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For participants, hosts and presenters
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To hosta conference you must have an AT&T Connect® account, and install and activate the AT&T Connect Participant Application on your Mac®. To
participate in a conference, justinstall the application!
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For participants

Download AT&T Connect®

Download AT&T Connect directly from the AT&T Connect website
at: http://www.corp.att.com/attconnectsupport/downloads/

or...
Click the download link in your email invitation to a conference.

Launch the application

Click the AT&T Connecticonin the Mac User Applications folderor
onthedock. Theiconis displayed on the launch padinLion® and ST
subsequent operating systems. =

Quickly joinaconference
Joinan AT&T Connect conference scheduled within the next 24 hours.
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e Clickthe Source List button to open the Source List window.
o Selecttheconference under UPCOMING CONFERENCES.

Join from an email invitation

o Inyouremailinvitation, click the link under To connect to the Web
Conference.

o Clickl AcceptintheLicense Agreement window. If this is the first time
you are joining a conference, enter your name and email address in
the Your Details screen. (Thisis how your name will appear to othersin
the conference.)

Join from your calendar

o Foraconferencescheduledforafuture date, accept theinvitationand
the conference will appear in your iCal® or Outlook® calendar.

o Onthedayofthe conference, openyouriCal® or Outlook® calendar,
double-click the relevant conference, copy the conference URL and
pasteitinto your browser, then press Enter on the keyboard.

o Enteryourdetailsinthe Your Details screen (first time entry).

Join from your Favorites list

e Click My Favorite Conference Rooms from the Conference menu,
which opens thelist of the conference rooms that you visit the most.
e Selectthe conferenceroomyouwish to enter.
To add aconference room to the Favorites list, when in a conference,
select Conference > Add to Favorites.

Select audio and video options

Note: Audio and video options
may vary according to company
policy.

Use video

Onceyou set up your video, you
canview up to six videosin

the video screen, with the six
most-recent speakersinview.

To add afavourite, when notin a conference, select the conferencein
the UPCOMING CONFERENCES list and then click on the grey
banner (with a starin the middle) in the upper-left corner of the
detailed view. The banner changes to orange indicating that this

is one of your favorites.

In the Connection Setup window click Connect with
Audio or Connect with Video & Audio. If you choose -
video, you see a preview of yourself as it will be '

displayed to the other participants. o
Connect your audio. Choose from: “'
o Call me at—has Connect call you from the ‘-

conference. -
« Voice over computer—for using your headset or S —
mike and speakers.
o Dialin—fordiallingintothe conference according
to theinstructions page.
Click Apply.

Click the video buttonin the
toolbar to “register” your
intention to transmit video.
Click the button again to “un-register”. You won’t transmit video
anymore, even as an active speaker.

Note: The number of streams you can see in a conference depends on your
bandwidth settings.

View video
Toview only the speaker:

Click Follow the Speakerinthe Video panel menu, or click Follow the
Speakerinthe Audio/Video menu.


http://www.corp.att.com/attconnectsupport/downloads/

To extract the video panel to an external, floating panel for placement
anywherein the window:

o SelectExtract Video Panel from the View menu and then drag the
detached window to the desired location. You can resize the window.

Send/Receive a private note

o Double-click on the participant’s name in the Participants list to open
the note popover.

e Writeyournoteinthe textboxand click Enter.

Send a public note (announcement)

e Clickonthe Announcementbuttoninthe upper left corner of
the Participants list to open the announcement dialog.

o Writeyour announcementin the text box and click Enter.

o Toreply, clickthe announcement to open the dialog
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Mute/Un-mute your microphone

o Clickthe active Audio buttonin the toolbar.
o Tounmute, click the muted Audio button.
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o Clickthe Emoticons buttoninthetoolbarandthenclickan |@|
emoticon from the menu. L

Use emoticons

L

Write meeting minutes

e Writeyour minutesinthe My Meeting Minutes panel. They are saved in
the conference’s history in the Source List.

e Tosendyourminutes by email as an attachment, click the Send mﬁ'
Email button in the upper-right corner of the panel.

Save whiteboard content

e Clickthe camerabuttonin the bottom-center of the whiteboard
to take a snapshot of whiteboard content and annotations.
Snapshots are savedin the Source Listunder HISTORY.

Access past conferences
Access information about past conferences In the Source List.

o Clickthe Source

List button to
open the Source
List window.

e Selectapast
conference from
the left panel
under HISTORY
toview the
information.
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Play back arecording

Play back VCR
recordings of the

conference.

o ClickOpen
Recorded
Conferencesin
the File menuand
select the desired
recording to open
the Macfinder, or
double click on any - 7 Londll
VCR file located on \ ==
your Mac. J
This opens the
Source List window
with therecording
in the Playback
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o Clickonthe Play button (which toggles to Pause) to start the playback
and display the recorded content on the whiteboard. The slide bar
shows the playback progress.

For hosts

Activate your account

e Thefirsttimeyouopen AT&T Connect, you are asked to provide your |E

name and email address. The application recognizes that you have an
AT&T Connectaccount and opens the Activate Your Account screen.
Fillin your host password and click Activate or click Get Activation
Email to request your registration email with the activation link.



Or, clickon thelinkin the registration email that you received from
AT&T Connect.
Start a conference now

Click the Start button in the meeting room screen to enter your
conference room.
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Invite participants

Click Participantsin the menu bar and then click Invite Others by
Mail or Invite Others by Phone (if allowed).
To place aclickable link to the conference in a chat, click My

Conference Room in the menu bar and then click Copy My Conference

Room’s address.

Schedule a conference

Click Schedule in the meeting room screen to open a window for
creating a conference in your default calendar (iCal or Outlook).
Set the date and time of the conference and send invitations.

When scheduling a conference, you can change your default
conference type. Click the arrow next to the Schedule button and select
the new conference typein the drop-down list.

Mute/Un-mute a participant
Inthe Participants list, right-click the participant whose microphone you
wish to mute and click Mute/Un-mute.

Or, click the participantin the Participants list, and click Mute
Participant/Un-mute Participantin the Participants drop-down menu.

Participants can un-mute their microphones after the host muted

them.
Mute/Un-mute all

Click Mute All/Un-mute All inthe Participants menuin

the Participantslist,
Changerole to co-host
To help you host the conference, you can assign a participant hosting
privileges, such as assigning presenting rights to other participants.

Click Change Role to/ Co-Host in the Participants menu.

Give/Take presenting rights
Right-click the participantin the Participants list and then click Give
Presenting Rights/Take Presenting Rights.
Lock/Unlock the conference
Click Lock/Unlock Conference from the Conference menu. No new
participants can join the conference.
Use Broadcast mode
Broadcast mode mutes and locks all participants except the presenter,
host and co-host. Use it for lecture-type presentations.

Click Broadcast mode from the Participants drop-down menuorin
the Conference menuin the menu bar.

A presenter can un-mute and unlock selected participants while in
Broadcast mode.

Record a conference
Record alive conference on the server, play it back and send it to the
participants.

Click Start Recording, in the Conference menu. Ared dot and “Rec”
aredisplayedin the blue status bar (top of window) indicating that the
conference is being recorded



To play back the conference, click Open Recorded Conferencesin
the File menu, click on the recording in the Mac finder, and then click
the Play buttonin the Playback panel.

You canretrieve the recording laterin the Source List under
RECORDED CONFERENCES.
Update conference settings
During a conference you can change your default conference settings.

Click Conference Settings inthe Conference and update the settings
inthe Conference Settings window.
[ NaNal

Conference Settings

Whiteboard Settings l?IAHow all participants to draw on the whiteboard

Video, Audio, [ Allow participants to record locally
Recording MAHDW the use of video
E]Al\ow voice-over-computer

Palicy E]Al\ow chat among participants
E]AHDW participants to chat with presenters
l?IAHow the use of emaoticons
@IAHDW participants to insert materials (relevant for PC users only)
E]AHDW participants to view the Materials list (relevant for PC users only)
EIAHDW participants to view the participants list

Changes will only apply to the current conference

Cancel Save

Share an application

Click the Share button in the bottom-right of the whiteboard.
Choose theitem you want to share and click Start. The participants
seetheitemon their screens, and can

. " ‘000 AT&T Connect
follow your actions. A dashboardis I —
displayed, providing basic conference E
controls during the sharing session. e)le)] @[] (22 81

You can also use the sharing
optionsinthe Shared Content menu.

Conductaweb tour
Take your participants through a series of websites or HTML pages.

Click Web Tour and then Start Web Tour inthe Shared Content
menu.

Enter the URL address in the browser or click one of the bookmarks you
created.

Conductapoll
Send aYes/No or OK poll to your participants.

Click the Poll button in the toolbar. _ : ——
In the popover, choose the type of poll you

want to send and click Ask. This displays —

the Respond to Poll dialog to the ey

participants.

Ask your question and have the participants

send their answers using the dialog.

View the resultsin the Poll Results popover and save or share them.
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