BLUEJEANS - MODERATOR

1. Using Google Chrome, go to
http://bluejeans.com. Click on the

Log In link. You will need to give
the participants the link to your
session. This link will be given to you
when you get assigned a BlueJeans
account.

2. Type in your email address and EN | ContactUs | Login
then click on the Next button.

Signin
| heather.pokorsky@gotoltc.edt | I

By continuing, | confirm that | have .
read and understood the Privacy Policy s
and Terms of Service

L |
3. Type in your password and the click
on the Sign In button. Sign in
Click on the FORGOT PASSWORD heather.pokorsky@gotoltc.edt
link if you forgot your password. Ener Password

FORGOT PASSWORD?

By continuing. | confirm that | have
read and understood the Privacy Policy
and Terms of Service




4. Click on the Schedule Meeting
button.

5. Type in a name for the meeting.
Set the date and time for the
meeting. In the Invite Participant
text box, type in the email
addresses of the participants for
your meeting. Please note that if a
participant already has a BlueJeans
account you will be able to select
their name when you start typing in
their email address. Click on the
Schedule Meeting button.

6. You and the participants will
receive an email from BlueJeans
with a calendar invite to the
meeting. If a participant cannot
join online, they will be given a
phone number to call as well as a
Meeting ID number. Please note
that if you did not receive an email
check your Junk or Spam emalill
folder.

MEETNGE  RFCOSDINGS VDR

Good moming. Heather. Your next meeting is scheduled at 10:30am

Schedule a new meeting

Meeting Title

Test Meeting

Add meeting description

From To

] 13 Mar 2020 I | 10:30 AM I ’ i) 13 Mar 2020 I | 11:30 AM I

GMT -0500 US/Central

\:\ Repeat Meeting

Invite Participants Separate each emall Id with 8 comma. Limited to first 100 participants

pokorskys@charter.net

Advanced Options

SCHEDULE MEETING

as initially created in the following time zone: AmericaChicago

Phone Dial-in

+1.408.740.7256 (US (San Jose))
+1.408.317.9253 (US (Primary))
iGlobal Numbers [blusjeans com])

Meeting ID: 600 427 916




7. To access the meeting, go to the Blueleans
calendar invite and click on the ) [blucjeans.com]
Join Meeting button.

Hi there!
You have scheduled a meeting.

Join Meeting
[bluejeans.com]

(Join from computer or phone)

8. Click on the JOIN WITH BROWSER
link. Your meeting is live in the BlueJeans App

anything? LAUNCH THE APP or DOWNLOAD AGAIN

Can't Launch The App? JOIN WITH BROWSER

9. Click on either Use computer audio

or Use phone audio. Select your audio option
& 2%
—.
Use computer audio Use phone audio
Save and skip this next ume

I'm already on the phone
My audio Is already connected




10. If you are using your phone audio,
dial in with the number and code
that is provided.

11. If you are using your computer
audio, click on the Allow button to
allow your microphone.

12. Click on the Join Meeting Now
button.

13. To start recording, click on the Start
Rec button in the upper left hand
corner. If you did not share the link
with your participants, copy the link
and email the link to your
participants.

14. To turn on your camera, click on
the Unmute camera button or to
turn off your camera click on the
same button to Mute the camera.

Use phone for audio
Dial into the meeting

EE US (San Jose)

Enter audio code on phone

I'm already on the phone

C & bluejeans.com/6931837920/webrtc?src=meet_now

S5 Apps 4 . X ) MyLTC
bluejeans.com wants to

& Use your microphone

Allow

e It is completely safe to turn on your mic. It helps others to
hear you. Don’t worry, you can switch it off anytime.

oaes

You are the only one here

0@ae s




15. To mute your microphone, click on

16.

17.

18.

19.

the Mute audio button or to turn on
your microphone click on the same
button to Unmute the audio.

To start sharing your screen, click on
the Start Sharing button.

If asked, click on the Add BlueJeans
Extension button to add the
extension to your Chrome browser.

If you already completed this step,
proceed to step 17.

Click the Add to Chrome button.

Click on the Add extension button.

*»**NQOTE: You may need to restart
Chrome if you can’t get the sharing
to work. ****

Add BlueJeans extension to screenshare

Click on 'Add to Chrome' & Return to meeting and
conflrm click on screenshare

chrome web store

Home » Extensions » Blue Jeans Meeting

Blue Jeans Meeting Add to Chrome

Offered by: https:/fbluejeans.com

i

Aldd "Blue Jeans Meeting™?

It can:

Read and change your data on all bluejeans.com sites, all
bluejeansdev.com sites, and all bluejeansnet.com sites

Communicate with cooperating websites
Capture content of your screen

Communicate with cooperating native applications




20. Select what you want to share and
then CIICk on the Share bUtton You Blue Jeans Meeting wants to share the contents of your screen with blugjeans.com. Choose what you'd like
can share any application, a o share.
PowerPoint, a website, etc.

Share your entire screen

Ly

***NQTE: If you share your entire
screen, participants will be able to
see whatever you have up on your
screen. ***

m cancel

21. When you are done sharing, click
on the Stop sharing button.

bluejeans.com is sharing your screen,

2 0 B @

22.In the upper right corner are the
advanced controls.

PEOPLE CHAT APPS SETTINGS
23. Under the People icon, you will see | s .
everyone that has joined the X & -~ 3
. PEOPLE CHAT APPS SETTINGS
session. You can also mute all ——

participants’ microphones by

clicking on the Mute All button. m WHO'S TALKING

Heather Pokorsky (... ) O

Heather Pokorsky 3 e W

W Mute Al 0 Unmute Al




24.

25.

26.

Under the People icon, click on
Who'’s Talking to see which
participant is talking at the
moment. If you don’t mute all, this
will give you an idea of where the
noise is coming from.

Under the Chaticon, you can send
a message to everyone or select a
participant to chat one-on-one
with under Direct Messages. Type in
your message in the chat box and
then hit the enter key.

Under the Settings icon, you select
different moderator controls or
change the video layout for
everyone.

You can also select which camera,
microphone, and speakers to use,
such as a built in or external
camera.

You can also preferences when
joining a meeting.

b 2
1 ey
PEOPLE CHAT APPS  SETTINGS
—
—_—
Heather Pokorsky (... ) G,
a
W Mute Al O unmute Al
£ a &
PEOPLE CHAT APPS  SETTINGS

DIRECT MESSAGES

L0 H &

PEOPLE CHAT APPS SETTINGS

Moderator controls

Mute people on entry
Disable entry and exit notifications
Lock current meeting

Change video layout for everyone

This will change the layout for everyone 10 the
selected option

CE.‘:I People View

Izl Speaker View

gg Gallery View

Video & Audio

p, Default- Microphone (Realtek(R) Aud... A
Y n v

) Default - Speakers (Realtek(R) Audio)

» Test




27. When you are finished click the
Stop Rec button in the upper left
hand corner to stop the recording
and then click on the End the Call
button.

28. You can check the box to drop
everyone or just click on the Leave
button to end the session.

N Are you sure you want to leave the meeting?

CANCEL

Now

*** Eor questions or if you need help, please contact the LTC Helpdesk at 920.693.1767 or

LTChelpdesk@gotoltc.edu. ***
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