottt ettt stt e et esht e st e sbe e st e e beesab e et e e sabe s bt esaseeabeesbeesabeesbeesabeesseesnsesbeesasesnsaesnsenas 12
AUGIO 11ttt ettt et b e s bt b e st e e bt e b et b e b et e Rt e b et e Rt e R e b e Rt ekt b e Rt e b e b et h e b et e bt b et e st b et st e b et eneebenrenes 13
[VA e =0 T OO OSSP OO PSPPSR PRROPRN 13
VIO .ttt R e E e a e R s b e b b s b e e b e e sab e e beesaaeea 13
SIATE ettt h bbb b a e a ettt b et R e e bt e b b e e bt e bt e bt e h e Rt bt e b et et e b e sbenbeebenres 14
e T el T o =] oY £ TR P PP PR PPRPPRROPPRPI 14
LEAVING e IMEETING ...ttt b et et s bt e b e s bt e b e s a b e s bt e sbe e st e she e b e esbesbeebessbenbeentenaeens 15
Y o] =R o U T=I A (0] 4 1Y PO P PP TR PRRPPOPN 15

First Communications, LLC. Page 2



UC MaX Meeting

UC MaX MEETING FOR DESKTOP

UC MaX Meeting Desktop provides audio and video conferencing over the internet, including web
collaboration features such as screen sharing, whiteboard annotations, and presentation

capabilities.

View Upcoming Meetings

&

Create Meeting

Join Meeting
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UC MaX Meeting

Create a Meeting

When you start desktop client, you'll be offered a few different options. Click “Create Meeting”
icon to create a new meeting. You can either send meeting information directly as an email or
copy meeting information.

[2] Create a Meeting X

Select your IM contacts and invite directly from within MaX UC. Other contacts that do not have IM can be
invited via email or using the meeting URL.

‘ Invite IM Contacts Invite Others H

Invite by Link

Once you have shared the meeting invite return here to create the meeting.

-
Rt #

Send Email Invite Copy Meeting Link

Opens the default email client with a prepopulated Coples the meeting URL so that you can send via
invite ematl. other means.

Start Meeting

Once you download and install UC MaX Meeting Outlook Plugin successfully, you can open up
Outlook and start an instant meeting or schedule a meeting.

S 9 & 2 Q3 X & 4- ?Search Peop\e‘ =
FILE ‘ HOME | SEND / RECEIVE FOLDER VIEW ACROBAT

[=1] .% @ B a % Ignore x @ @_ @ E(J:Meeting

% Clean Up ~ EIM -
New New | Meet Schedule |Schedule a Start Instant L Delete | Reply Reply Forward
Email Items -| Now Meeting - | Meeting -~ Meeting - All <@ More -

New Webex Meeting Delete Respond
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Schedule a Meeting

@Schedule a new meeting X
You can use UC MaX Meeting to schedule a Topic:  ford test's Meeting
one-off or recurring meeting. When

Start:

Fri April 3, 2020 D" ‘01:00AM E”

Click on ‘Schedule’ option from

Duration: ‘1 V‘Hr ‘0 V‘ Min

UC MaX Desktop client, or directly from
your Outlook - Schedule a Meeting to
launch the schedule a new meeting

Time Zone: (GMT-4:00)Eastern Daylight Time

Recurring meeting

Video (when joining a meeting)

window. Host: On '® Off

Here, you can set the date, time, and Particparts: @@ On @ OFF

length of the meeting, and specify various Audio Options

other audlo and Vldeo settmgs for the Telephone Computer Audio ® Telephone and Computer Audio

Dial in from United States Edit
meeting.
Meeting Options

Require meeting password

Then click 'Schedule’ to open the meeting

Advanced Options

invitation in email client (e.g. Outlook) and Calendar
Se|eCt the part|C|pantS you Want to |nV|te #  QOutlook Google Calendar Other Calendars
to the meeting before sending the invite.
8 g (seiue ]

Join a Meeting

You can join a meeting if you have the meeting id of o o Meeting X

already hosted/scheduled meeting.

Enter Meeting ID or Personal Link Name

If you received an invitation link, click the link to join
the meeting

Click Join meeting’ option on the desktop client and enter I Disconnect audio when joining

. . .. HMTurn off my video when joining
meeting id to join. L

You can also join an UC MaX Meeting by clicking on the on-screen invitation as shown below or
by opening the Meeting URL in a browser.

Ashley Alfalo

vesma e -.
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Explore the Meeting Window

While a meeting is in progress, you will either see the participant toolbar or the host toolbar at
the bottom of the Meeting window.

Participant toolbar:

Lo.ovA . 2 A ® @

Start Video Invite Participants Share Screen Chat Record

Host toolbar:

L VA . % & ® o = N

Start Video Invite Manage Participants Share Screen Chat Record Closed Caption Support

Set Up Your Audio

Use the Microphoneicon to toggle your microphone on and off .

Select Join Audio to allow UC MaX to use either your phone or your computer’'s microphone
and speaker.

Select Leave Audio to prevent UC MaX from using your speaker and audio device.

Use the Video icon to toggle your video on and off .

Access the Audio Settings Menu

Click on M! gl arrow icon next to mute icon, to access the audio settings menu, where you
can set up and test your microphone and speakers as shown below.

Select a Microphone
v/ Microphone Array (Realtek High Definition Audio(SST))

Same as System

Select a Speaker
v/ Speakers (Realtek High Definition Audio(SST))

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

First Communications, LLC. Page 6




UC MaX Meeting

Invite Contacts to Join You in the Meeting

Clickon and select the contacts you want to invite to join you in the meeting. The
contacts you select are then sent a meeting invitation.

View Meeting Participants

Clickon to see who has joined the meeting. You can access the following options
from the Participant window.

* Mouse over your name to mute/unmute yourself or change your display name
At the foot of the screen

* Mute Me - put yourself on mute
* Raise Hand - let the meeting host know you have something say.
* Reclaim host - allows you to take back the role of meeting host.

If you are the meeting host, click on to access the Participants window.

Meeting hosts can use the Mute All or Unmute All options at the foot of the screen to mute or
unmute participants.

Select More to access additional options, including:

* Mute Participants on Entry - mute all attendees as they join the meeting.
* Play Enter/Exit Chime when a participant joins or leaves the meeting.

* Lock/Unlock Meeting - no new attendees can join if the meeting is locked.
* Lock Screen Share - only the meeting host can share their screen.

The followingicons provide additional information about each attendee.

* 9 The participant is currently speaking.

+ 3 The participant’s microphone is on.

* 7 The participant’'s microphone is muted.
* m« The participant'svideo cameraison.

« @ The participant'svideo camera is off.

+ . The participant has raised their hand.
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Share Your Screen

Clickon and choose the desktop orindividual application window that you want
to share.

Note: The Share Screen option may not be visible if the meeting host has selected to Lock
Screen Share.

Once you are sharing your screen with meeting participants, you will see the Screen Share
toolbar.

vl 0 1 V4 0.

Start Video Manage Participants New Share Pause Share Annotate Remote Control

The Screen Share toolbar provides the following options:

* Mute - toggle your microphone on and off.

* Stop/Start Video - toggle your video sharing on and off.

* New Share - select a new window to share.

* Pause/Resume screen sharing.

* Annotate your shared screen using a variety of shapes and highlight tools, including:
a Mouse; Draw options (lines, shapes, and arrows); a Spotlight tool; an Eraser to
remove selected annotations; and Undo, Redo and Clear annotationoptions.

* Note: The Annotate option may not be visible if the meeting host has selected to
Disable Attendee Annotation.

* Remote Control - as meeting host, take control of a participant’s screen

* More - access Chat, Record, Settings, and Audio Conference options.

Click [EEETEELS below the toolbar to exit screen sharing.

Send a Message to Meeting Attendees

Click on to open a Chat window and send a message to another meeting
attendee.

Click on SaveChat to save the conversation to your local computer.
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Record Your Meeting

Click on to startrecording the meeting.

Click ILSIECHRYSIETEIE 0 end recording.

When the meeting ends, you will see a pop-up saying that the meeting recording is being saved and
converted to mp4 format.

Thedirectory containingthe saved recordingthenautomaticallyopensshowingtherecordedfile,
and the meeting will also appear inyour list of recorded meetings within the UC MaX Meeting
application.

You can specify the directory to save recorded meetings to using the Settings menu.

Note: The Record option may not be visible if the meeting host has disabled recording for the
meeting.

Leave the Meeting

Click on _ to leave the meeting.

If you are the meeting host, click on - - this will end the meeting for all participants.

Additional Meeting Window Options

LR extends the meeting display to a full-screen

display.
HE U EEET exits the full-screen display.

LI RYEVE displays thevideo for all meeting participants.

TS Rl highlights the video for the current speaker.
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UC MAX MEETING FOR MOBILE

UC MaX Meeting Mobile provides audio and video conferencing over the internet, including web
collaboration features such as screen sharing, whiteboard annotations, and presentation

capabilities.

Download and install UC MaX Meeting Mobile on iOS (App Store) or Android (Play Store).

‘
Meetings (5 )

Settings

/ Create Schedule e

o Schedule a Meeting

. °

Upcomlng Meeti ngs If you received an invitation link, tap on the

link again to join the meeting

Join a Meeting

a o = (2]

Contacts Phone Chat Meetings
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Cancel Start Meeting

Create a Meeting

In UC MaX Mobile, you can create a meeting by

Tapping the ‘Create’ option, you can send the
Invite in two ways:
1. Send Invite link via Email client OR

2. Copy the invite link, paste and send it

Start the meeting by clicking on ‘Start Meeting’ option

Schedule a Meeting Meetings

You can use UC MaX Meeting to schedule a one-off or
recurring meeting.

On the Meetings tab, select Schedule to launch the Schedule A
Meeting window.

Upcoming Meetings

Once you hit Schedule, you can set the date, time, and length of the
meeting, and specify various other audio and video settings for the

2:34 PM

Wil ATE&T BGEe
m e etl ng . Cancel Schedule Meeting

Topic Ashley Alfalo’s Meeting

Then click Schedule to open the meeting invitation and
select the participants you want to invite to the meeting

before sending the invite. The UC MaX Meeting is added ]
Timezone Option America/Chicago
to the participant’s calendar. Bty
Audio Option Both
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You can join an UC MaX Meeting by clicking on the on-

screen invitation. Alternatively, you can join a meeting B‘
using the UC MaX Mobile Meetings tab. Tap Join a

Meeting, enter the Meeting ID and then tap Join

Meeting. —

Meeting

116-532-1092
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While a meeting is in progress, you can see the following toolbar at the bottom of the
Meeting window.

Share Participants More

Audio

and off [

Use the Audio icon to toggle your microphone on

Video

Use the Video icon to toggle yourvideo on and ofr [

Video

More

Use the More icon for additional settings as shown below:

Enter Host Key to Claim Host

Minimize Meeting

Raise Hand

Disconnect Audio

Cancel
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Share

You can share several items using UC MaX Meeting. Click on the Share icon and select
one of the following options.
Share

* Photo - Select File, Drive or Photo to navigate to the image you want to share.
* Web URL - enter a URL to share.
* Bookmark - select a bookmark to share.

Note: The Share option may not be visible if the meeting host has enabled Lock Share.

Participants

Click on Participants to see who has joined the meeting. The following icons

provide information about each attendee.

! The participantis currently speaking.
0 Theparticipant's microphone s on.

£ The participant’s microphone is off.
m«¢ The participant’'svideo cameraison.
wit The participant’'s video cameraiis off.

The participant has raised their hand.
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At the bottom of the Participants window, you can access the following options.

Chats Invite Mute All Unmute All

* Chats - opens the chat window. Tap on an existing chat to continue a conversation or
enter a new comment in the text box and select to send the chat to all meeting attendees
or specific attendees.

Did you get the minutes?

Yes, thanks.

Send to: SJ ~

Tap here to chat or tap a message to
reply

Send

* Mute All - (for meeting hosts only) mute all meeting participants.

« Unmute all - (for meeting hosts only) unmute all meeting participants.

Leaving the Meeting

If you are a meeting participant, tap - to leave the meeting. If you are the meeting host,
tap - to end the meeting for all participants.

More questions?

If you have any additional questions about UC MaX Meeting, call us at 800-860-2934 or
email businesscare@firstcomm.com.
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