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3 Synbol notation

Thank you for using MeetingPlaza as your collaboration Tool

This manual is design to help you set up peripherals, enter a Conference room
to the conference room, and explain the various features of MeetingPlaza

The symbols, <> and [ ] are used in this book as follows.

<> : When the sentence shown to a screen is explained.
[ 1: When the choices and the setting value shown to a screen are explained.

(Example of screen)

Chooze from the list

| ]
28.8Kbps Modem [Sending: 22Kbps, Receiving: 22Kbps]
REK.bps [Sending: 38Kbpz, Receiving 38Kbpsz]

[SOM [Sending: 52Kbps, Receiving 52Kbps)

ADSL / Cable Modem [Sending: 53Kbpz, Receiving 160Kbpz]
ADSL / Cable Modem [Sending: 120k.bps. Receiving: 300kbps]
ADSL / Cable Modem [Sending: 240k.bpz, Recering: S00Kbps]
ADSL / Cable Modem [Sending: 500K bpz, Recering: 1.2Mbps]
FTTH [Sending: 1.0Mbpsz, Receiving: 3.0Mbpz)

LAM [Sending: 1.5Mbps. Receiving: 2.0kbpz]

LAM [Sending: 4.0Mbps, Receiving: 6.0Mbpsz]

(Explanation example)

The value of <Choose from the following list> is set to [FTTH 1.0Mbps(sending),
3.0Mbps(receiving)].

Hints related to the content of the chapter are shown as follows.

Content of hint or attention




4 \What are those in the conference

room who sponsor it?

MeetingPlaza provides special privileges for "Conference
Administrators”. Admin privileges help create a seamless conference
experience.

4-1 Conference Administrator Privileges

Below is a list of features controlled by conference administrators:
Change conference interface for all participants simultaneously.
Resize main conference room interface.

Adjust participants' audio and video settings remotely.

Adjust participants' network settings remotely..

Control participants' speaking and collaborative privileges.
Remove participant(s) from the conference room.

The user's remote support

Material that does the file sharing is registered in the server beforehand.



4-2 Conference Setup Methods

4-2-1 Conference Scheduler

The organizer is a person.

When the conference admin changes the size of the video interface it is changed for all
participants. This is accomplished by activating the "Synchronization" of the interface as shown
in the figure below.

In addition to Admin privileges, "Speaker" and "Recording" privileges may also be allowed for
two or more users.
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4-2-2 Team Room Usage

The organizer will determine the time of registration. You can grant privileges to multiple users
organizer.

Conference administrators are identified in the registration interface. "Admin" privileges may be
allowed for two or more users. The "Privileged user authority" box is checked as shown in the figure
below.
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4-2-3 Using the ad hoc log in tool

An individual user may select admin privileges with an admin password.

NAME |test001 |

Login as room admiristrator




5 Admin Privileges from ad hoc login

5-1 Change conference interface for all users
simultaneously

Seven conference room formats are available in MeetingPlaza and can be changed at will. See
section on conference room formats for details.
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5-2 The size of video interface can be
changed for all users simultaneously

When the conference admin changes the size of the video interface it is changed for all
participants. This is accomplished by activating the "Synchronization" of the interface as shown
in the figure below.
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5-3 Changing Video Settings Remotely

An administrator can change other users video settings remotely and simultaneously.

5-3-1 Changing all users video settings simultaneously

1. Click [Settings] then [Video Setting (or Video)]. Select [Global Video Settings].
Standard V5 Standard
*neectingplaza’ 2 setings ||| TextChet

Yideo

; 7 |_ i 1 ' 1
}-[eehng |_¢ 'l Hualibu _] _I

Matweds Spasd e Comnection Auds  Masslseesus
Wicken capture

| @ | Recording, | |[::]| Others |

| La Cienct S f avalabe Coutr Tha epter recures Drect 0 o it

_

Diwet Bow caphrn device. | Logbach ucktCam oo 4000

Widea
| Sarpia watirg fecommandad]

ks bt

- Uns Wit roess fiber (1wl contobuls o reckice wides dafs
) b i repiws CPU redres

Chaplay crder

Lexr st 13 hanit]) =

\'BW'I'I_

=}

dusakes sl ;IJ ides et
M U pescial ue pating
l.'?-rI:H?'q!l
| EMSMHMB‘-MUQ:-
AN, ening |oseeand] = 4THEEG:
{ -

Activating [Simple setting(recommended)] feature.

-+ Siee [Geachuple (K7 =] Guslty [Fre =]

s i g ey

| = e PR e
K e 29
il (AL

{
{
| [Ettrniied Sarves Hetreorh. Earmbodth L
reoseg upeesd] = AMHES:  onding |dowrwand] = DTHZG:

{ =0 BB

Removing [Simple setting(recommended)] feature.

Clicking [OK] will change the setting for all users simultaneously.
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5-3-2 Changing individual user settings.

The individual user clicks [Settings] then [Video Setting (or Video)]. Select [Global Video Settings]
and proceed with instructions from the previous section.
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Activating [Simple setting(recommended)] feature. Removing [Simple setting(recommended)] feature.

Click [OK], then [<<Add] to complete individual settings change.
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5-4 Remotely change a user's volume control

Other users to adjust the volume, you can change your PC remotely from.

5-4-1 Change settings from User List

1. Click [User (or Click [Other], then [User List])] to display the user list/functions interface.

Standard Vo Standard
n - =
Audio Chat User L Sertoee | L,
& | Recording | ::

2. Right click on the desired user ID to display a list of user functions. Select [Set mic volume]

Show detail informaticn of this user

Kicrophone centrol ; Mec 5 on wihale key 5 down, k
Echa camceller : Disabled [
Mowe suppressorn {rmstnophone) ; Sell k

I Sel i volume:

m ¥  Auto gain canteed
| are Audio Cha

Run speed messurement remotely

[+ Chunse ebwark speed lor thrs wier 3
2 8 Choa

3. Adjust the volume of users.

Set mic volume ﬁ
o —— 51 %

Select multiple users, you can not make bulk changes.
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5-4-2 Changing user appearance from the user's video frame

1. Click the small button in the bottom right corner of the individual user's video frame

Kick out this user

Microphone control +
Echo canceller L2
Noise suppressor (microphone) 3
Blo £ | 4

Set mic volume

Auto gain control

Run speed measurement remotely

Choose network speed for this user k

Remote support 2

2. Adjust the volume of users.

i B
Set mic volume ﬁ
o — 513

14



5-5 Change voice settings remotely

The session administrator can change the voice mode(Push to Talk, Auto Voice Switch Mode,
etc.), mic volume, and noise/echo cancel settings of individual participants remotely. See [User
List]Section of the reference manual for details.

5-5-1 Change settings from User List

1. Click [User (or Click [Other], then [User List])] to display the user list/functions interface.

Standard Vo Standard
: (. Settings.
Audio Chat User o Setnes S N
& | Recording

2. Right click on the desired user ID to display a list of user functions. Select [Voice Settings]

Kick out this user

Show detail information of this user

Microphone control : Mic is on while key is down.
Echo canceller: Disabled

Moise suppressor (microphone) : Soft

Moise suppressor (speaker) : Soft

Set mic volume

v Auto gain control
are Audio Cha

Run speed measurement remotely

c Choose network speed for this user 3

Remote support

The voice method and echo/noise cancellation can also be set remotely.

Select multiple users, you can not make bulk changes.

15



5-5-2 Changing user appearance from the user's video frame

Click the small button in the bottom right corner of the individual user's video frame

Guest (1)

Kick out this user

Microphone control +
Echo canceller L2
Noise suppressor (microphone) 3
Moise suppressor (speaker b

Set mic volume

Auto gain control

Run speed measurement remotely

Choose network speed for this user k

Remote support 2

The individual user can also change the voice mode and noise/echo cancel settings.

16



5-6 Changing network speed

The session administrator may change participants' network speed remotely.

5-6-1 Changing network speed from the user list

1. Click [User (or Click [Other], then [User List])] to display the user list/functions interface.
Standard V5 Standard

e ([T
Audio Chat User iz Sottings | Lol
2. Right click on the desired user ID to display a list of user functions. Select [Network Speed]

Kick out this user

Show detail informatien of this user

Microphone control : Mic is on while key is down.
Eche canceller: Disabled

Noise suppressor (microphone) : Soft

* v ¥ v

Noise suppressor (speaker) : Soft

Set mic valume

v Auto gain control

Choose network speed for this user »

= g 1 Hand | Remote support »

4 mn 2

Select multiple users, you can not make bulk changes.
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5-6-2 Changing network speed from the user's video frame

1. Click the small button in the bottom right corner of the individual user's video frame
2. Select the desired network speed.

Guest (1)

Kick out this user

Microphone control L4
Echo canceller L4
MNoise suppressor (microphone) ¥
Moise suppressor (speaker) b

Set mic volume

Auto gain control

Run speed measurement remotely

| Choose netwark speed for this user ¥ 1

Remote support 3

The automatic speed measurement can be performed remotely. Manual speed measurement

is also available.
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5-7 Administrative control of other user
privileges

The voice, text chat, and other user fuctions can be controlled remotely by the session
administrator. Please see "User List" section of the reference manual for details.
1. Click [User (or Click [Other], then [User List])] to display the user list/functions interface.

Standard V5 Standard
P

Audio Chat User

2. [Moderation Control], and then say you can control and manipulate.
[Allow All], [banning All],[allow only the specified recipient (up to 8 people)]can choose

from.

()
- ] I = |zer Name [2 people] j Hand | Yoice J Tex
1 & Chai |

‘ Guest

Enguete ‘ toderation
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5-8 Removing a user from the conference

The session administrator may remove and individal participant from the conference

5-8-1 Access the user list

1. Click [User (or Click [Other], then [User List])] to display the user list/functions interface.

Standard Vo Standard
. (/B settings.. | [LJ
Audio Chat User L_ﬂ"—ﬂ:T“::'J =
& | Recording |} :

2. Right click on the desired user to display a list of user functions.

Kick out this user

T STV Ceta T OTIatian of T user

Microphone control : Mic is on while key is down.,
Echo canceller : Disabled

MNoise suppressor (microphone) : Soft

* v v ¥

Moise suppressor (speaker) : Soft
Set mic velume

v Auto gain control
are Audio Cha
Run speed measurement remotely

c Choose network speed for this user 4

Remote support

3. [Logout] or [Disable account] selected.

"Logout", the user logs in again after leaving the URL you can click the login.
"Disable account", the user logs in again after leaving the URL click, you can not login.
"Logout" and "Disable account™ can also be carried out simultaneously.

Logout

[ Disable aceount

Cancel |

4. [OK] is clicked, the user forced exit. Users are forced and the dialog was not displayed
withdrawal.

Select multiple users, you can not make bulk changes.

20



5-8-2 Removal of a participant through the video frame menu

1. Users click on the bottom right corner of the image, [Kick out this user] selected.

Kick out this user

Microphone control
Echo canceller

Moise suppressor (microphene)

* v v v

Moise suppressor (speaker)
Set mic volume

Auto gain control

Run speed measurement remaotely

Choose network speed for this user b

Remaote support 2

2. [Logout] or [Disable account] selected.

"Logout", the user logs in again after leaving the URL you can click the login.

"Disable account", the user logs in again after leaving the URL click, you can not login.
"Logout" and "Disable account™ can also be carried out simultaneously.

Lagout

[ Disable account

Cancel |

3. [OK] is clicked, the user forced exit. Users are forced and the dialog was not displayed
withdrawal.

21



5-9 Remote support

There are 2 kinds of beginning procedures of a remote support.

1) It begins to click the lower right of 2) It begins to right-click in the name of the user
participant's screen. more than the user list.

As for the organizer, the participant can put out one request among [Send desktop sharing
request] [Send area specified sharing request].

Attention :

Two or more users cannot do a remote support at the same time.

[Send desktop sharing request] and [Send area specified sharing request] cannot be done at the
same time.

5-9-1 Send desktop sharing request

1. [Send desktop sharing request] is selected from Remote support.

—

ik put thic utes

Mt rophone contiol

Ethe canceder

Moiwe suppressor (microphone)
Péoere suppressor Copeaken]

Lt mic volume

Aute gain contred

Hum tgrrd mrasurem s trly
Choeoas netmork spord ot the uier
Hemmedr sugsnt Lenid didog dharmsg el

.
[ i e

2. The request screen of a desktop sharing is displayed. The character can be input to the body of
the message of the addition.

22



Send degklop zhanng request to Guest,

i Additional meszage —

Cancel

3. [OK]is clicked.
4. Desktop common request screen is displayed by the

Desktop sha

participant.

Chair reguest you to provide control of your desktop.
Do you allow remote control?

Caution:
Your computer will be controlled remotely if pyou accept the request.
You should allow it only to trusted operator.

Desktop sharing allow all other participants ba wiew pour desktop.
You should not dizplay important information,

You can STOP SHARIMG by preszing "[E=sc]” button.

-Additional meszage —

Cancel |

5. When the participant clicks [OK], the organizer can remotely operate desktop of the

participant.
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5-9-2 Send area specified sharing request

1. [Send area specified sharing request] is selected from a remote support.

= |

Erck enit B inet

Miciophone contial
Erho camceller

Hnite swipprewan (i eghone]

MNoize suppressor (speaker)
Bl et woluime

Auto gain conbrol

Run speed measurernent rematel;
Chote netwaik Lpeed for his ues .

Send desktog tharing request
Send area specified shamng reguest

Rémcte support ¥

2. The request screen of the range specification sharing is displayed. The character can be input

to the body of the message of the addition.

Send dezklop sharing request to Guest,

 Additional meszange —

Cancel

3. [OK] is clicked.

4. The range specified common request screen is displayed by the participant.
i . MX_I‘-

Chair reguest you to provide control of your desktop.
Do you allow remote control?

Caution:
Your computer will be controlled remotely if pyou accept the request.
You should allow it only to trusted operator,

Desktop sharing allow all other participants ba wiew pour desktop.
You should not dizplay important information,

You can STOP SHARIMG by preszing "[E=sc]” button.

-Additional meszage —

Cancel |

5. [OK] is clicked.
6. When the participant clicks "OK", the frame that selects the range is displayed.

24



N feea specied shaing St | X
7. If the range is specified, and [Start] is clicked, the frame becomes a pink color.

rec-baskinl

8. Desktop from which the participant range is specified for the organizer can be remotely
operated.

25



5-10 Reference Material

If the organizers do administrative conference room.
To share a file uploaded from a pre-conference reservation screen
Upload. For more information, please see the reference manual.

5-10-1 Procedure for sharing file that up-loads prior

1. "File sharing" is clicked.
2. "Preuploaded files" is clicled.

@ Dpen i:h

Look in: | Bxample_data j g E‘F . "

Mame : Date modified =
EAPs_2010_jp 6/10/2010 2:30 PM | |
|| FIRST 9/6/2001 .25 PM ||
] Forwarded 96,2001 11:51 AM
[Hl GLOBE 6/23/1998 7:16 PM
B HALL_L_newJWw 3/6/2008 10:39 AM  ~

1 [ m. =

File: name: | Open

il

Files of type:  [All File Types(™") | Cancel

Distribute this file aBaten

[ | Convert to WPl and share
Synchronize File Typesipptx, ppt. vpi, td. jpa. of . avi, wma, wmv, wav, mid)
Asynchronous Fle Typesidoce, x=x, doc, s, pdf)

E

3. The dialog that opens the file is displayed.

[ & Open I.i:h,r
Preuploaded filez Refrezh
I arme ) ' S
MP_WB0_MOVE_ssz.ppt E18k
‘ T r
Open
Cancel
Distribute this file | Local fie
Synchronize File Types{pptx. ppt, vpi. b, jpg. gf, avi, wma, wmw, wav, mid)
Asynchronous File Types(docx, dsx, doc, xIs, pdf)

26



4. The file is selected, and "Open" is clicked.

- = |
& Open ﬂ
Preuploaded files Refrezk

Mame | Si

MP_WE0_MOVE_ B18k

< i |
Open |
Cancel

Distribute this file Local file

Synchronize File Typesippbx, ppt, vpi, bd, jpg, of, avi, wma, wmv, wav, mid)
Asynchronous File Types(doo:, x=x, doc, xs, pdf)

A
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6 Speaker privileges In the lecture

option

6-1 The conference room speaker

In Lecture Mode, a conference speaker will constantly transmit video whether speaking or not.
A participant without speaker privileges will only transmit video when speaking.

6-2 Assigning speaker privileges

6-2-1 Using the conference scheduler

When the coference room is reserved, speaker privileges may be assigned by checking the box
labeled "Speaker" as shown in the figure below.

DIRECTORY add participants Max 64 nsers

LECTURER, NAME E-MAIL ADDRESS RECORDAB

. 1 testl @xoccoocox
CHAIR| & | ecture

PARTICIPANTS

1 test002@xooo00c000
Guest

6-2-2 Team Room Usage

The lecture option is not available for the Team Room.

28



6-2-3 Ad Hoc log in (Available only with Enterprise system)

Speaker privileges are set upon entering the conference room.

NAME |test001

[ Login as room admmstrator
| Ldd lecture 'stat’ privilege

6-3 Operations available to the speaker

1. Application sharing can begin when the shared application is opened on the participants'
desktop.
2. The polling feature can be activated. For the survey, please visit the reference manual.
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