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 Introduction
 Are you tired of sharing your online conferencing account or paying
 big bucks for it? 8x8 Virtual Meeting is a flexible online conferencing
 solution that turns ordinary phone calls into productive meetings. With
 just a few clicks, you can start an audio, web and video meeting, invite
 coworkers or clients to a meeting, enable recording, share desktop
 content and much more.
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 System RequirementsSupported Operating Systems
 • Windows®XPandVista
 • MacOS10.5.4(Leopard®)ornewer–( Java5-included)
 Supported Browsers
 • InternetExplorer®7.0ornewer,Firefox®2.0ornewer,Safari™3.0ornewer
 • Requirements:Flash10+andJava6Update14+
 Required ports
 Firewall ports to be open:
 • 80TCP(http)
 • 443TCP(https)
 • 1978TCP(Hostcontentsharing)
 VOIP
 • Requirements:headsetwithmicrophone
 System Requirements
 Windows XP:
 • Pentium41.3GHz/AMDAthlonXP1500+ornewer
 • 512MBofsystemmemory
 Windows Vista:
 • Pentium41.3GHz/AMDAthlonXP1500+ornewer
 • 1GBofsystemmemory
 Mac:
 • MacOS®X10.5(Leopard®)ornewer
 • Intelprocessor,512MBofRAMorbetterrecommended
 Bandwidth Availability
 • Recommended:cablemodem,DSLorbetter
 • Recommendminimum:1.5Mbpsdown/384kbpsup
 Note: Performancevarieswidelydependingonthecontentshared,content-sharingwindow
 size,andprocessingspeed/memoryofthecomputerhostingthecontentsharing.
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 Virtual Meeting
 Virtual Office Online Login Procedure
 ToaccessVirtualMeeting,youfirstneedtologintoVirtualOfficeOnlinefollowing
 thesesteps:
 1. Gotohttp://virtualoffice.8x8.com.
 2. IntheSign In box,enteryour8x8login.
 3. EnteryourpasswordandclicktheLoginbutton.
 4. Whenprompted,clickAllowtoenableAdobeFlashPlayer(arequiredelement
 forthisapplication.)
 http://virtualoffice.8x8.com

Page 6
                        
                        

6
 User GUideVirtual Meeting User Guide V. 1.0
 Create a Meeting
 TocreateaVirtualMeeting:
 1. ClickonNew MeetingintheHomepaneloratthetopleftsideofthescreen.
 2. AnUntitledMeetingpanelwillopen,allowingyoutocustomizeyourmeeting.
 To: Click: Notes:
 Nameyourmeeting. 1. Moveyourcursorover
 Untitled Meeting.
 2. Whenthetextis
 highlighted,clickonce.
 3. Enteranewmeeting
 titleintheentryboxthat
 appears.
 Thiswillbeyour
 meetingtitle.
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 To: Click: Notes:
 Selectadialinnumber. Option 1
 UsethearrowsnexttoDial
 In toselectanumber.
 Option 2
 TopurchaseadditionalUS,
 toll-freeorinternational
 numbers:
 1. Select Buy More
 Numbers.
 2. FillintheBuyAccess
 Numberformthat
 appears.
 3. ClickFinish.
 Thiswillbethedialin
 numberyourparticipants
 usetojointheaudioportion
 ofthemeeting.
 Thisfeatureenablesyouto
 provideacost-effectivedial
 innumberforparticipantsin
 otherareacodes,statesor
 countries.
 Setmeetingstarttime
 anddate.
 1. Moveyourcursorover
 From.
 2. Whentheinformationis
 highlighted,clickonceto
 opendate/timeentry
 boxes.
 3. Typeinthedateorclick
 thecalendariconto
 selectadate.
 4. Clickonthetime
 entrybox.
 5. Setthetimebymanually
 typingitin,selecting
 fromthepull-down
 menu,orclickingonthe
 clockicon;or
 6. ClickNowtostartthe
 meetingrightaway.
 Tostartthemeetingright
 away,youcansetthe
 meetingtostartnowby
 clickingontheNowbutton
 orsettingthemeetingto
 startwithintheimmediate
 timeframe.
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 To: Click: Notes:
 Setmeetingendtime
 anddate.
 1. Moveyourcursor
 overTo.
 2. Whentheinformationis
 highlighted,clickonceto
 opendate/timeentry
 boxes.
 3. Typeinthedateorclick
 thecalendariconto
 selectadate.
 4. Clickonthetimeentry
 box.
 5. Setthetimebymanually
 typingitin,selecting
 fromthepull-down
 menu,orclickingonthe
 clockicon.
 Ifyouprefernottosetan
 endtimeforthemeeting,
 checktheNever Ending
 box.
 Settimezone. Usethearrowsnextto
 Time Zonetoselectatime
 zoneforyourmeeting.
 Scheduleanall-daymeeting. ChecktheAll Daybox. Whenyoucheckthisbox,
 yourmeetingwillbevalid
 from12:00a.m.to11:59
 p.m.forthedurationofthe
 daterange.
 Scheduleameetingthat
 repeatsatregularintervals.
 Option 1
 Usethearrowstoselect
 Every Day,Every Week,
 Every MonthorEvery
 Year.
 Option 2
 Toscheduleacustom
 interval:
 1. SelectCustom.
 2. Fillintheentrybox
 thatappears.
 3. ClickOk.
 Ifyoudonotwantyour
 meetingtorepeat,make
 surethisoptionissetto
 Never.
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 To: Click: Notes:
 Indicatemeetingpurpose. 1. ClickonAdd meeting
 purposenextto
 Purpose.
 2. SelectMeeting,
 Training,
 Presentation,Salesor
 Other.
 3. IfyouselectOther,
 enterthepurposeinthe
 boxprovided.
 Thisinformationwillbe
 sentouttoyourmeeting
 participantsintheemail
 invitation.
 Enable/Disablemeeting
 options.
 VirtualMeetingincludesa
 numberofadvancedoptions
 thatyoucanenableor
 disablewhenyoucreatea
 meeting.Todothis,simply
 checkoruncheckthe
 correspondingboxes.
 Toviewalloptionsclickon
 Show All nexttooptions.
 • Chat−Allowsmeeting
 participantstohavepublic
 andone-on-onechats.
 • Prompt to join audio
 –Givesparticipants
 thechoicetojointhe
 audioportionofthe
 meetingbydialinginor
 viatheircomputer(VoIP)
 immediatelyafterjoining
 thewebportion.
 • Require Moderator
 −Participantscanjoina
 meetingonlyafterthe
 Moderatorhasjoined.
 Youdonothavetoenable
 thisoptiontohavea
 meetingModerator.To
 designateaModerator,see
 Designate a Host and/or
 Moderator below.
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 To: Click: Notes:
 • Mute all participants
 −Allmeetingparticipants
 aremuted.
 Allparticipantsexceptthe
 HostandModeratorjointhe
 meetingmuted.Moderators
 canunmuteanyparticipant
 whenthemeetingisin
 progress.Thisfeatureis
 usefulifyoudonotwant
 anyoneexcepttheHostor
 Moderatortospeakduring
 themeeting.
 • Request Response −
 Requestthatparticipants
 respondtothemeeting
 invite.
 Aresponseisnot
 mandatory.
 • Audio recording −
 Recordsmeetingfor
 downloadandfuture
 playback.
 TheModeratorcanstart/
 stoprecordingduringthe
 meeting.Participantswill
 hearanannouncement
 whentheModeratorstarts
 orstopsrecording.
 • Presentation Sharing
 − Allowsmoderators,
 hostsandparticipants
 withcontentsharing
 permissiontosharetheir
 desktoporapplication.
 • Video – Allows
 participantstoshowand
 viewtheirwebcams.
 • International
 dial outs − Allows
 participantstodialoutto
 otherparticipantswith
 international(non-US)
 numberstoaddthemto
 themeeting.
 Internationaldialouts
 mayincurtollcharges.See
 8x8internationalrates:
 http://www.8x8.com/
 international_services/.
 • Allow participants to
 invite − Allparticipants
 areallowedtoinvite
 otherstojointhemeeting.
 http://www.8x8.com/international_services/
 http://www.8x8.com/international_services/
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 To: Click: Notes:
 • Participants can see
 each other – Allows
 participantstoseeother
 participantswhenthe
 meetingisinprogress.If
 disabled,onlymoderators
 canseetheparticipantlist.
 • Announce participant
 on join − Announceeach
 participantastheyjoinor
 leavethemeeting.
 Announcementswillbe
 heardbyallparticipantsin
 theaudioportionofthe
 meeting.
 • Maximum participants
 – Setsthemaximum
 numberofparticipants
 forthemeeting.Excess
 chargesarenotincurred
 aslongasthemaximum
 numberof15isnot
 exceeded.
 Additionalparticipantsover
 15canbesupportedforan
 additionalfee.
 • Remote desktop
 control -Allowenabled
 participanttocontrol
 anotherparticipant’s
 desktoppendingaccess
 permission
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 To: Click: Notes:
 Addmeetingparticipants. Option 1: drag and drop
 1. GotoCorporate
 Directory, My
 Contacts, Recent
 Contacts, Search
 Results, Outlook
 Contacts orOutlook
 Directory.
 2. Drag-and-dropthe
 namesofpeopleyou
 wanttoinviteintothe
 Participantsbox.
 Option 2: enter
 manually
 Enterthenamesoremail
 addressesofthepeople
 youwanttoinviteinthe
 Participantsbox.
 VirtualMeetingwill
 automaticallysend
 emailinvitationstothe
 participantsyouselected
 onceyouclickStart Now
 orSave.
 DesignateaHostand/or
 Moderator.
 Host Role
 Hostscansharedesktop
 contentwithother
 participants,andpassthose
 controlstoothers.
 Moderator Role
 Moderatorscontrolwhen
 themeetingstartsandends,
 andhaveaccesstomeeting
 managementfeatures.See
 theMeetingControlsand
 Featuressectionformore
 information.
 1. IntheParticipants
 box,clickonthename
 ofthepersonyouwant
 todesignateasHostor
 Moderator.
 2. CheckHost,Moderator,
 orbothinthedrop-down
 menuthatappears.
 TheHostandModeratorcan
 bethesameperson,butthe
 rolescanalsobeassignedto
 separateindividuals.
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 To: Click: Notes:
 Addadescriptiontoyour
 meetinginvitation.
 1. ClickAddaDescription
 nexttoDescription.
 2. Fillintheentrybox
 thatappears.
 Thisshouldbeasummary
 descriptionofyourmeeting.
 Forexample,“Salesmeeting
 todiscussmonthlyfigures.”
 Thiswillbeincludedinthe
 emailinvitationsentoutto
 meetingparticipants.
 Startyourmeetingnowand
 sendemailinvitationsto
 participants.
 Click Start Nowatthe
 bottomofthescreen.
 Thisbuttonwillonlyappear
 ifyousetthestarttimeto
 Start Nowortostartinthe
 immediatetimeframe.
 Saveyourupcoming
 meetingandsendemail
 invitationstoparticipants.
 1. ClickSaveatthebottom
 ofthescreen.
 2. Apanelwithyour
 meetingtitlewillopen.
 3. ClickEdittomake
 changestoyour
 upcomingmeeting.
 4. ClickClosetoclosethe
 meetingpanelwithout
 makinganychanges.
 Youcaneditanupcoming
 meetinguntilithasstarted.
 SeetheView, Edit and
 Cancel Meetings sectionfor
 moreinformation.
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 View, Edit and Cancel Meetings
 Youcanviewyourcurrent,pastandupcomingmeetingsatanytime.Youcaneditorcancelan
 upcomingmeetinguntilithasstarted.
 To: Click: Notes:
 Viewmeetingsinprogress. Option 1
 GototheHomePanel.
 ClickonViewnextto
 Meetings in Progress.
 Option 2
 ClickonMy Meetings.
 GotoMeetings in
 Progress.
 ViewupcomingMeetings. ClickonMy Meetings.
 GotoUpcoming
 Meetings.
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 To: Click: Notes:
 Viewallmeetingsbydate. Gotothecalendardisplayed
 underMy Meetings.
 Clickonanylinkeddateto
 seethetimeandtitleof
 past,currentandupcoming
 meetings.
 Viewmeetingdetails. Option 1: fromdateview:
 1. ClickonMy Meetings.
 2. Gotothecalendar
 displayedunderMy
 Meetings.
 3. Clickonanylinkeddate
 toseelistofmeetings.
 4. Clickontheindividual
 meetingtoseedetails.
 Option 2: fromUpcoming
 Meetings:
 1. ClickonMy Meetings.
 2. Clickontheindividual
 meetingtitleunder
 Upcoming Meetings
 toseethedetails.
 Option 3: fromMeetingsin
 Progress:
 1. ClickonMy Meetings.
 2. GotoMeetings in
 Progress.
 3. ClickontheMeetingtitle
 toseedetails.
 Youcannoteditmeeting
 detailsofmeetingscurrently
 inprogress.
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 To: Click: Notes:
 Editanupcomingmeeting. 1. ClickonMy Meetings.
 2. GotoUpcoming
 Meetings.
 3. ClickEditnexttothe
 meetingyouwantto
 change.
 4. Whenthemeeting
 panelopens,enteryour
 changes.
 5. ClickSave.
 6. WhentheNotification
 Optionsboxopens,
 selectoneofthe
 following:
 • Resendinvitationsto
 allparticipants
 • Sendinvitationstoonly
 newparticipants
 • Donotsendinvitationsto
 anyparticipants
 7. ClickContinue.
 8. Whenthemeetingpanel
 reappears,clickClose
 ifyouhavenomore
 changes.
 Ifyoudowanttomake
 additionalchanges,click
 Editandfollowthese
 stepsagain.
 Ifyouchangethemeeting
 title,dateortime,makesure
 youclicktoclosetheentry
 boxsothatyourchanges
 areaccepted.
 Ifyourequirearesponse
 fromyourparticipants,
 besuretoresendthe
 invitationsafteryouhave
 madeanyscheduling
 changes.
 AfteryouclickContinue,
 youwillseeamessage
 confirmingthatyour
 changeshavebeensaved.
 Discardchangesto
 ameeting.
 Ifyouwanttodiscard
 yourchangesratherthan
 savethem,clickDiscard
 Changesatthebottomof
 themeetingpanel.

Page 17
                        
                        

17
 User GUideVirtual Meeting User Guide V. 1.0
 To: Click: Notes:
 Cancelanupcoming
 meeting.
 1. ClickonMy Meetings.
 2. GotoUpcoming
 Meetings.
 3. ClickEditnexttothe
 meetingyouwantto
 cancel.
 4. Whenthemeetingpanel
 opens,clickCancel.
 5. ClickYestoconfirmthat
 youwanttocancelthe
 selectedmeeting.
 6. TheMy Meetingspanel
 willopen.
 7. Yourmeetingwillappear
 underUpcoming
 Meetingswith
 “canceled”nexttoit.
 YoumustclickYeswhenthe
 dialogboxappearsinorder
 tocancelyourmeeting.
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 Start a Meeting
 Participantscanjointheaudio,weband/orvideoportionsofVirtualMeetings.Ameeting
 officiallystartswhenatleastoneparticipanthasjoinedthemeeting.Ascheduledmeeting
 canbestarted15minutesbeforeitsscheduledstarttime.
 IfRequire ModeratorwasNOTselectedwhenthemeetingwascreated,anyparticipant
 canstartthemeetingattheselectedstarttime.
 IfRequire Moderator wasselected,themeetingwillbeavailableforallparticipantsonce
 theModeratorjoinsandenterstheirmoderatorID.Otherparticipantscannotjointhemeeting
 untiltheModeratorhasjoined,evenifthescheduledstarttimehasarrived.
 Moderators and participants can start meetings in three ways:
 1. Viatheemailinvitation.
 2. Usingaphone.
 3. InVirtualOfficeOnline.
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 To: Click: Notes:
 Startameetingviathe
 emailinvitation.
 1. Opentheemailmeeting
 invitation.
 2. Clickontheunique
 meetingURLprovided.
 3. Ifyoudonothavean8x8
 VirtualMeetinglogin,
 clickonI am a new
 participantandregister
 foralogin.
 Ifyouhavean8x8Virtual
 Meetingaccount,click
 onI am a returning
 participant andenteryour
 logininformation.
 4. Onceyouareloggedinto
 theonlinesession,you
 havesuccessfullystarted
 themeeting.
 5. Younowhavetheoption
 todialintotheaudio
 portionofthemeeting.
 SeetheJoin a Meeting
 sectionformoredetails.
 Moderatorsmustentera
 VirtualMeetingloginin
 ordertostartthemeeting
 andaccessmeetingcontrols.
 RegisteringforafreeVirtual
 Meetingloginalsogives
 moderatorsandparticipants
 accesstoupcoming
 meetings,andpast
 meetingsandrecordings.
 Youcannotstartameeting
 byclickingon Join Now.
 Startameetingusing
 aphone.
 1. Opentheemailmeeting
 invitationtoobtainthe
 dial-innumber(s)and
 meetingID.
 2. Dialinusingoneofthe
 phonenumbersprovided.
 3. Whenprompted,enter
 yourmeetingID,state
 yournameandpress#.
 Ifthemeetingrequiresa
 Moderator,theModerator
 mustentertheirModerator
 IDinordertostartthe
 meeting.
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 To: Click: Notes:
 StartameetinginVirtual
 OfficeOnline.
 1. LogintoVirtualOffice
 Online.
 2. ClickonMy Meetings
 ontheleftsideofthe
 screen.
 3. WhentheMyMeetings
 panelopens,goto
 Upcoming Meetings.
 4. ClickonStart Meeting.
 5. Youarenowloggedinto
 theonlineportionofthe
 meetingandhavethe
 optiontodialintothe
 audioportion.Seethe
 Join a Meetingsectionfor
 moredetails.
 IfthePrompt to Join
 Audiooptionisenabled,
 youwillbepromptedto
 jointheaudioportion
 immediatelyafterloggingin.
 Ifyouschedulethemeeting
 atalaterdate,youwillbe
 abletostartthemeeting15
 minutespriortothestart
 time.
 Join a Meeting
 ParticipantscanjoinameetingthatdoesnotrequireaModeratororthathasalreadybeen
 startedbytheModerator.
 Participantscanjoinmeetingsinthreeways:
 1. Usingaphone.
 2. Viatheemailinvitation.
 3. InVirtualOfficeOnline.
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 To: Click: Notes:
 Joinanaudiomeetingusing
 aphone.
 1. Opentheemailmeeting
 invitationtoobtainthe
 dialinnumber(s)and
 meetingID.
 2. Dialinusinganyofthe
 numbersprovided.
 3. Whenprompted,enter
 themeetingID,state
 yournameandpress#.
 Iftheaudiomeetingrequires
 aModerator,participants
 cannotjoinuntilthe
 Moderatorhasstartedthe
 meeting.
 Participantscanonlyjoin
 audiosessionsduringthe
 scheduledtime.
 Joinanonlinemeetingfrom
 anemailinvitation.
 1. Opentheemailmeeting
 invitation.
 2. Clickontheunique
 URLprovided.
 3. Ifrequested,youcan
 RSVPtothemeeting.
 4. ClickJoin Nowtojoin
 themeetingwithout
 logginginorregistering.
 Youwillberequiredto
 enteryourfirstandlast
 name.
 Ifyoudonothavean8x8
 VirtualMeetinglogin,
 clickon I am a new
 participantandregister
 foralogin.
 Ifyouhavean8x8Virtual
 Meetingaccount,click
 onI am a returning
 participantandenteryour
 logininformation.
 5. Youarenowloggedinto
 theonlineportionofthe
 meetingandhavethe
 optiontodialintothe
 audioportion.
 The Join Nowoption
 becomesavailable15
 minutesbeforethe
 scheduledstarttimeof
 themeeting.
 In order to join a web
 session as the Host or
 Moderator,youmust:
 1. UsetheuniqueURL
 suppliedintheinvitation
 email.
 2. Dialintothemeeting
 usingadialinnumber
 andHostmeetingID
 suppliedintheemail
 meetinginvitation.
 Tip: Ifyouareboththe
 ModeratorandHost,use
 yourModeratormeetingID
 todialin.
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 To: Click: Notes:
 Dialintotheaudiosessionof
 anonlinemeetingfroman
 emailinvitation.
 IfthePrompt to Join
 Audiooptionisenabledfor
 yourmeeting,youwillbe
 promptedtojointheaudio
 sessionafterlogginginto
 thewebsession.
 Therearethreewaysyou
 candialin:
 Option 1
 1. SelectDial in using
 my computertobe
 connectedtotheaudio
 sessionviaVoIP.
 2. ClickConnect.
 Option 2
 1. SelectDial in using
 my phoneandenter
 yourphonenumber.The
 systemwillcallyouand
 connectyoutotheaudio
 portionofthemeeting.
 2. ClickConnect.
 Option 3
 1. SelectNo Thanksand
 clickClose.
 2. Dialinfromyourphone
 usingthenumber
 providedintheemail
 invitation.
 3. Whenprompted,enter
 themeetingIDinthe
 emailinvitation,state
 yournameandpress#.
 Ifyouchooseoption1,you
 willneedamicrophone
 andspeakersorcomputer
 headset.Youwillalso
 bepromptedtogrant
 accesstoyourcameraand
 microphone.
 Remembertosayyourname
 andpress#tojointheaudio
 meeting.
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 To: Click: Notes:
 Dialintotheaudiosessionof
 anonlinemeetingfroman
 emailinvitation.(continued)
 IfPrompt to Join Audio
 isnotenabledforyour
 meeting,youwillbeplaced
 immediatelyintotheweb
 session.Youcandialinto
 theaudiosessionatany
 timeduringthemeeting.
 1. GotoMeeting
 Controlsatthetopof
 themeetingwindow.
 2. SelectConnect to
 Call fromthepull-down
 menu.
 3. SelectDial in using my
 computer orDial in
 using my phone.
 4. Followtheinstructions
 foroption1oroption2
 above.
 Youcanalsouseoption3to
 dialinfromyourphoneusing
 thenumberprovidedinyour
 emailinvitation.
 JoinameetinginVirtual
 OfficeOnline.
 LogintoVirtualOffice
 Online.
 If the meeting has already
 started, you can join it in
 two ways.
 Option 1
 1. IntheHomepanel,click
 ViewnexttoMeetings
 in Progress.
 2. WhentheMy Meetings
 panelopens,goto
 Meetings in Progress.
 IfthePrompt to Join
 Audiooptionisenabled,
 youwillbepromptedto
 jointheaudiosession
 immediatelyafterjoiningthe
 websession.
 Ifthemeetingrequiresa
 Moderator,participantswill
 notbeabletodialinorjoin
 thewebmeetinguntilthe
 Moderatorhasjoinedit.
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 To: Click: Notes:
 JoinameetinginVirtual
 OfficeOnline.(continued)
 Option 2
 1. ClickMy Meetings.
 2. GotoMeetings in
 Progress.
 3. Usethescrollbartofind
 themeetingyouwant
 tojoin.
 4. ClickJoin.
 5. Youarenowloggedinto
 thewebsessionand
 havetheoptiontodial
 intotheaudioportion.
 If the meeting has not yet
 started:
 1. ClickMy Meetings.
 2. GotoUpcoming
 Meetingsandlookfor
 themeetingyouwant
 tojoin.
 3. Start Meetingappears
 whenthemeetingis
 withinitsscheduledtime.
 ClickStart Meetingto
 jointhewebsession.
 4. Younowhavetheoption
 todialintotheaudio
 portionofthemeeting.
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 To: Click: Notes:
 Dialintotheaudiosessionof
 anonlinemeetinginVirtual
 OfficeOnline.
 IfthePrompt to Join
 Audio optionisenabled
 foryourmeeting,youwill
 beautomaticallyprompted
 tojointheaudiosession
 afterloggingintotheweb
 session.Therearethree
 waysyoucandialin.
 Option 1
 1. SelectDial in using
 my computertobe
 connectedtotheaudio
 sessionviaVoIP.
 2. ClickConnect.
 Option 2
 1. SelectDial in using
 my phoneandenter
 yourphonenumber.The
 systemwillcallyouand
 connectyoutotheaudio
 portionofthemeeting.
 2. ClickConnect.
 Ifyouchooseoption1,you
 willneedamicrophone
 andspeakersorcomputer
 headset.Youwillalso
 bepromptedtogrant
 accesstoyourcameraand
 microphone.
 Remembertosayyourname
 andpress#tojointheaudio
 meeting.
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 To: Click: Notes:
 Dialintotheaudiosessionof
 anonlinemeetinginVirtual
 OfficeOnline.(continued)
 Option 3
 1. SelectNo Thanksand
 clickClose.
 2. Dialinfromyourphone
 usingthenumber
 providedintheemail
 invitation.
 3. Whenprompted,enter
 themeetingIDinthe
 emailinvitation,state
 yournameandpress#.
 IfPrompt to Join Audio
 isnotenabledforyour
 meeting,youwillbeplaced
 immediatelyintotheweb
 session.Youcandialinto
 theaudiosessionatany
 timeduringthemeeting.
 1. GotoMeeting
 Controlsatthetopof
 themeetingwindow.
 2. SelectConnect to
 Call fromthepull-down
 menu.
 3. SelectDial in using my
 computer orDial in
 using my phone.
 4. Followtheinstructions
 foroption1oroption
 2above.
 Youcanalsouseoption3to
 dialinfromyourphoneusing
 thenumberprovidedinyour
 emailinvitation.
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 Meeting Controls and Features
 Moderator-only Meeting Management Capabilities
 InadditiontocontrollingwhenaVirtualMeetingstartsandends,moderatorshaveaccess
 topowerfulmeetingmanagementcapabilities,includingmuting,recording,inviting,and
 dismissingparticipants.
 To: Click: Notes:
 Stopameeting. 1. ClickonMeeting
 Controls.
 2. Whenthedrop-down
 menuappears,goto
 Moderator Only.
 3. ClickStop Meeting.
 4. Adialogboxwillappear
 askingforconfirmation.
 5. ClickYestostopthe
 meeting;clickNo
 tocancel.
 Stoppingameetingends
 boththewebandaudio
 sessions.Allparticipants,
 includingtheHostand
 Moderator,willberemoved
 fromthemeeting.
 Participantswillreceive
 anaudioandonlinealert
 notifyingthemthatthe
 meetinghasended.
 Themeetingcanbe
 restartediftheModerator
 joinsagain.However,if
 themeetingendtimehas
 passed,themeetingcannot
 bestartedagain.
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 To: Click: Notes:
 Pause/Resumean
 onlinemeeting.
 1. ClickonMeeting
 Controls.
 2. Whenthedrop-down
 menuappears,goto
 Moderator Only.
 3. ClickPause Meeting.
 4. Aconfirmationmessage
 boxwillappear.
 5. ClickYestopause
 themeeting.
 6. “Pause”willchangeto
 “Resume”inthedrop-
 downmenu.
 7. ClickResume Meeting
 tostartthemeeting
 again.
 8. Aconfirmationmessage
 boxwillappear
 9. ClickYestoresume
 themeeting.
 Pause Meetingputs
 allparticipantsonhold.
 Participantswillhear
 on-holdmusicuntilthe
 Moderatorresumes
 themeeting.
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 To: Click: Notes:
 Start/StopRecording. 1. ClickonMeeting
 Controls.
 2. Whenthedrop-down
 menuappears,goto
 Moderator Only.
 3. ClickStart Recording.
 4. ATermsandConditions
 messageboxwillappear.
 5. Checktheboxnextto
 I have read and
 accept the 8x8
 recording policy.
 6. ClickOk.
 7. “Start”willchangeto
 “Stop”inthemenu.
 8. ClickStopRecordingto
 endaudiorecording.
 Ifthemeetingisbeing
 recordedandtheModerator
 clicksPauseMeeting,the
 recordingwillcontinue
 unlesstheModerator
 clicksStopRecording.If
 themeetingispausedand
 thenresumed,recordingwill
 continue.
 IftheModeratorstartsand
 thenstartsrecordingagain,
 anew,separaterecording
 fileiscreatedforthe
 meeting.
 Recordedmeetingscan
 beaccessedinVirtual
 OfficeOnlinebyclickingon
 My Inbox,selectingthe
 Mediatabandclickingon
 Meetings.SeetheReview
 Past Meetingssectionfor
 moreinformation.
 Lock/UnlockMeeting. 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,goto
 Moderator Only.
 3. ClickLock Meeting.
 4. Adialogboxwillappear
 askingforconfirmation.
 5. ClickYestolockthe
 meeting;clickNo
 tocancel.
 6. “Lockwillchangeto
 “Unlock”inthemenu.
 7. ClickUnlock Meeting
 toopenthemeetingto
 newparticipants.
 Lock Meetingprevents
 anymoreparticipantsfrom
 joiningeithertheaudioor
 webportionofthemeeting.
 Unlock Meeting allows
 newparticipantstojoin.
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 To: Click: Notes:
 AnnounceMeetingEnd. 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,goto
 Moderator Only.
 3. ClickAnnounce
 Meeting End.
 4. AnAdvancedOptions
 boxwillappear.
 5. Usethearrowstoselect
 thenumberofminutes
 beforethemessage
 plays,orclickPlay Now.
 Thisfeatureplaysa
 recordedannouncement
 toparticipantsthatthe
 meetingwillendinx
 minutes.Participantsmust
 beconnectedtotheaudio
 sessioninordertohearit.
 However,playingthis
 announcementdoesnotend
 themeeting.Todothat,the
 Moderatormustalsostop
 themeeting.SeeStop a
 Meetingabovefor
 moreinformation.
 Mute/Unmuteparticipants. GototheParticipantspanel
 ontheleftsideof
 thescreen.
 MuteIndividualParticipants:
 1. ChecktheMutebox
 nexttothenameofany
 participant(s)youwant
 tomute.
 2. Uncheckthebox
 tounmutethe
 participant(s).
 Mute All
 1. ClickMute All tomute
 allparticipants,except
 theHostandModerator.
 2. Click Unmute All to
 unmuteallparticipants.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthe
 topmenu.
 Participantscanbemuted/
 unmutedatanytimeduring
 themeeting.
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 To: Click: Notes:
 StartaPrivateGroup
 discussion.
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. CheckthePrivate
 Groupboxnexttothe
 nameofanyparticipant
 youwanttoplaceintoa
 privategroup.
 3. Oncethefirstparticipant
 ischecked,Start
 Private Group will
 appearatthetopofthe
 ParticipantListpanel.
 4. Aconfirmationmessage
 willappear.
 5. ClickYes.
 6. ClickStart Private
 Group.“Start”will
 changeto“Stop.”
 7. Toremovesomeone
 fromtheprivategroup,
 unchecktheboxnextto
 theirname.
 8. ClickStop Private
 GrouptoendthePrivate
 Groupmeeting.This
 bringsallparticipants
 backtothelivemeeting.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthe
 topmenu.
 Aprivategroupisaside-
 meetingwhiletheother
 participantsareputonhold
 withmusic.Onlyparticipants
 whohavedialedintothe
 audiosessioncanbeput
 intoaPrivateGroup
 Aparticipantwhois
 removedfromaprivate
 groupisputonhold.
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 To: Click: Notes:
 Inviteadditional
 participants.
 Option 1
 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,click
 Invite Participants.
 Option 2
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. ClickInvite.
 3. WhentheInvite
 Participant box
 appears:
 Option 1
 SelectInvite to Web
 Meetingandenterthe
 person’snameoremail
 addressorselectitfrom
 yourcontacts.
 Option 2
 Select Invite to Audio
 Onlyandentertheperson’s
 phonenumber.
 4. ClickInvite.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthetop
 menu.
 IfAllow participants to
 invite isenabledduring
 meetingcreation,any
 participantcaninvitenew
 participants.

Page 34
                        
                        

34
 User GUideVirtual Meeting User Guide V. 1.0
 To: Click: Notes:
 Click-to-callinvited
 participants.
 1. ClickMeeting Infoat
 thetopleftsideofthe
 screen.
 2. AMeetingInformation
 panelwillopen.
 3. Scrolldowntoview
 thelistofinvited
 participants.
 4. Clickonthephoneicon
 nexttotheparticipant’s
 phonenumbertodial
 themintothemeeting.
 ViewparticipantandHost
 meetingIDnumbers.
 1. ClickMeeting Info at
 thetopleftsideofthe
 screen.
 2. AMeetingInformation
 panelwillopen.
 3. Scrolldowntoview
 participantandHost
 meetingIDnumbers.
 ParticipantsandHostscan
 onlyviewtheirownmeeting
 IDnumbers.
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 To: Click: Notes:
 Transfercontentsharing
 controlsorremotedesktop.
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. ChecktheContent
 Sharing boxnexttothe
 nameofaparticipantto
 letthemaccesscontent
 sharingorremote
 desktopcontrols.
 3. UnchecktheContent
 Sharingboxtodisable
 thiscapability.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthe
 topmenu.
 OnlytheModeratorand
 Hostcantransfercontent
 sharingcontrols.
 Contentsharingallows
 participantstosharesome
 oralloftheirdesktopswith
 othermeetingparticipants.
 Participantscanclickonthe
 Open Content Sharing
 buttonorselectOpen
 Content Sharingfrom
 theContent Sharing
 pull-downtostartcontent
 sharing.
 Remotedesktopcontrol
 allowsparticipantsto
 gaincontrolofanother
 participant’sdesktopafter
 theotherparticipantgrant
 accesspermission.
 TheModerator’sandHost’s
 Content Sharing boxes
 areautomaticallychecked.
 Removeparticipantsfrom
 ameeting.
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. ClickontheXnexttothe
 nameoftheparticipant
 youwanttoremove.
 3. Theparticipantwillseea
 messageboxinforming
 themthattheModerator
 hasremovedthemfrom
 themeeting.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthe
 topmenu.
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 Participant Capabilities
 Allparticipants,includingtheHostandModerator,canaccessmeetingcontrolsandfeatures
 suchasconnecttocallandleave,aswellasinvitenewparticipants,chatandsharecontent,
 dependingonwhethertheseoptionsareenabled.Registeredparticipantswhojoinmeetings
 byenteringtheir8x8accountloginsinsteadofclicking Join Now canalsoviewmeeting
 detailsandplayrecordingsfrompastmeetings.

Page 37
                        
                        

37
 User GUideVirtual Meeting User Guide V. 1.0
 To: Click: Notes:
 Connecttotheaudio
 portionofanonlinemeeting.
 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,click
 Connect to Call.
 3. SelectDial in using my
 computerorDial in
 using my phone.
 4. ClickConnect.
 Formoreinformationon
 dialingintotheaudio
 sessionofameeting,see
 theJoin a Meetingsection.
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 To: Click: Notes:
 Leaveameeting. Option 1: leave the web
 and audio session
 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,click
 Leave Meeting.
 3. Amessageboxwill
 appear,askingfor
 confirmation.
 4. ClickYes.
 Option 2: leave the web
 and audio session
 ClickLogout.
 Option 3: leave the web
 and audio session
 Closethebrowserwindow.
 Option 4: leave the
 audio session only
 If you dialed in from your
 computer or had the system
 callyourphone:
 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,click
 Disconnect Call.
 If you dialed in directly
 from your phone or had the
 system call your phone:
 Hangupthephone.
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 To: Click: Notes:
 Inviteadditional
 participants.
 Option 1
 1. ClickonMeeting
 Controls.
 2. Whenthepull-down
 menuappears,click
 Invite Participants.
 Option 2
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. ClickInvite.
 3. WhentheInvite
 Participant box
 appears:
 Option 1
 SelectInvite to Web
 Meetingandenterthe
 person’snameoremail
 addressorselectitfrom
 yourcontacts.
 Option 2
 SelectInvite to Audio
 Onlyandentertheperson’s
 phonenumber.
 4. ClickInvite.
 Allow participants to
 invitemustbeenabled
 duringmeetingcreationfor
 thisfeaturetobeavailable.
 IftheParticipantspanel
 isnotopen,clickon
 Participantsinthe
 topmenu.
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 To: Click: Notes:
 Chatwithotherparticipants
 duringameeting.
 1. GototheChatpanel
 ontheleftsideofthe
 screen.
 2. UndertheParticipant
 panel,clickonthe
 participantyouwantto
 chatwith.
 3. Typeyourmessagein
 themessagebox.
 4. ClickSend.
 5. Tosendachatmessage
 toallparticipants,simply
 typeyourmessageinthe
 messageentryboxinthe
 mainChatwindow.
 IftheChatpanelisnotopen,
 clickonChatinthetop
 menu.
 ToviewChatHistory,click
 thearrowontherightside
 oftheChatpanel.
 Chatmustbeenabled
 duringmeetingcreationfor
 thisfeaturetobeavailable.
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 To: Click: Notes:
 ViewparticipantandHost
 meetingIDnumbers.
 1. ClickonMeeting Info
 atthetopleftsideofthe
 screen.
 2. AMeetingInformation
 panelwillopen,allowing
 participantstoview
 meetingdetails,
 including:
 • Title
 • Host(s)
 • Meetingduration
 • Activeparticipants:
 maximumallowed,how
 manyhavejoinedtheweb
 andaudiosessions,and
 howmanyaremuted.
 • Starttime
 • Endtime(estimated)
 • Whetherthemeetingis
 recurring
 • RSVPStatus
 • DialinNumbers
 • ParticipantMeetingID
 • ModeratorID(only displays
 if participant is the
 Moderator)
 • HostID(only displays
 if participant is the
 Moderator or Host)
 • Moderator’sname
 • InvitedParticipants(only
 displays if participant is
 the Moderator):names,
 emailaddressesandphone
 numbers.
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 To: Click: Notes:
 ShareContent. Option 1
 1. ClickContent Sharing
 atthetoprightsideof
 thescreen.
 2. SelectOpen Content
 Sharing fromthe
 pull-downmenu.
 3. SelectDesktop
 SharingorWindow
 Sharing.
 Option 2
 1. ClickontheOpen
 Content Sharing.
 2. SelectDesktop
 SharingorWindow
 Sharing.
 TheHostorModeratormust
 enabletheparticipantto
 dothis.
 Toshareyourentire
 desktop,maximizethe
 ContentSharingframeby
 clickingthemaximizebutton
 inthetoprightcorner.
 Participantscannottransfer
 contentsharingcontrols
 unlesstheyaretheHost
 orModerator.
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 To: Click: Notes:
 DesktopSharing. 1. IfyouselectedDesktop
 Sharing,aContent
 Sharingframewillappear.
 2. Adjusttheframetoshow
 onlytheportionofyour
 desktopyouwant
 toshare.
 3. ClickonStart Content
 Sharing orthePlay
 button.Thebluewindow
 willturnredtoindicate
 thatContentSharing
 ison.
 4. Topausecontent
 sharing,navigatebackto
 thetopofthecontent
 sharingwindowuntil
 theContentSharing
 controlappears.
 5. ClickonPause Content
 Sharing.
 6. Torestartcontent
 sharing,simplyclickon
 Start Content Sharing
 orthePlay button.
 7. Tostopcontentsharing,
 clickonStop Sharing
 or X
 WhenDesktopSharingis
 paused,otherparticipants
 seethelastscreenshared
 untildesktopsharingis
 stoppedorresumed.
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 To: Click: Notes:
 WindowSharing. 1. Whenyouselect
 Window Sharing,you
 canshareanywindow
 currentlyopenonyour
 desktop.
 2. Clickthewindowyou
 wanttoshare.
 3. ClickStart.
 4. Topausewindow
 sharing,simplyminimize
 thewindowyouare
 sharing.
 5. Toresume,openthe
 windowagain.
 6. Tochangethecontent
 sharingwindow,navigate
 totheContent Sharing
 tabonthetopmiddleof
 themeetingscreen.
 7. SelectChange Shared
 Contentandselecta
 newwindowtoshare.
 8. Tostopcontentsharing,
 eitherclosetheshared
 windoworselectClose
 Content Sharing
 undertheContent
 Sharingtab.
 Whenyouminimize
 thewindowthatisbeing
 shared,WindowSharingis
 pauseduntilyouopenthe
 windowagain.
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 To: Click: Notes:
 Transfercontentsharingor
 remotedesktopcontrols.
 1. GototheParticipants
 panelontheleftsideof
 thescreen.
 2. ChecktheContent
 Sharingboxnexttothe
 nameofaparticipantto
 letthemaccesscontent
 sharingorremote
 desktopcontrols.
 3. UnchecktheContent
 Sharing boxtodisable
 thiscapability.
 Tostartsharingcontent,
 theparticipantcaneither
 clickontheOpen Content
 Sharingbuttonorselect
 Open Content Sharing
 undertheContent
 Sharingtab.
 Tostartremotedesktop
 control,clickonthe
 participant’snamefromthe
 participantlistandselect
 Remote Desktop.The
 otherparticipantneedsto
 clickYestoallowaccess.
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 Video Meeting Features
 Inadditiontoprovidingwebandaudiosessions,8x8VirtualMeetingsupports
 videomeetings.
 Prerequisites for Video Meetings
 Totakeadvantageof8x8VirtualMeeting’svideocapabilitiesthefollowingrequirements
 mustbemet:
 1. Yourcomputermustbeequippedwithawebcamera.
 2. Videomustbeenabledwhenthemeetingiscreated.
 To: Click: Notes:
 StartVideo. 1. SelectVideoandStart
 My Video.
 2. Selectthecamerayou
 wanttouse.
 StopVideo. Option 1
 ClickonVideoandStop
 My Video.
 Option 2
 Clickthedownarrowatthe
 bottomrightsideofthe
 videopanel,selectyour
 nametostop.
 Option 3
 Clickonthewebcamsymbol
 inthetopleftof
 yourvideo.
 Pauseaparticipantvideo. 1. Clickthedownarrowat
 thebottomrightsideof
 thevideopanel.
 2. Clickontheparticipant
 nametopause.
 3. Clickagaintoresume.
 indicatesthatthe
 participantisvisible.

Page 47
                        
                        

47
 User GUideVirtual Meeting User Guide V. 1.0
 To: Click: Notes:
 PauseVideo. 1. Selecttheparticipant
 fromthevideopull-down
 menu.
 2. Clickontheparticipantto
 pause.
 3. Clickagaintoresume.
 indicatesthatthe
 participantisvisible.
 EnlargeVideo. 1. Hoveroverthe
 participant’svideo
 windowatthebottom
 rightsidetomakethe
 enlargevideoappear.
 2. Clickon tomakethe
 videobigger.
 3. Tomakethevideotake
 upyourwholescreen
 select:
 Thisfeatureonlycontrols
 yourviewofthevideo.
 Otherparticipants’viewsare
 notaffected.
 Navigatethroughvideos. Ifyouhavemorethan3
 videoparticipants,youcan
 clickoneithertheright
 orleftmostsideofthe
 participant’svideowindow
 tonavigatetotheother
 videostreams.
 Toprioritizewhichvideo
 participantyouwanttosee,
 draganddropthatperson’s
 windowtothedesired
 position.
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 Remote Desktop Control
 8x8VirtualMeetingallowsamoderator,hostoraparticipantwithcontentsharingenabled
 totakeoveranotherparticipant’sdesktopafterobtainingaccesspermissionfromthis
 participant.
 Note: AdditionalPrerequisiteforDesktopControl
 Yourcomputerandthecontrolee’scomputerneedtohavethelatestJavaRun
 Environmentinstall.(UserwillbepromptedtoinstalliftherightJREversionisnot
 alreadyinstalled).
 RemoteDesktopControlWindowidentifiedbytheControlleelabelatthetopmiddle
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 To: Click: Notes:
 Startremote
 desktopcontrol.
 1. Clickontheparticipant’s
 namefromthe
 participantlistandselect
 Remote Desktop.
 2. Theparticipantneedsto
 clickYestoallowaccess.
 Stopremote
 desktopcontrol.
 1. Clickontheclosebutton
 icononthetopleftof
 theremotedesktop
 controlwindow
 Pauseremotedesktop
 control(Controlee).
 1. ClickPauseonthetop
 middleremotedesktop
 controlpanel.
 Stopremotedesktop
 control(Controlee).
 1. ClickCloseonthetop
 middleremotedesktop
 controlpanel.
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 To: Click: Notes:
 Allowremotedesktop
 controlforaparticipant.
 1. ChecktheContent
 Sharingboxnexttothe
 participant.
 2. Theparticipantcannow
 takecontrolofanyother
 participant’sdesktopas
 longasaccesstocontrol
 hasbeengiven.
 Onlymoderatorsor
 hostscanenableremote
 desktopcontrolsforother
 participants.
 Review Past Meetings
 Registeredparticipantswhojoinmeetingsbyenteringtheir8x8logininformationinsteadof
 clickingJoinNowcanreviewpastmeetingdetailsandlistentorecordedmeetings.
 View Past Meeting Details
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 Toviewdetailsofpastmeetingsyouhavecreatedorparticipatedin:
 1. LogintoVirtualOfficeOnline.
 2. ClickMy Inboxinthetopleftsideofthescreen.
 3. ClicktheHistorytab.
 4. Click Past Meetingsonthemenubar.
 Adrop-downlistofpastmeetingswillappeardisplayingthesemeetingdetails:
 • Title
 • Creator
 • Date
 • StartTimeandEndTime
 • Duration
 • Recordingstatus
 Toviewmoredetailsaboutapastmeeting,includingthenumberofparticipantsand
 participants’names:
 1. ClickMore Info.
 2. Aninformationboxwillappear.
 3. ClickView Participantsnexttothenumberofparticipantsshown.
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 Listen to Recorded Meetings
 8x8VirtualOfficeOnlineprovidesupto35hoursofstorageforrecordedcallsandmeetings.
 Toviewyourcurrentstorageusageandlistentorecordingsofmeetingsyouhavecreatedor
 participatedin:
 1. LogintoVirtualOfficeOnline.
 2. ClickMy Inbox inthetopleftsideofthescreen.
 3. ClicktheMediatab.
 4. ClickMeetingsonthemenubar.
 Yourtotalcapacity,storageusedandremainingcapacityarealldisplayed.
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 Directlybelowyouwillseealistofrecordedmeetingsthatdisplayseachmeeting’stitle,start
 time,endtime,durationandrecordingfilesize.
 To: Click: Notes:
 Listentoarecorded
 meeting.
 1. Usethesearchboxor
 scrollthroughthelistto
 findtherecordingyou
 wanttohear.
 2. ClickthePlayicon.
 IftheModeratorstarted
 recording,stoppedrecording
 andthenstartedrecording
 again,youwillseea
 separaterecordingfileis
 created,listedunderthe
 samemeeting.
 Downloadarecorded
 meetingtoyourcomputer.
 1. Usethesearchboxor
 scrollthroughthelistto
 findtherecordingyou
 wanttohear.
 2. ClickPlay.
 3. ClickonDownload.
 Deletearecordedmeeting. 1. Usethesearchboxor
 scrollthroughthelistto
 findtherecordingyou
 wanttodelete.
 2. ClickDelete.
 3. ClickYeswhenadialog
 boxappearsaskingyou
 toconfirmthedeletion.
 YoumustclickYeswhenthe
 dialogboxappearsinorder
 todeletetherecording.
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